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INTRODUCTION

The Ability Works Incorporated of Erie County Policies and Procedures
Manual was developed to provide transportation policies and
procedures for the provision of transportation service.

The policies listed in this manual are intended to be used for
organizational and operational needs and requirements.  It is strongly
recommended that the organization require every management staff,
driver, and employee to review and understand these policies and
procedures.

Organizational and operational needs are constantly changing due to
changes in Federal and State regulations, local demographics, and local
laws and ordinances.  The Policies and Procedures Manual is a working
document and, at a minimum, should be reviewed and updated
annually.  Any policy or procedure contained in this manual is expected
to be implemented as prescribed.  As such, updates are vital to the
efficient operation of any successful transit organization.

All manage staff members and driver employees will be provided a copy
of an approved transportation Policy and Procedure annual.  An
Acknowledgement Form that require an employee signature as
acknowledging receipt of materials.  Employees are instructed to read
the manual carefully and often.  Training on the policies and any
updates to the policies will be provided on a regular basis. A clear and
concise policy will provide answers to employee questions regarding
transit operations and performance expectations.
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Ability Works Incorporated
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: INSTRUCTIONS SECTION: 2 page 3

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance on direction on the use of this Policy & Procedures Manual.

DEFINITIONS:
SUBJECT: List the subject matter that the policy will cover.  For example: Personal Care
Attendant, Fare Collection, Cancellation Policy, etc.

SECTION:  Section of the manual that the policy pertains to.  For example: Customer Service,
Safety, Driver’s Responsibility, etc.

EFFECTIVE DATE: Original policy became effective.

APPROVED BY: Entity responsible for approving all policy adoptions or changes.

APPROVAL DATE: Date the policy was approved.

REPLACES: New

PROCEDURE:
Each area requiring information will be stated in this area.

Any area which information is not available will have “N/A” placed in the data field
indicating that no data is available or applicable at the time.

RESPONSIBILITIES:
The Ability Works Incorporated of Erie County Executive Director or designee will create all
policies and procedures as they pertain to transit operations.  All policies and procedures must
be adopted by the governing board and distributed to the appropriate staff.
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Acknowledgement

This employee handbook provides transportation policies and procedures to be used
in the provision of transportation services.  In all instances the official benefit plan
texts, trust agreements, and master contracts are the governing documents.  Your
policy manual is not to be interpreted as a legal document or an employment
contract.  Employment with Ability Works Incorporated of Erie County is at the sole
discretion of the company and may be terminated with or without cause at any time
and for any reason.  Nothing in this handbook or in the personnel policy manual
constitutes an expressed or implied contract, assurance of continued employment, or
implies that just cause is required for termination.

Please refer to Ability Works Incorporated of Erie County Personnel Policies and
Procedures Employee Handbook (Revision adopted Dec 12, 2008) for company’s
policy and procedures. This handbook does not supersede the company’s policy &
procedures manual; rather it defines the transportation program elements.

Understood and agreed:

____________________________ __________________
Employee Signature Date

______________________________
Employee’s Title

______________________________ ___________________
Trainer Signature Date
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Ability Works Incorporated of Erie County
4405 Galloway Road

Sandusky, Ohio 44870

Section 5

Transportation
Policies and Procedures
Company Information
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Road Sandusky, Ohio 44870
SUBJECT: COMPANY MISSION STATEMENT SECTION: 5 page 6

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
A statement which encompasses overall goals and objectives as well as the impact on the
clients serviced in the community of Erie County.

DEFINITIONS:
Our company mission statement is a summary describing the aims, values, and overall plan
for Ability Works Incorporated.

PROCEDURE:
Ability Works Mission is “To be the provider of choice for individual with disabilities
pursuing interests in the areas of employment, recreation, leisure, and personal
development..”

Transportation Mission Statement: “Is to provide a transportation system that is unique and
provides a critical element and link to the community to enhance the quality of life for the
MR/DD clients of Ability Works Incorporated.”

The Office of Transit recognizes its role in transportation of advocates personal mobility by
supporting, coordinating and funding Public Transportation as a critical part of its support for
specialized needs transportation .

RESPONSIBILITIES:
The Executive Director conferred with the company’s management staff to develop this
viable mission statement.  This statement should then be approved by any Board of Directors.



7

Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: AMERICANS WITH DISABILITIES

ACT COMPLIANCE
SECTION: 5 page 7 & 8

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To ensure all transit services be provided in a way that does not discriminate against persons
with disabilities and to full comply with the intent of the Americans with Disabilities Act of
1990.

DEFINITIONS:
Americans with Disabilities (ADA)-Passed by Congress in 1990, this act mandates equal
opportunities for persons with disabilities in the areas of employment, transportation,
communications and public accommodations. Under this Act, most transportation providers
are obliged to purchase lift-equipped vehicles for their fixed route services and must assure
system-wide accessibility of their demand response services to persons with disabilities.
Public transit providers also must supplement their fixed route services with complementary
paratransit services for those persons unable to use fixed route service because of their
disability.

PROCEDURE:
No person shall be denied access to participate in transit service, programs, or activities
simply because a person has a disability.

Ability Works Incorporated will provide programs and services in the most integrated setting
possible.

Ability Works Incorporated will establish eligibility standards or rules that ensure individuals
with disabilities an equal opportunity to enjoy their services, programs, or activities.

Ability Works Incorporated will establish policies, practices, and procedures that ensure equal
access to individuals with disabilities.

Ability Works Incorporated will furnish auxiliary aids and services when necessary to ensure
effective communications.

Ability Works Incorporated may provide special benefits, beyond those required by the
regulations, to individuals with disabilities.

Ability Works Incorporated will not require an individual with a disability to accept a special
accommodation or benefit if the individual chooses not to accept it.
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Ability Works Incorporated will not place special charges on individuals with disabilities to
cover the costs of measures necessary to ensure nondiscriminatory treatment, such as making
modifications required for program accessibility.

Ability Works Incorporated will operate so that, when viewed in its entirety, the system is
accessible to and usable by individuals with disabilities.

RESPONSIBILITIES:
The Executive Director and the Board of Directors shall be responsible for compliance.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: EMPLOYEE SUGGESTIONS,

COMMENTS, OR CONCERNS
SECTION: 5 page 9 & 10

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
Establish a means by which employees can formally or informally submit suggestions for
improvements or voice areas of concern.

DEFINITIONS:
Informal Communication:  a suggestion, comment or concern to be openly reviewed by all
employees for implementation discussion and ideas.  Informal communications are not
considered confidential.

Formal Communication:  a suggestion, comment or concern requiring review by Supervisor
or Director as prescribed by subject matter.  Formal communications are to be kept
confidential at all times.

PROCEDURE:
Informal Communications
– A suggestion box is located at the front reception window.
– All entries will be reviewed by the Assistant Director on a monthly basis.
– Any viable idea(s) will be discussed during monthly meetings.
– The suggestion box is not to be used for issues such as grievances, leaves of absence or

vacation requests, records requests, etc.  All personnel issues will need submitted to the
appropriate department per policy.

Formal Communications
– All formal communications shall be kept confidential at all times.
– The following items may be submitted to the Supervisor:

o Vacation requests
o Leaves of Absence requests
o Training Class requests

– The following items may be submitted to the Director:
o Grievances
o Reports of illegal activity
o Personnel Record corrections

– All submissions will be reviewed by the Executive Director and forwarded to appropriate
department personnel as required by the subject matter.
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RESPONSIBILITIES:
All company employees responsible for the supervision, management or direction of
subordinate employees will be responsible for ensuring that all employees are informed on the
methods used to communicate suggestions, comments or concerns.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd., Sandusky, Ohio
SUBJECT: EMPLOYEE RECOGNITION AND

AWARDS
SECTION: 5 pages 11

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES: New

DIRECTIVE:
N/A at this time.To publicly reward and recognize superior employee performance.

DEFINITIONS:
Employees will be eligible for the following performance awards:

 Driver Safety Award – awarded to drivers who accumulate XXXX miles without a
reported accident or incident.

 Attendance Award – awarded to employees who use less than XX sick days in a span
of XXX calendar days.

 Courtesy Award – awarded to drivers who perform XXX passenger pick-ups with no
complaints reported.

 Outstanding Service Award – awarded to employees who receive a positive
passenger/customer comment.

 Zero Denials Award – awarded to dispatchers who record less than XX trip denials in
a span of XX operating days.

PROCEDURE:
All awards will be presented at the monthly Company employee meetings.

RESPONSIBILITIES:
All company supervisors and directors are responsible for ensuring that all award criteria are
achievable and that any awards have met the established criteria.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd, Sandusky, Ohio 44870
SUBJECT: COMMUNICATION OF CHANGES SECTION: 5 page 12 & 13

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To implement a means of disseminating changes in policies and procedures to employees and
passengers.

DEFINITIONS:
Policy Change – any change(s) made to the governing policy which covers all organization
employees.

Procedure Change – any change(s) to operational procedures as defined by job description or
manual.

Content Change – any addition or deletion of a policy or procedure to a collective manual.
(e.g. a policy addressing the use of hands free devices for cellular phones is added after the
policy on cellular phone usage.)

Context Change – any change in the meaning of a specific policy or procedure.  (e.g.  The
policy addressing transportation of parcels has been revised to allow six (6) parcels from the
original four (4). )

Employee Notification – changes in policies and/or procedures that affect employees only.
(e.g. the employee dress code has been revised to instruct all maintenance employees that
steel toe boots are now required.)

Passenger Notification – changes in policies and/or procedures that affect passengers.  (e.g.
the transportation of pets policy has been revised to allow for pets under 15 pounds.)

PROCEDURE:
Upon approval by the Board of Directors, changes in policies/procedures shall be
disseminated as follows:

Employee Notification

Content Changes
Each employee shall be provided with a electronic copy of the policy/procedure to be
added or deleted.  After applicable training, each employee will be required to sign an
acknowledgement form indicating training and receipt of the addition/deletion.
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Context Changes
All revisions to effective policies will be distributed electronically & reviewed with
employees during monthly meetings.

Passenger Notification

Content Changes
Any additions or deletions to an effective rider’s shall be announced via a message on each
vehicle indicating that a change has been implemented and that a revisions  will be
distributed as soon as possible.

Context Changes
All revisions to effective policies contained within this manual shall be announced to riders
on each vehicle indicating which policy has been revised and what the revision contains.
The message will also encourage passengers to request an updated notice containing the
revision being announced.

RESPONSIBILITIES:
The Executive Director, Board of Directors will be responsible for final approval of any
policy or procedure changes to be implemented.  Supervisors shall be responsible for
dissemination of changes via appropriate methods (i.e. employee notification, passenger
notification).  Drivers  shall be responsible for ensuring that passengers are provided with up
dated revisions upon request.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: DISCIPLINARY POLICY FOR

EMPLOYEES
SECTION: 5 pages 14 & 15

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES: New

DIRECTIVE:  

See Ability Works Incorporated Personnel Policy & Procedures Manual
Section
12-10 To establish the consequences of poor employee performance and/or behavior.

DEFINITIONS:
Supervisor:  an employee responsible for oversight of subordinate employees as they engage
in assigned daily duties.

Director:  an employee responsible for subordinate duty assignments, appropriate supervision
of subordinate employees and periodic statistical reporting.

Unacceptable behavior:  conduct not conducive to the standards of ethical, professional or
moral activities as defined in the Employee Code of Conduct.

Verbal warning:  a documented conversation wherein an employee is counseled on behavior
deemed to be unacceptable by a supervisor or director within the organization.

Written warning:  a documented warning wherein an employee is counseled on repeated
instances of unacceptable behavior as documented via a verbal warning.

Final warning:  a documented warning wherein an employee is counseled on continued
instances of unacceptable behavior as documented via a combination of a verbal warning and
series of written warnings.

Dismissal:  termination of employment due to excessive documented instances of
unacceptable behavior via a combination of verbal, written and final warnings.

PROCEDURE:
The following procedure is to be followed for all disciplinary issues:

 Unacceptable behavior reported by Supervisor to Director.
 Verbal warning to be issued to employee by Supervisor.
 Repeated instances of unacceptable behavior reported by Supervisor to Director.
 Written warning issued to employee by Supervisor and Director.*
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(*if more than one written warning is required by the organization prior to issuance of Final warning,
repeat this process as required.)

 Continued instances of unacceptable behavior reported by Supervisor to Director.
 Final warning drafted by Director with assistance and input from Director and/or

human resources personnel.
 Final warning issued to employee by Director (or assigned human resources

representative).
 Excessive instances of unacceptable behavior reported by Supervisor to Director.
 Employee dismissed and employment terminated by Director (or assigned human

resources representative).

Immediate Termination
Certain circumstances may result in the immediate termination of an Company employee.
Such circumstances include, but are not limited to:

 The physical assault of any employee, passenger, or other person on Company
property.

 The use of any Company owned property to conduct illegal activity.
 The theft or vandalism of any Company owned property.
 Use of the Company name for fraudulent activity.

RESPONSIBILITIES:
It is the responsibility of all employees to notify Supervisors and/or Directors of unacceptable
behavior.  Supervisors and Directors are responsible for ensuring that all disciplinary actions
are taken in accordance with all applicable policies and governing laws.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: JOB DESCRIPTIONS SECTION: 5 pages 16

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To provide current information on all positions offered by the Company.

DEFINITIONS:
The following is a list of commonly used job analysis terms:
– Job duty - a single specific task.
– Knowledge - a body of information applied directly to the performance of a duty.
– Skill - a present, observable competence to perform a learned activity.
– Ability - a present competence to perform an observable behavior or a behavior that results in an

observable product.
– Physical characteristic - the physical attributes employees must have in order to perform job

duties; unaided or with the assistance of a reasonable accommodation.
– Credentials and Experience - the minimal acceptable level of education, experience, and

certifications necessary for employment.
– Other Characteristics - duties, knowledge, skills, and abilities that do not have a logical place in

the job description.

PROCEDURE:
All employees will be provided a copy of their job description.

Each employee will be required to review the job description and sign and date the file copy.

A signed copy of the job description will be kept in the employee’s personnel file.

Each job description will include the following:
1. Title of job
2. Responsibilities/Duties
3. To whom the position reports
4. Credentials and Experience
5. Physical characteristics
6. Required skills, knowledge and abilities
7. The Executive Director will review and updated as necessary.

All job descriptions must be compliant with the Americans with Disabilities Act (ADA) and on file in
the personnel files.

RESPONSIBILITIES:
The Executive Director will ensure that all job descriptions are reviewed and updated on an annual
basis.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: SERVICE AREA SECTION: 5 page 17

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To ensure compliance with the Americans with Disabilities Act (ADA) by providing the same
level of service to individuals with disabilities as to other individuals throughout the entire
established service area.

DEFINITIONS:
Service area is the geographic area in which Ability Works Incorporated will provide
transportation for Erie County MR/DD adult passengers.

PROCEDURE:
All MR/DD adult passengers, regardless of disability, will have access to the entire
established service area.

Upon Request Ability Works Incorporated will provide transportation for Erie County
MR/DD adults from their place of residence to Ability Works Incorporated Day program and
Sheltered Work Shop and return to their place of residence. Ability Works Incorporated will
provide day trips upon request from the supervision to and from its place of business for its
MR/DD clients.

Ability Works Incorporated will provide out-of-county day trips for its MR/DD clients upon
advance request.

RESPONSIBILITIES:
The Executive Director  and management staff will be responsible for compliance.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: SERVICE HOURS SECTION: 5 pages 18 & 19

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To establish operational hours for providing public transportation.

PROCEDURE:
Accessible service will be offered during the same days and hours as non-accessible service.

Ability Works Incorporated will operate Monday through Friday with the following operating
hours:

Monday:  6:00 a.m. to 6:00 p.m.
Tuesday:  6:00 a.m. to 6:00 p.m.
Wednesday:  6:00 a.m. to 6:00 p.m.
Thursday:  6:00 a.m. to 6:00 p.m.
Friday:  6:00 a.m. to 6:00 p.m.
Saturday:  With advance request and approval
Sunday: No Service

After hours provided  upon advance request and approval from Ability Works Incorporated
MR/DD

Out-of-County Service

Service provided upon advance request and approval from Ability Works Incorporated
MR/DD.

Holidays
Ability Works Incorporated will be closed in observance of the following holidays:

New Years Day (January 1st)
Martin Luther King Day
President’s Day
In-service Day (March 3rd)
Good Friday
Memorial Day
Independence Day (July 4th)
In-service Day (August 21st)
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Labor Day
Columbus Day
Veteran’s Day
Thanksgiving Day
Day After Thanksgiving
Christmas Eve (December 24th)
Christmas Day (December 25th)
New Years Eve (December 31st)

Please refer to Inclement Weather Policy (See Safety Section, Page (Section 41 Page 48 & 49
of this manual) for other weather related emergency closings.

RESPONSIBILITIES:
The Executive Director is responsible for ensuring that public transportation services are
provided as noted above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: ACCESS TO INFORMATION SECTION: 5 page 20

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To meet the intent of the Americans with Disabilities Act (ADA) by ensuring that all persons
have appropriate access to brochures and Riders Guides.

PROCEDURE:
Brochures and other printed materials are available in alternative formats upon request.
Alternative formats include, but are not limited to, large print, audio cassettes, and computer
disks.

A statement that the information is available in alternative format will be included on all
brochures and printed materials.

A TTY/TDD or the Ohio Relay number (1-800-750-0750) will be included in all printed or
internet materials with phone numbers listed.  TTY/TDD or the Ohio Relay number will be
included in all radio and TV commercials (public service announcements).

Public hearings will be held in accessible locations.

Public hearing notices will include the statement that any person requiring special
accommodations should contact, Jody Butler 419-626-1048.

RESPONSIBILITIES:
The Executive Director is responsible for assuring that public transportation services are
provided as noted above.
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Ability Works Incorporated of Erie County

Transportation

Section 21

Policies and Procedures
Manual

Employee Responsibilities
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ABILITY WORKS INCORPORATED OF ERIE COUNTY
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: CODE OF ETHICS SECTION: 21 pages 22

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:  New

DIRECTIVE  

See Ability Works Incorporated Personnel Policy & Procedures Section
12Toetablish a high consistent standard of conduct and to maintain personal and
professional accountability.

PROCEDURE:
• To conduct all company business with professional competence, fairness, impartiality,

efficiency and effectiveness;
• To respect the structure and responsibilities of the company and the governing board

of directors;
• To provide facts and advice as a basis for making policy decisions, and to uphold and

implement policies adopted by the governing board of directors;
• To market the service and transit needs to the community;
• To conduct organizational and operational duties with positive leadership through

communication, creativity, dedication and compassion;
• To eliminate all forms of discrimination and fraud within the scope of the

organization’s management and service delivery;
• To ensure that funds from all sources are expended in accordance with signed grant

agreements, as well as, any and all applicable local, federal and state laws;
• To demonstrate the highest standards of personal integrity, truthfulness, honesty and

fortitude in all our activities in order to inspire confidence and trust in the XYZ Transit
Provider;

• To serve in such a way as to not realize undue personal gain from the performance of
professional duties;

• To respect and protect privileged and confidential information accessed in the course
of official duties; and,

• To strive for personal and professional excellence of our board members, and our
employees.

RESPONSIBILITIES:
It is the responsibility of all employees.
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Ability Works Incorporated of Erie County
Policy Manual

123 State Street, Anywhere, Ohio 44444
SUBJECT: EMPLOYEE UNIFORMS SECTION: 21 page 23 & 24

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:

DIRECTIVE:
N/A at this timeTo establish a policy for all uniformed employees on appropriate dress
attire.

PROCEDURE:
XYZ Transit provides uniforms for Drivers, Driver Supervisor, Maintenance Supervisor, and
Mechanic. XYZ will issue each uniformed employee at the time of employment the following
items at no cost:

 3 XYZ short sleeved shirts
 3 XYZ long sleeved shirts
 1 Sweatshirt
 1 Jacket

Uniformed employees will be issued replacement shirts twice a year - (2) short sleeve shirt in
April and (2) long sleeved shirt in October. Employees may purchase additional shirts from
XYZ System at cost.

Summer: System shirts maybe worn with Khaki walking shorts, navy blue walking shorts,
jeans or casual slacks.  Jeans must be clean with no holes, and cannot expose any
undergarments.

Fall: System Sweatshirt must be worn with a collared shirt underneath.  The collar must be on
the outside of the sweatshirt. Sweatshirt must be worn with jeans or causal slacks.

Winter: System jacket must be worn with system shirt and jeans or causal slacks preferable
khaki, navy or black.

Uniforms must be worn as provided, shall not be altered, and shall not be worn for other than
work related activities.

All employees will be required to wear black or brown non-skid boots or shoes.  Boots do not
need to be steel-toed unless otherwise dictated by OSHA standards.  No athletic footwear may
be worn unless otherwise approved by Supervisor or Director.
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All XYZ employees are to maintain a well-groomed and clean appearance.   Employees are
required to dress in accordance with their job task.   Employee dress should be appropriate
and professional and keep in mind that you represent the Company at all times while in
uniform.

RESPONSIBILITIES:
It is the responsibility of the Transit Director/Operations Manager to ensure compliance with
this procedure.

NOTE:  If your system/company requires all or part of the uniforms to be returned to your system/company when
the employee leaves your employment, add that statement to your policy.
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ABILITY WORKS INCORPORATED OF ERIE COUNTY
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: EMPLOYEE APPEARANCE SECTION: 21 page 25

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:

DIRECTIVE:
See Ability Works Incorporated Personnel Policy & Procedures Section
12To establish a policy for all non-uniformed drivers on appropriate dress attire.

PROCEDURE:
All employees are to maintain a well-groomed and clean appearance.   Employees are
required to dress in accordance with their job task.   Employees dress should be appropriate
and professional and keep in mind that you are an employee of XYZ Transit Provider and
represent the Board of County Commissioners/Company.
(See Section 4.09 of Employee Conduct and Responsibilities of the Company’s Personnel
Policy and Procedures Manual for more information)

Hat should be clean with no obscene writing or symbols. Hats can be worn on the vehicle as
long as they do not interfere with the operations of the vehicle and do not obstruct your view.

Athletic footwear in good condition with non-skid tread may be worn.

Denim or khaki walking shorts may be worn during warm weather months.

No blue jeans with holes are allowed for any employee.

No shirts with obscene writing or symbols.

No halter-tops and shirts must cover your upper torso.

If you are unsure of the appropriateness of an article of clothing, please check with your
supervisor before wearing it to work.

RESPONSIBILITIES:
It is the responsibility of the Transit Director/Operations Manager to ensure compliance with
this procedure.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd. Sandusky, Ohio 44870
SUBJECT: ABILITY WORKS

INCORPORATED IDENTIFICATION
BADGES

SECTION: 21 page 26

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To establish a policy for a procedure for the disbursement and use of Ability Works
Incorporated Identification (ID) badges.

PROCEDURE:
Ability Works Incorporated will provide all employees one (1) identification badge upon
employment.  The ID badge shall be visibly worn at all times the employee is performing
work related activities.

Each employee will be responsible for keeping the badge in good condition.

The ID badge must be clipped to his/hers clothing or on a lanyard in plain sight.

If the badge is lost or falls into disrepair, Ability Works Incorporated will replace the first one
for free.  If the badge is lost or falls into disrepair a second time within six (6) months of the
first replacement, then the badge will be replaced at a cost of $5.00 to the employee.

Normal wear and tear is expected; badges will be re-issued every (3) years.

Ability Works Incorporated requires the I.D. badge to be returned when the employee leaves
the employment.

Lost badges must be reported immediately.

RESPONSIBILITIES:
It is the responsibility of the Assistant Director and/or Operations Manager to ensure
compliance with this procedure.
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Ability Works Incorporated of Erie County
Policy Manual

123 State Street, Anywhere, Ohio 44444
SUBJECT: LICENSES AND CERTIFICATIONS SECTION: 21 page 27 & 28

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish the required licenses and certification for drivers and/or maintenance personnel.

PROCEDURE:
Transportation Drivers – Must have a valid Ohio Driver’s License. Currently, holding a CDL
is not a requirement for employment with Ability Works Incorporated.  If in the future
federal, state, local or Ability Works Incorporated ever requires such CDL licensing, a
Passenger Endorsement will also be required along with the CDL.  Ability Works
Incorporated will work with drivers to help in obtaining this type of licensing, when needed.

Drivers shall immediately report all traffic citations received for violations incurred while on
or off duty (see Personnel Policy & Procedures Section 4:6).  The employee must complete a
Violation Reporting Form and submit it to the Executive Director within twenty-four hours of
the violation. Employees will be required to pay any such violations including violations
received while operating a Ability Works Incorporated vehicle.

All employees must immediately report any licensing or certifications that have expired or
been revoked or suspended to their immediate supervisor. An employee who operates a
vehicle after loss or suspension of license or endorsement shall be terminated. Any traffic
violations, including those received while in personal vehicles, which may have an impact on
license status or insurability of the employee, must be reported to the Assistant Director
immediately.

All maintenance personnel will be Automotive Service Excellence (ASE) certified from the
National Institute of Automotive Service Excellence.  In addition, personnel that perform air-
conditioner maintenance shall be certified under EPS Section 608 and 609.  Maintenance
personnel that perform lift maintenance must be certified by the manufacture before
completing lift warranty repairs.

All maintenance personnel that drive vehicles requiring a Commercial Driver’s License
(CDL) must have valid CDL with required endorsements.

A copy of the maintenance contractor’s licenses and certification will be required at the time
of contract execution or renewal. Maintenance vendors, without written contracts, maybe
asked to provide licenses and/or certifications on personnel that are performing maintenance
on company vehicles.
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A Commercial Drivers License with Passenger Assistance Endorsement will be required to
operate the following vehicles:

Any vehicle with gross vehicle weight ratio of 26,000 pounds or over or any vehicle designed
to accommodate 15 or more passengers including the driver).

RESPONSIBILITIES:
It is the responsibility of the staff responsible for hiring, overseeing drivers and maintenance
of vehicles to ensure compliance.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd., Sandusky, Ohio 44870
SUBJECT: VEHICLE OUT OF SERVICE SECTION: 21 pages 29 & 30

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish guidelines for the proper storage and security of any company vehicle not
currently in service.

DEFINITIONS:
Revenue Service:  N/A

Out of Service:  Any vehicle incapable of being operated under normal service conditions.

Back-up:  any vehicle capable of being operated under normal service conditions that is not
currently in service.

Downtime:  scheduled operating service time wherein a passenger is not on board or the
vehicle is not in route to a passenger pickup.

After Hours:  any time before or after the posted company service hours for transportation.

PROCEDURE:
Any driver assigned to a Company owned/operated vehicle will be responsible for ensuring
that all vehicle doors and windows are locked and secured any time the vehicle is left
unattended.  Circumstances, which the vehicle may be left unattended, include, but are not
limited to:

 Downtime
 Breaks
 Lunch
 Out of Service
 Back-up Status

The driver may not leave passengers unattended on the vehicle except while assisting other
passengers with boarding/alighting.

The vehicle must be parked in such a manner as not to interfere with the normal flow of
traffic and may not be parked in any area deemed inappropriate (lounges, adult themed
locations, etc.).
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At the end of assigned shifts, drivers will return the vehicle to the company and ensure that it
is parked in an assigned parking spot (if applicable) or designated transit vehicle parking
areas.    All doors and windows will be locked and secured.  All switches will be turned to the
“OFF” position.  All applicable manifests will be removed.  Any trash or debris will be
removed and discarded.  Any items left behind by passengers will be turned into the
Operations Manager for recovery.  Conduct any required post-trip vehicle inspections.  All
vehicle keys will be returned to the appropriate storage box.

RESPONSIBILITIES:
It is the responsibility of all Drivers to ensure that vehicles are parked, locked, and secured as
required.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: DRIVER’S LOG/MANIFEST SECTION: 21 pages 31 & 32

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To establish a consistent and accurate system for providing Ability Works Incorporated
drivers with route and trip information, provide data for reporting purposes, and provide
appropriate billing records.

PROCEDURE:

All driver manifests shall be on the form (Attachment A) and shall be prepared by the end of
the working day before they are needed. Ability Works Incorporated Operations Manager is
responsible for development and distribution of manifests to drivers.

Last minute additions to the manifest may be made as long as the driver has seats and the
addition does not cause a delay in picking up prescheduled passengers.  The Operations
Manager has final approval authority for all last minute additions.

Drivers must complete the mileage, pick-up time, drop-off time, and trip information as
passengers board and alight.

Drivers are responsible for accurately completing the manifest; incomplete manifests will not
be accepted.

Drivers are responsible for completing any other forms used to document the trip that is
provided with the manifest.

Drivers cannot change passenger destinations as stated on the manifest or take any trip request
from or on behalf of passengers.

Driver Manifest/Logs will be kept for at least seven (7) years. Manifests/Logs will be
disposed of through shredding in order to remove any identification of passengers.

Drivers are required, at a minimum, to keep track of the following information.

 Fleet number of the vehicle(s) used for that trip.
 Drivers Name.
 Start and end odometer reading for each trip.
 Start and end time for each trip.
 Pick up and drop of times.
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 Total hours of trip
 Downtime.
 Applicable refueling information (purchase amount, odometer reading, gallons

purchased, etc.)
 Total miles for the trip
 All applicable passenger information for dispatch on the manifest.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio
SUBJECT: PROHIBITED ACTIVITIES ON

VEHICLES, EMPLOYEES
SECTION: 21 page 33

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To establish a uniform company policy on prohibited activities on vehicles.

PROCEDURE:
Ability Works Incorporated prohibits smoking or chewing tobacco on vehicles owned or operated by
Ability Works Incorporated. (For prohibited passenger activities see Customer Service Section, page
(104)
Drivers may smoke outside of the vehicle under the following conditions:

 On an approved break or waiting for the next dispatch,
 In a designated smoking area as prescribed by municipal law or building code,
 No passengers on board the vehicle, and
 In close enough proximity to the vehicle to monitor the radio/cell phone.

For safety and cleanliness, drivers are not permitted to eat or drink while in vehicle.

No employee shall use obscene, profane, or indecent language.

Employees are not permitted to use and/or carry personal electronic devices while on duty.  (See
Cellular Phone Usage policy for guidance on personal cellular telephones.)

No employee and/or person associated with Ability Works Incorporated will be allowed to solicit for
any contributions on behalf of any organization or purpose on Ability Works Incorporated during
business hours, exclusive of break time/lunch.

No employee may have objects defined as or intended to be used as a weapon (Ohio’s Concealed
Carry Law will be enforced) on the vehicle or in the facility.

No notices, circulars, displays or signs shall be posted at any time by any person or employee on the
Ability Works Incorporated premises or vehicles without prior authorization from the Executive
Director.

No employee will be permitted to accept personal calls except in the case of an emergency.

RESPONSIBILITIES:
It is the responsibility of the Operations Manger to monitor prohibited activities.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PERSONAL USE OF COMPANY

VEHICLES
SECTION: 21 page 34

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To provide guidance on the use of company owned vehicles.

DEFINITIONS:
Company Vehicle – Any vehicle owned by the Company or purchased through an ODOT
program/grant.

PROCEDURE:
Personal use of Ability Works Incorporated company vehicles is prohibited.

Drivers may use company vehicles to go to lunch due to time constraints or out of county trips
that do not allow the driver to return to base for their own personal vehicles. Remember the
vehicles are the company’s billboard, and should not be parked in inappropriate areas.

Drivers are not to use company vehicles during downtime to run personal errands.

Drivers required to take vehicles home overnight are not to use any company vehicle for
personal use such as going to the grocery store, taking children to daycare, running personal
errands, etc.

RESPONSIBILITIES:
It is the responsibility of the Executive Director and/or Operations Manager to ensure
compliance with this procedure.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky Ohio 44870
SUBJECT: CONFIDENTIALITY SECTION: 21 pages 35 & 36

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:

DIRECTIVE:
See Ability Works Incorporated Personnel Policy & Procedures Section
18To establish procedures necessary to ensure confidentiality of any Company staff and/or
passenger information.

DEFINITIONS:
Confidential:  the element of privacy attached to physical or verbal records intended to
minimize the exposure or dissemination of personal or organizational information.

PROCEDURE:
Example 1
The indiscriminate or unauthorized review, use, or disclosure of protected health and/or other
information, personal or otherwise, regarding any passenger or staff member is expressly
prohibited.

Each employee is expected to maintain the confidentiality of all fellow employees and
passengers at all times.  Employees are prohibited from discussing confidential information
pertaining to fellow employees or passengers without prior consent.  Any questions regarding
the confidential status of specific employee or passenger information should be directed to the
Transit Director.

All information pertaining to passengers or staff is considered confidential and will not be
released without written authorization.

Violation of the policy will result in severe discipline up to and including termination.

Example 2:
All staff are expected to protect passenger/staff information/records, both paper and
electronic, from loss, defacement, tampering, and unauthorized use.

Passenger/staff information shall be placed/stored electronically and will be safeguarded with
passwords and limited access.

Staff shall share information, as necessary, for program monitoring by federal or state
monitoring agencies.
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Staff may disclose passenger/staff information if all the following requirements have been
met:

 The passenger/staff has given consent through a written release of information;
 The release of information is directly for the purpose of administration of the program

(eligibility, payment, monitoring quality improvement);
 The individual or company receiving the information is subject to the same or similar

confidentiality standards.

Violation of the policy will result in severe discipline up to and including termination.

RESPONSIBILITIES:
It shall be the responsibility of the Executive Director and/or Transit Director to ensure
compliance.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: INTERNET, ELECTRONIC MAIL,

AND ON-LINE SERVICES USE
SECTION: 21 pages 37 & 38

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:

DIRECTIVE:

See Ability Works Incorporated Personnel Policy & Procedures Section 18
To establish the appropriate use of company computers. There is no expectation of privacy for
anyone using an company computer.

PROCEDURE:
All work performed using a Ability Works Incorporated owned computer is subject to review
at any time.  No employee is to have an expectation of privacy when using an company
computer.

Access to and use of the Internet, electronic mail, and online services is not confidential and
will be monitored for inappropriate use.  The following rules will apply at all times:

1) The Internet, electronic mail, and online services are intended to be used for business
purposes only.  Any use not directly related to business activities, which involves
solicitation of any kind, or which could bring about unfavorable company publicity is
strictly forbidden.

2) Employees shall not use the Internet, electronic mail, or online services for operating a
business for personal gain, sending chain letters, or soliciting money for religious and
political causes.

3) Employees shall not use the Internet, electronic mail, and online services to transmit or
download material that is offensive, obscene, pornographic, threatening, or racially or
sexually harassing.  Large downloads of files that are not company related shall be
prohibited.  This includes music files, graphic files and other large files that add
considerable traffic or require a larger band width.  Large downloads of this type
consume valuable server resources and result in significant unnecessary expense.

4) Employees shall not use the Internet, electronic mail, and online services to
disseminate or print copyrighted materials (including articles and software) in
violation of copyright laws.

5) Employees shall not use the Internet, electronic mail, and online services to provide
access to confidential information.

6) Employees shall not use the Internet, electronic mail, and online services to provide
access to public information without following the existing rules and procedures of the
custodial company for dissemination.
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7) Employees shall take all reasonable precautions to prevent the inadvertent
dissemination of confidential information via the Internet, electronic mail, or online
services.

8) Access to the Internet shall be made by approved connection only.
9)  Internet usage is subject to other limitations as imposed by supervisors to prevent

excessive or improper use.
10) Employees shall take all reasonable precaution to prevent the inadvertent infection of

viruses, ad ware, Trojan horses, cookies, etc. on company computers.

Use that is not in accordance with this policy will result in possible discipline up to and
including termination.

RESPONSIBILITIES:
It is the responsibility of company’s directors and supervisors to ensure compliance with this
procedure.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: CELLULAR TELEPHONE USAGE SECTION: 21 pages 39 & 40

EFFECTIVE DATE: 04/30/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/30/2009

REPLACES: New

DIRECTIVE:
To establish a uniform company policy regarding the use of cellular telephones while on duty
as a transportation driver.

DEFINITIONS:
Personal Cellular Phone - Purchased by the employee and intended for personal use only.

Business Cellular Phone - Purchased by Ability Works Incorporated and intended for business
use only.

PROCEDURE:
Personal Cellular Phone usage
Employees whose duties include operating/driving a transit vehicle are expected to refrain
from using cellular phones while operating the vehicle.

Personal Cellular Phones may be used before or after all scheduled shifts, during all scheduled
breaks, at any time during scheduled shifts when the vehicle is not in operation and is not
carrying any passengers, or during periods waiting for passenger boarding.

Cellular phones are not to be kept on the employees person and must be stowed in a closed
purse, handbag, or in a vehicle storage compartment.

Hands-free headsets are considered cellular phone accessories and therefore should not be
worn while operating a vehicle.

Concealment of a cell phone and accessories on the person of any employee will be
considered a violation of this policy.

Personal Cellular Phones must be in off or silent setting while operating/driving a transit
vehicle.

Business Cellular Phone usage
Any cellular phone assigned to an employee is intended for BUSINESS USE ONLY.
Business Cellular Phone numbers are not to be distributed for purposes of receiving personal
calls or communications of any kind.
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All employees are restricted from using any Internet capable Business Cellular Phone for
purposes of connecting to the Internet.

Use of a Business Cellular Phone is prohibited while operating a vehicle.  All employees must
ensure that the vehicle has come to a complete stop in an area not obstructing the flow of
traffic before making or receiving a cellular phone call.

Passengers are not to be provided the cellular phone number unless authorized by the Transit
Director.

Employees whose primary responsibilities do not specifically include driving as an essential
function, but are issued a Business Cellular Phone, are also expected to abide by the
provisions set forth above.

Employee and passenger safety should be the primary concern before conducting any
business via a Business Cellular Phone.

RESPONSIBILITIES:
It is the responsibility of all employees to ensure compliance with this procedure.
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Ability Works Incorporated of Erie County

Section 41

Policies and Procedures
Manual

Safety
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: VEHICLE EVACUATION SECTION: 41 pages 42 & 43

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To provide vehicle evacuation procedures for emergency situations.

PROCEDURE:
EVACUATION PROCEDURES

Remember your first priority in any emergency situation is to protect your passengers and
yourself.  In the event of a fire or collision that requires evacuation of the vehicle you should
follow the following steps:

1. Stand (if vehicle height permits), open the doors (ensure that exits are open and
usable), face the passengers, and get their attention.  Explain that there is an
emergency and that they must evacuate the vehicle immediately.

2. Give clear directions to the passengers, telling them which exit to use and pointing to
the exit(s).

3. Direct the evacuation advising, if necessary, not to push.
4. Ask an able-bodied passenger to stand outside the front door to account for the

passengers and to assist them if necessary (offer a hand, do not pull anyone out).
5. Ask another able-bodied assisting passenger to take the passengers to a safe place that

you designate, at least 100 feet (approximately 40 paces) from the vehicle.
6. Keep the passengers in a group and safely away from the vehicle, traffic and any other

hazards.
7. Assist passengers with disabilities.

a. You should evacuate a passenger in a wheelchair only if it is more dangerous
to leave them on the bus (e.g. fire, fuel leak, explosion, bomb threat, traffic
hazard, physical peril).

b. Use the lift or ramp if available (you may have to use the manual function of
the lift).

c. If time or situation does not allow the use of the lift and if the vehicle’s aisles
are large enough, carry a passenger in a manual wheelchair out of the door,
while keeping the passenger in his/her wheelchair.  Use the assistance of
another passenger.  Carry the wheelchair backwards to prevent from tipping
the passenger out of their wheelchair.  If vehicle size does not allow evacuation
with the wheelchair, proceed to step “d”.

d. If assistance is not available, or time does not allow, lift or drag the passenger
(depending on passenger size relative to your individual strength) through one
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of the emergency exits.  It may be best to check with the passenger as to how
they feel you can best accomplish this maneuver.  He/She
 may have some experience with similar types of transfer.

8. If safe to do so, check the vehicle to ensure that no one is left behind.
9. Remain calm during the evacuation proceedings.  Your passengers will look to you for

direction, and they will be less likely to panic if you remain calm.
10. If you have not done so by now, call for assistance.   If you are unable to make the

call, direct one of your passengers to call 911 for assistance.
11. If safe to do so, and if a fire is involved, attempt to put out the fire with the fire

extinguisher.
12. If able to access them, position the emergency reflectors.

RESPONSIBILITIES:
Operations Manager is responsible for training staff in the implementation of this procedure.
This procedure shall be reviewed annually with all staff.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: SEATBELT POLICY SECTION: 41 page 44 & 45

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To comply with all Ohio traffic laws requiring vehicle occupants to wear safety belts.

PROCEDURE:
Company Employees
All Company employees are required to wear safety belts while operating or riding as a
passenger in any Company vehicle.

Passengers
All passengers are required to wear safety belts.

Each passenger must have his/her safety belt securely fastened before the vehicle will be
permitted to begin movement.

Passengers seated in wheelchairs will be secured via an approved four-point restraint system.
(Please see the Wheelchair Securement policy located in the Safety section of this manual for
all approved securement devices.)

Children

N/A at this time

Exceptions for agencies that require the use of seatbelts.

If the seatbelt is not long enough to be secured, manufacture’s seatbelt extensions will be
used.  If the extensions do not correct the situation, the passenger will not be required to wear
a seatbelt. The driver should documentation on his/her manifest that the seatbelt could not be
secured.  Every effort will be made to resolve this situation.

Passengers who have a medical condition which prohibits the use of seatbelts, will not be
required to wear the seatbelt.  This must be documented on the driver’s manifest.
The scheduler will enter the information under special needs for future trips.
Do not ask the passenger the disability or medical condition that prevents the use of a seatbelt.
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RESPONSIBILITIES:
It is the responsibility of all company employees to ensure that safety belts are worn at all
times while in any company vehicle.  Drivers will be responsible for ensuring that all
passengers are wearing safety belts in accordance with this policy. Ability Works
Incorporated driver will have the right to refuse transportation if passenger refuses to use seat
belts.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: ACCIDENT/INCIDENT POLICY SECTION: 41 page 46 & 47

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To provide handling guidance for all accidents and incidents involving transit vehicles.

DEFINITIONS:
Accident:  any circumstance involving a transit vehicle, whether in revenue service or not,
and/or secondary vehicle(s) resulting in damage to one or more vehicles, property, or bodily
injury and requiring the response of local law enforcement and/or emergency services
personnel.

Incident:  any circumstance involving a transit vehicle, whether in revenue service or not,
resulting in damage to the transit vehicle and/or company property, bodily injury to a
passenger or employee, or violation of any policy on prohibited behavior (i.e. disruptive
behavior, prohibited items brought on board, etc.).

PROCEDURE:
Accidents
All drivers, dispatchers, supervisors, and Directors must report all accidents to the Executive
Director as soon as possible.

All drivers involved in an accident must perform the following actions:
1. Check for personal injury.
2. Check all passengers for injury.
3. For all accidents involving secondary vehicles, check the driver and passengers of

second vehicle for injury.
4. If vehicle(s) is in operational condition, move to a safe area not obstructing the flow of

traffic.
5. Notify company official of the accident.

a. If the driver has a working business cellular phone, or personal cellular if
business phone does not work, notify local law enforcement and emergency
services personnel if required.

b. If the driver does not have a cellular telephone, inform supervisor that local
law enforcement and emergency services personnel are required and provide
all necessary location information.

6. Remain at the scene until released by law enforcement or emergency services
personnel.

7. If necessary, make tow arrangements.
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a. If the transit vehicle requires tow services, the responding Supervisor/Director
will make arrangements.

b. If an involved secondary vehicle(s) requires tow services, the driver/owner of
that vehicle will be responsible for arrangements.

c. If no Supervisor/Director is able to respond, inform dispatch that tow services
are required.

8. Complete any require accident investigation documentation required by the company.
9. Report for any required drug and alcohol testing as outlined in the company substance

abuse policy.

Incidents
All drivers are required to report all incidents to the Supervisor/Director as they occur. If it is
not possible to report the incidents as they are occurring, the incident must be reported when
the driver returns to base or within twenty-four hours from occurrence which ever is most
feasible.

All drivers involved in an incident must perform the following action:
1. Check for personal injuries.
2. Check all passengers for injury.
3.  Notify supervisor of the incident. If required, inform supervisor that local law

enforcement and emergency services personnel are required and provide all necessary
location information.

4. If the driver is unable to contact supervisor and the driver has a cellular telephone,
either business or personal, notify local law enforcement and emergency services
personnel if required.

5. If passengers are on board and vehicle is operational:
a. Complete assigned trips, informing dispatch that a vehicle incident has

occurred.
b. After the final passenger has debarked, park the vehicle in an area as not to

obstruct the flow of traffic.
c. Complete an Incident Report form.
d. Submit the Incident Report form with all manifests at the end of the shift.

6. If no passengers are on board and the vehicle is operational:
a. Park the vehicle in an area as not to obstruct the flow of traffic.
b. Complete an Incident Report form.
c. Submit the Incident Report form with all manifests at the end of the shift.

7. If the vehicle is inoperative:
a. Inform supervisor that a vehicle incident has occurred.
b. Request a back-up vehicle
c. Inform dispatch that tow services are required.
d. Complete an Incident Report form.
e. Submit the Incident Report form with all manifests at the end of the shift.

RESPONSIBILITIES:
It is the responsibility of all drivers to ensure that accidents/incidents are reported to the
appropriate company personnel in a timely manner.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: INJURY ON THE JOB SECTION: 41 page 48 & 49

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To provide directions for employees who sustain injury while on duty.

PROCEDURE:
Ability Works Incorporated employees are responsible for exercising maximum care and good
judgment in preventing accidents.  Each employee will:

o Report all unsafe practices or conditions to the Operation Manager;

o Use proper judgment to avoid accidents;

o Participate in all safety training;

o Become familiar with, and operate within, all safety procedures for the assigned work activity;

o Notify the Operations Manager when taking medications which may impair physical or mental
alertness and affect ability to perform a job safely;

o  Use or wear protective equipment at all times and obtain replacements for such equipment
when damaged or otherwise unserviceable (First Aid Kit and/or Bloodborne Pathogens Kit);

o Notify appropriate emergency services for all injuries requiring immediate medical attention;

o  Promptly report all work related injuries and accidents to the Operation Manager;

o Accurately complete an Employee Statement on appropriate accident reports and submit to the
Operation Manager immediately.

The Operation Manager will provide the Ability Works Incorporated Safety/Workers Comp. personnel
a copy of pertinent information and documentation regarding any injury to any employee sustained
while on duty within 48 hours of the injury.   The Safety/Workers Comp. personnel will conduct an
investigation and report of all findings and recommendations to the Operation Manager within 30 days
of the injury.  Recommendations that required immediate action will be noted on the Safety/Workers
Comp report. The Executive Director will review the Safety/Workers comp personnel findings and
recommendations. Each recommendation will be documented with the action taken by the company.
The Safety/Workers Comp. will be provided a copy of the actions taken within 120 days of receipt of
the findings and recommendations.

Additional requirements including seeking medical attention will need to address to one the Ability
Works Incorporated Management Staff.
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RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: BLOODBORNE PATHOGENS

PROTECTION
SECTION: 41 page 50 & 51

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To ensure that the Occupational Health and Safety Administration (OHSA) bloodborne
pathogens regulations are followed.

DEFINITIONS:
Bloodborne pathogens are potentially infectious microorganisms that are present in human
blood and can cause disease in humans.   These pathogens can result in the development of
the acquired immune deficiency syndrome (AIDS), hepatitis, and other diseases.

PROCEDURE:
Ability Works Incorporated employees may be exposed to bloodborne pathogens in the
performance of their duties.  All employees will receive bloodborne pathogen training
annually.  Training is mandatory.

In the event of a biohazard spill as a result of a vehicle accident or onboard injury, first aid for
injured passengers, along with notification of appropriate medical assistance personnel,
should be the first priority.  Additionally, a biohazard spill may occur as a result of vomiting
or loss of bladder control.  Anytime the driver administers first aid, latex gloves and other
personal protective equipment should be used.

Contaminated items should be carefully placed in the designated biohazard disposal bag.

Following first aid administration, where necessary, the vehicle must be cleared of the spill.
The following steps should be followed:

1. Contact dispatch and describe the situation.
2. If you are instructed to wait for assistance, secure the vehicle and wait.
3. Locate the biohazard kit that is on the vehicle.  Avoid stepping in the fluid spill.
4. Put on the disposable gloves found in the biohazard kit when giving any first aid or

cleaning up any potentially dangerous bodily fluid spill, such as blood, vomit, urine or
defecation.

5. Cover the spill area with the disinfectant found in the biohazard kit.
6. Using the appropriate instrument from the biohazard kit, dispose of any material that

may be contaminated by placing it in the biohazard bag found in the biohazard kit.
7. If the clean up includes broken glass or other sharp objects, take extra precautions.

Use mechanical means rather then using your hands to pick up the objects and dispose
of them in the leak proof, puncture proof container provided in the biohazard kit.
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8. Discard carefully all clean up materials including gloves in the biohazard bag.
9. Double bag the biohazard bag immediately if there is any possibility of it ripping or

tearing.
10. Ensure that all biohazard materials are placed in the appropriate transit system

depository.
11. Thoroughly wash hands with soap, disinfectant and running water as soon as possible.
12. Complete all required incident documentation.

For additional details please refer to Ability Works Incorporated Bloodborne Pathogens
Exposure and Control Plan which is available in the Ability Works Management Office.

All Ability Works Incorporated employees are required to read and become familiar with this
plan.   In addition, all employees are to watch and review the training video "Universal
Precautions."

As per the Ability Works Incorporated Bloodborne Pathogens Exposure and Control Plan, as
an "at-risk" employee of Ability Works Incorporated and for your protection, the Hepatitis B
vaccination is available to you free of charge.  The vaccination is a series of three shots
administered over a six-month period.   It is your choice to accept or decline the Hepatitis B
vaccination.  If you choose to not accept the Hepatitis B vaccination, you are required to sign
an OSHA waiver indicating your refusal.   If you initially decline the Hepatitis B vaccination,
but at a later date decide to accept, it will be provided to you at no charge.

REMEMBER TO REPORT ANY BLOODBORNE PATHOGEN EXPOSURE
IMMEDIATELY TO YOUR IMMEDIATE SUPERVISOR!

RESPONSIBILITIES:
Responsibilities shall be as defined above. Executive Director will be responsible for assuring
all drivers have been offered Hepatitis B vaccination.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: BLOODBORNE PATHOGEN/FIRST

AID KITS
SECTION: 41 page 52 & 53

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance for the proper inspection of onboard safety equipment.

PROCEDURE:
Hazardous Material kits (a.k.a. haz-mat kits) are available in each vehicle and are equipped
with the necessary supplies for cleaning vomit, blood, and other bodily fluids.  Hazardous
Material kits are located near the front of each bus, in the rear cargo area of each minivan, and
in the trunk of each sedan.

The following items are found in each kit:
1. Puncture-resistant utility gloves (minimum of two pair);
2. Paper towels
3. Dust pan and brush
4. Tongs for picking up large sharps;
5. Commercial disinfectant spray or foam that is effective on HIV-1 or Tuberculosis
6. Two florescent orange or orange-red bags with “BIOHAZARD” printed in a

contrasting color;
7. Two additional plastic bags in which the first bag can be placed if the first

orange/orange-red bag is contaminated by bodily fluid;
8. Solidifying powder or kitty litter or commercial absorbent powder;
9. Face masks that cover mouth and nose or mouth only if a face shield is used;
10. Goggles;
11. Antiseptic hand wipes;
12. A container for sharps (stored with kit or near kit).  The container must be sealable,

leak proof, puncture resistant, and cleanable; and
13. Shoe covers.

First aid kits are also located near the front of each bus, in the rear cargo area of each minivan,
and in the trunk of each sedan.

Each driver is to become familiar with the location of each kit and assure the kit is in each
vehicle during the pre-trip inspection.

When performing the daily pre-trip vehicle inspection, every Ability Works Incorporated
driver is required to ensure that each haz-mat and first aid kit has all the necessary materials.
If any kit needs supplies (e.g. supplies used, damaged, missing, or otherwise unusable) please
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notify the Operations Manager her immediately. Gloves must be replaced regularly due to
deterioration caused by prolonged storage periods.

RESPONSIBILITIES:
Drivers are responsible for ensuring that all kits are present and supplied appropriately during
each pre-trip inspection.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: SAFETY REFLECTORS

(TRIANGLES)
SECTION: 41 page 54

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish the appropriate use of reflective safety indicators during emergencies.

PROCEDURE:
Each vehicle has three (3) red reflectors (triangles) located behind the driver’s seat.  The
reflectors may be used both day and night.

One (1) reflector should be placed accordingly:

o At the side of the vehicle on roadway side - a safe distance from the vehicle and
oncoming traffic.

o Approximately 40 paces or 100 feet to the rear of the vehicle.  If there is a hill or
curve, the distance should be greater, but no farther than 300 feet.

o Approximately 40 paces or 100 feet in front of the vehicle, again using greater
distances if conditions warrant.  Instructions on where to place the triangles are also on
the lid of the triangle container.

The driver should wear the reflective vest whenever a roadside emergency occurs or when the
driver must be in the roadway.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: USE OF A FIRE EXTINGUISHER SECTION: 41 page 55 & 56

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance on the safe and effective use of fire extinguishers during a fire
emergency.

PROCEDURE:
All vehicles are equipped with a 10lb.* fire extinguisher.
*All vehicles are required to contain a minimum 5lb. extinguisher; however, it is highly recommended that all
vehicles contain a 10lb. extinguisher.

As part of the daily pre-trip inspection, all certification tags associated with fire extinguishers
must be inspected and reported to Operation Manager if certification tags are expired.  All
company fire extinguishers are to be inspected as part of the annual maintenance inspection.

Employees are not required to fight a fire.  If there is the slightest doubt about control of the
situation, DO NOT FIGHT THE FIRE.

Use a mental checklist to make a Fight-or-Flight Decision.  Attempt to use an extinguisher
only if ALL of the following apply:

– Operation Manager and/or Management Staff and emergency personnel have been
contacted.

– The vehicle is evacuated.
– The fire is small, contained, and not spreading beyond its starting point.
– The exit is clear, there is no imminent peril, and you can fight the fire with your back to

the exit.
– You can stay upwind or low and avoid smoke.  Smoke inhalation must be avoided since

only a small amount of toxic smoke can render the operator unconscious.
– The proper extinguisher is immediately at hand.
– You know how to use the extinguisher.

Whenever possible, use the "Buddy System" to have someone back you up when using a fire
extinguisher.  If you have any doubt about your personal safety, or if you cannot extinguish a
fire, leave immediately and close off the area (close the doors, but DO NOT lock them).
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Direct the extinguisher at the base of the flames and implement the following P.A.S.S.
method:

P
Pull the pin on the
extinguisher handle.

A
Aim the hose at the base
of the flames from a safe
distance.  Keep in mind
that the farther away
from the base of the
flames, the less effective
the extinguishing
material.

S
Squeeze the handle of
the extinguisher.  Do not
squeeze the handle until
the entire canister has
emptied; rather two to
three second bursts as
needed.

S
Sweep from side to
side. It is important not
to aim the nozzle at one
point, rather spread the
material over the entire
effected area.

Note:  Extinguisher material is expelled at a very low temperature.  Avoid inhaling material, prolonged exposure
with skin, or contact with eyes.

Recharge any discharged extinguisher immediately after use. If you discharge an extinguisher
(even just a tiny bit) or pull the pin for any reason, arrange for a replacement.

RESPONSIBILITIES:
Operation Manager will ensure that all transit system fire extinguishers have been charged
and inspected as required.  Drivers will ensure that all vehicle fire extinguishers are in
compliance with the above policy.
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Ability Works Incorporated
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: INCLEMENT WEATHER

CONDITIONS
SECTION: 41 page 57 & 58

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidelines on safe operation during poor weather conditions.

PROCEDURE:
(NOTE:  The following are excerpts from the ODOT Model Safety Plan.  Contact the Office of Transit for a
complete copy.)
Tornado
If a tornado warning is sounded or broadcast, employees will immediately report to the
designated shelter.  If drivers are in vehicles, drivers and passengers should exit the vehicle
and seek shelter in a ditch, under a bridge, in the basement of a nearby building or in the
safest possible place given the situation.

If possible, continue monitoring local weather reports.

Management will determine when personnel and vehicles can return to a normal operating
mode.

If vehicles have sustained any damage from wind or wind blown debris, they should be
inspected and repaired by maintenance staff before operating again.

Flood Procedures - Vehicle
The Operation Manager and/or Management Staff will inform drivers that the following
emergency flood preparedness measures are to be taken:

– Management will determine when and if transit services need to be discontinued.

– Vehicles that are parked in areas that could flood must be moved to high ground if
possible.

– In case of flash flood warnings, drivers on the road must avoid known flood areas.
Never attempt to cross roads or bridges that are flooded.  If your vehicle stalls because
of high water, it is generally safer to stay in the vehicle and radio for emergency help
rather than try to walk through fast flowing water.
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Snow Emergencies
Every effort will be made to provide service during inclement weather.

Based on information provided by the local law enforcement, the Executive Director will
make the decision if the system will close.

It may be necessary to limit service within the city limits or for emergency needs only.

Staff should tune to the following radio station for cancellation of service, station WLEC
1450 A.M. and WCPZ 102.7 F.M.

RESPONSIBILITIES:
The Executive Director shall be responsible for determining limited service or service
cancellation during inclement weather.  All other responsibilities shall be as defined above.

NOTE: The inclement weather policy must be included in all brochures and riders guides.
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Ability Works Incorporated
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: DISRUPTIVE/ABUSIVE

PASSENGERS
SECTION: 41 page 59

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide direction for the transport of abusive or disruptive passengers.

DEFINITIONS:
Abusive behavior includes, but is not limited to:

 Physical altercations with Company employees or other passengers.
 Threatening or intimidating language.
 Excessive profanity.
 Shouting at Company employees or other passengers.

PROCEDURE:
Any behavior deemed abusive or disruptive will be reported to first, the Operation Manager, second,
Assistance Director by the Driver.

Any passenger engaging in abusive or disruptive behavior will be given one (1) written letter
requesting that the abusive or disruptive behavior cease while being transported on company vehicles.

Further instances of abusive or disruptive behavior will be given a written warning that any future
instances of such behavior will result in suspension and possible expulsion from riding aboard
company vehicles.

Any passenger exhibiting continuing abusive or disruptive behavior after written warnings shall have
his/her riding privileges suspended as follows:

– 1st Offense:  Riding privileges suspended for two (2) weeks.
– 2nd Offense:  Riding privileges suspended for one (1) month.
– 3rd Offense:  Riding privileges suspended for ninety (90) days.
– 4th Offense:  Riding privileges permanently revoked.

Passengers claiming a medical condition for such abusive or disruptive behavior will need to contact
the Executive Director to provide documentation of such a condition and to make arrangements for
transportation.

Exception for  passengers with behavior plans in place these plans will be followed.

RESPONSIBILITIES:
All Drivers are responsible for reporting abusive or disruptive behavior.  The Assistance Director
and/or Executive Director will be responsible for determining the consequences and enforcement of
such behavior.
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Ability Works Incorporated
Policy Manual

123 State Street, Anywhere, Ohio 44444
SUBJECT: LOCAL LAWS AND ORDINANCES SECTION: 41 page 60

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish guidelines wherein all applicable local, state, and federal laws are kept in
adherence.

PROCEDURE:
The policies and procedures set forth in this manual are not to supersede or replace any
existing local, state, or federal laws.

Regulations from the following Federal organizations will be in effect:
– United States Department of Transportation
– Federal Transit Administration
– Federal Motor Carriers Safety Administration for CDL drivers and Equipment (N/A at

this time.
– Occupational Safety and Health Administration

In conjunction with all applicable Federal regulations, all applicable Ohio Revised Code,
Ohio Constitution, Ohio Administrative Code, and City of Sandusky, Huron, Vermilion,
Berlin Heights, Castaila laws and ordinances will be in effect. The most stringent law will
apply.

Please refer to a specific policy or procedure for any applicable laws or ordinances.

RESPONSIBILITIES:
It is the responsibility of all employees to adhere to all applicable local, state, and federal laws
and ordinances.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: WHEELCHAIR SECUREMENT SECTION: 41 page 61 & 62

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To comply with the Americans with Disabilities Act of 1990 in providing equal access to
public transportation for persons with disabilities.

PROCEDURE:
All Ability Works Incorporated passengers must wear safety belts at all times while aboard a
Ability Works Incorporated vehicle.  All passengers using wheelchairs and other mobility
devices will be secured using a four-point tie-down system.

Ability Works Incorporated can deny service to any passenger if the wheelchair or mobility
device cannot be secured to the satisfaction of the driver.

When a wheelchair or mobility device is difficult to secure properly, the driver is expected to
make every effort at securing before requesting that the passenger transfer to a regular seat.
The driver may request the passenger transfer to a regular seat, but will not be permitted to
require the passenger transfer if proper securement is not possible.

Wheelchairs and other mobility devices are to be secured facing forward.

The four-point tie down system will be used for all mobility devices.

Use the seatbelt (with shoulder restraint), which attaches to the floor if the vehicle is equipped
with one.

Ensure that the lap belt stays on.

If the shoulder restraint cannot be used the lap belt alone will suffice; however, these should
be rare occasions.

Ensure that the mobility device brakes are applied.

Attach straps to the floor connection points first.

Connect front tie down straps (pull or cam type; not ratchet) to a T-connector or the
wheelchair frame on the front half of the wheelchair.

Connect back, ratchet tie-down straps to a T-connector on the back half of the wheelchair.
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Do not connect straps to the wheels, footrests, armrest or any detachable or flexible part of the
wheelchair.   Do not pass the straps through the rear spokes.

A tightened tie-down strap must form a straight line (no slack) at a 45-degree.

Exercise proper bending techniques when securing straps.

Unoccupied wheelchairs (when the passenger has transferred to a seat) must be tied down
securely.

Verify straps are secure and that the device does not move.

Electric wheelchairs must have the power turned off while secured.

Reminder:
 Store loose tie-down straps when not in use.
 Keep tracks clean and free of dirt and debris.
 Pull a wheelchair downhill and push when moving uphill.
 Always inform dispatch when you are loading a wheelchair passenger.
 Immediately report any malfunctions with lift equipment to dispatch so that repairs can be

schedule as soon as possible.

RESPONSIBILITIES:
The Operation Manager is responsible for ensuring all drivers are trained in the procedure.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PASSENGERS WITH PORTABLE

OXYGEN BREATHING AIDS
SECTION: 41 page 63

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To provide guidance on transporting passengers using portable oxygen breathing aids.

PROCEDURE:
Passengers should inform the scheduler at time of reservation that a portable oxygen breathing
aid will be transported with the passenger.

Drivers will be aware of the features and problems associated with portable oxygen aids. All
drivers will receive training on the features of portable oxygen tanks during new hire training.
Specific procedures will be available as necessary. The following general procedures will
apply to most portable oxygen aids:

o Drivers will secure all oxygen containers during transportation by the most secure
means available.

o Containers commonly secured to a mobility device may stay in those securements.

o Containers attached to mobility aids such as walkers must be separately secured to the
vehicle by the most secure means available.

o Spare tanks must be secured to the vehicle by the most secure means available.

Passengers are to be advised by dispatch of the estimated length of the trip and the time that
the passenger is expected to be on the vehicle.  This may impact the quantity of oxygen the
passenger requires.

Drivers are not permitted to connect hoses, disconnect hoses, or change oxygen tanks.

RESPONSIBILITIES:
Responsibilities as defined above.
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Section 64

Policies and Procedures
Manual

Training
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Ability Works Incorporated
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: EMPLOYEE TRAINING

REQUIREMENTS
SECTION: 61 page 65, 66, 67

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To establish guidelines for effective documentation of all employee training.

PROCEDURE:
The Safety Department will document all training in each employee’s personnel file.

The Safety Department will keep a spreadsheet containing the following information:

 Employee name
 Course title
 Instructor name
 Instructor credentials (if available)
 Training materials (if available)
 Date of training
 Date of refresher (if required)

Employees will be expected to attend periodic safety training and update meetings are
required.

Following is a suggested training curriculum:

Orientation of New Hires will include:

1. Transit Policy and Procedures Manual
2. Personnel Policy Manual
3. Vehicle Cell Phone Procedures
4. Office and Paperwork Requirements
5. Training Requirements for Drug and Alcohol Program
6. Vehicle Familiarization of all vehicles
7. Basic Operations and Maneuvering
8. Pre and Post Trip Inspections
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Other Trainings:

1. Bloodborne Pathogens –Annually as required by OSHA
2. ADA Requirements
3. Other Federal and State Requirements

First Aid and CPR

Training will be conducted on first aid, CPR, and proper pre- and post-trip inspections.  All
drivers must be certified in first aid and CPR.  A refresher course will be required for updated
certification.

Special Driving Conditions

Interstate – Proper procedures for entering and exiting Interstate or other limited access
highways will be covered.
Intersections – Procedures for safely negotiating intersections of all types will be covered.
Railroad Crossings – Company vehicles will stop at all railroad crossings, the front door will
be opened, and both directions will be carefully checked for on-coming trains.  In the case of
multiple tracks, vehicles will not proceed until all tracks can be verified as clear.  Special
caution will be exercised at unguarded crossings.

Vehicle Evacuation

New employees will be trained in vehicle evacuation, which will include placement of
triangles.

Backing-up Vehicles

New employees will be trained in backing-up procedures including walk-around's and using
spotters.

Boarding and Alighting Passengers

Proper procedures for boarding and alighting passengers safely will be covered.  This includes
stopping, starting, bus stops, special situations, and hazardous conditions on steps or outside
the vehicle.

Lift Procedures and Wheelchair Securement

Proper procedures for the safe use of all wheelchair accessible equipment, four-point
securement devices, and boarding/alighting techniques will be covered.  Topics include lift
deployment, manual lift operations, proper securement techniques, and various mobility aid
securement techniques.
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Child Safety Seat Installation
N/A at this time

Defensive Driving Course (DDC)

Drivers shall complete the National Safety Council’s Defensive Driving Course (DDC) or
other approved course prior to beginning driving duties.  If drivers are unable to complete the
course prior to beginning duties, the course must be completed within six months following
employment.  Refresher training will be required every three (3) years.  The four-hour
Defensive Driving Course II (DCII) may be used as the refresher course for those drivers who
have previously completed the eight hour DDC core course.

Passenger Assistance (DRIVE) Training

All drivers operating wheelchair lifts, ramps, or otherwise assisting disabled persons shall
receive specialized training and supervised practice on safe and proper techniques prior to
offering such assistance.  Such drivers shall also be prepared to deal with mechanical failures
of lifts or other emergencies that may arise.

Passenger Assistance Training – Transporting Individuals with Disabilities

In addition to DRIVE training, trainings will be conducted for specific disabilities, which will
include: strokes, mental retardation, passengers with autism, vision impairments, hearing
impairments, HIV, kidney dialysis, mental illness, Alzheimer’s disease, epilepsy or seizure
disorders, and multiple sclerosis or muscular dystrophy.

RESPONSIBILITIES:

Responsibilities shall be as defined above.
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Ohio Department of Aging (ODA) and Ohio Department of
Transportation (ODOT)
Training Requirements

Funding Program ODA Title III ODA Passport ODOT Rural Transit Program
(Section 5311)

ODOT Specialized
Transportation Program (Section

Requirement Driver Requirements: Driver Requirements: Driver Requirements: Driver Requirements:

First Aid and
CPR

Certificate of completion for
first aid & CPR training

class
(173-3-02)

Certificate of completion
for first aid & CPR

training class
(173-39-02.13)

Certificate of completion for first
aid and CPR training class

(March 10, 2006 letter)

Certificate of completion of  first
aid and CPR training class

(March 10, 2006 letter)

Defensive Driving
Course

Completion of defensive
driving course

(173-3-02)

Completion of defensive
driving course
(173-39-02.13)

Defensive driving course is
encouraged

(March 10, 2006 letter)

Defensive driving course is

(March 10, 2006 letter)
DRIVE or
Passenger

Assistance Course

Completion of DRVIE
training course

(173-3-02)

Completion of DRVIE
training course

(173-3-02)

Completion of some type of
passenger assistance training within

six months of hire
(Rural Transit Manual)

Completion of some type of
passenger assistance training within

(March 10, 2006 letter)
Bloodborne
Pathogens

Not addressed, OSHA
requirement

Not addressed, OSHA
requirement

Completion of bloodborne
pathogens training

(Rural Transit Manual)

Completion of bloodborne

(March 10, 2006 letter)
Wheelchair
securement

training

Wheelchair securement and
lift operation training

(173-3-02)

Wheelchair securement
and lift operation

training
 (173-39-02.13)

Wheelchair securement training
(Rural Transit Manual)

Wheelchair securement training
(March 10, 2006 letter)

Drug and Alcohol
Testing

Completion of a pre-
employment drug & alcohol

test
(173-3-02)

Completion of a pre-
employment drug &

alcohol test
(173-39-02.13)

Completion of pre-employment
alcohol test

(March 10, 2006 letter)
Compliance with FTA drug and

alcohol program as required,
including training requirements

Completion of a pre-employment
drug & alcohol test

(March 10, 2006 letter)
Compliance with FMSCA drug and

alcohol program as required,
including training requirements

Misc. Training must be completed
& certificates of completion
must be received within 6

months of hire
(173-3-02)

Training must be
completed  & certificates

of completion must be
received within 6 months

of hire
(173-3-02)

Training must be completed  &
certificates of completion must be
received within 6 months of hire or
sooner as prescribed for some types

of training requirements
(Rural Transit Manual)

Trainings & certificates of
completion must be received within

(March 10, 2006 letter)
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Section 70
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Manual

Financial Policies



71

Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: FARE STRUCTURE FOR GENERAL

PUBLIC TRIPS
SECTION: 70 page 71 & 72

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:
N/A At this timeTo establish current fare rates for XYZ Transit Provider.

PROCEDURE:
Example 1
There are currently two zones within XYZ County for the purpose of general public fare rates.

Zone #1 includes the City of ABC and the Village of Freed and has the following fare structure:
General Public $2.00 per one way trip
Elderly and Disabled $1.00 per one way trip
Children 6-17 years of age $1.00 per one way trip
Children 5 and under* FREE!!!
*Children under age 5 must be accompanied by an adult.

Zone #2 includes the remaining areas of ABC County and has the following fare structure:
General Public $4.00 per one way trip
Elderly and Disabled $2.00 per one way trip
Children 6-17 years of age $2.00 per one way trip
Children 5 and under* FREE!!!
*Children under age 5 must be accompanied by an adult.

Out-of County Service**
Columbus $10.00 per one way trip
**No discounts apply to out- of- county service.

Passengers must pay their fare with correct change, a ticket, or be covered by a contract upon
boarding an XYZ vehicle. XYZ Transit will only accept cash and will not provide billing for
standard passenger trips. Tickets are available at the transportation office or from any driver.
(See Financial Section, page (insert page number) of this manual.)

No increase or decrease in fares shall occur without the written consent of the Ohio Department
of Transportation (ODOT) and after the public notice and hearing as prescribed by ODOT in the
Rural Public Transit Manual.  Fare increase or decrease process must be initiated by the Transit
Advisory Council and approved by governing board.
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Example 2 For Service Providers other than Section 5311 recipients
XYZ does not provide “self-pay” service.  All service is through contracts with local agencies.
However, for Title III senior trips a suggested donation of $2.00 per one-way trip is suggested to
off set local match requirements.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: TICKETS SECTION: 70 page 73 & 74

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES: New

DIRECTIVE:
N/A at this time.To provide a means for passengers who request advance payment of trips.

PROCEDURE:
A ticket system has been established to allow passengers to purchase trips in advance reducing
the need for exact change.

Tickets are available in $10.00 and $20.00 increments.

Drivers will be required to punch the ticket for the amount of each trip upon passenger boarding.

Passengers may turn in used tickets for a discount on new ticket purchases ($1.00 discount per
used $10.00 ticket, $2.00 discount per used $20.00 ticket.).

Lost, stolen, or severely damaged tickets will not be replaced.

All tickets shall be printed with a non-duplicated, sequential reference number.  NO
REFERENCE NUMBER WILL BE RECYCLED FOR FUTURE USE.

Tickets will be available for purchase from drivers and the XYZ office during regular business
hours.

A log shall be kept of all tickets distributed to drivers or sold at the office.

Drivers shall be responsible for documenting the sequential number of all tickets sold on the
drivers manifest.

The ticket receipts will be turned in with the fare box to the Transit Director on a daily basis.  All
tickets sold will be reconciled with the ticket distribution log.

Ticket purchases may be paid for with either check or cash.  Returned checks are subject to a
$25.00 returned check fee.  Persons who have a check returned will be placed on a cash only
basis for a minimum of six (6) months.

RESPONSIBILITIES:
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: CONTRACT SERVICE/FULLY

ALLOCATED COST
SECTION: 70 page 75 & 76

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:

N/A at this time.To establish contract service rate structure

DEFINITIONS:
Contract service is the transportation of a group of people for a specified cost scheduled and paid for by a
third party (e.g., Title XX group transportation, Title III-B trips, etc.) and considered to be premium
guaranteed service.

Additional Definition for Public Transit Providers
Contract Service must be open-door, available to the general public, offered during regular service hours
and cannot interfere with the overall general public service.  A rate higher than the regular fare is
negotiated with the contracting company to cover the costs incurred in developing and monitoring
contracts, scheduling, record keeping, and invoicing, and which takes into account the fully allocated cost
of providing the service.

FULLY ALLOCATED COST: The total cost of providing a specific transit service, including both fixed
and variable costs.

PROCEDURE:
Example 1
Contract service is offered at the fully-allocated cost to social service agencies and public entities.  XYZ
must adhere to the regulations of the Federal Transit Administration and Ohio Department of
Transportation when providing contract service. Contract transit service will increase the transit system’s
efficiency because contract trips can be routinely scheduled.  Therefore, a substantial portion of the
service at any given time can be determined in advance.  Contract service will also increase the efficiency
of transportation in the County area as local agencies could coordinate transportation services with XYZ
rather than duplicating transportation programs at the local company level.  Local agencies who arrange
for contract service will benefit from guaranteed transportation for their clients and from transit system
record keeping.  Contract service also frees agencies from the burdens of trip scheduling, staffing
problems, and vehicle acquisition and maintenance.

In return for guaranteed transportation service, a local company must reimburse XYZ Transit Provider for
the full cost of providing transit services on a per unit basis.  The per unit costs are subject to change as
they are based on the actual cost for providing the service. Fully-allocated cost means that all cost
associated with providing the service is included.  These costs include, but are not limited to:

 Vehicle capital cost
 Insurance
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 Overhead
 Utilities
 Wages
 Fringe Benefits
 Fuel
 Maintenance
 Advertising

The Transit Director will use ODOT’s Fully Allocated Cost model spreadsheet to calculate cost.  The rate
will be calculated annually prior to contract negotiations.

The Transit Director will prepare and negotiate a formal contractual agreement guaranteeing the provision
of transit service by XYZ and establishing a per trip, per mile, or other applicable reimbursement rate for
the contract company that must be signed before contract service begins.  Contract agencies will be billed
on a monthly basis for transportation services. Contracts must be renegotiated, at a minimum, on an
annual basis.

Criteria for Contract Service
The following criteria will be used in determining whether XYZ will provide contract transportation
service:

The entity is willing to purchase service at the established contract rate.

The transit system has capacity to accommodate an entity’s requested contract trips.

The distance between the trip origin and destination and the time required to travel that distance may also
be a factor in establishing the availability of contract service.

Contract service is not meant to decrease system capacity for general public ridership.   Contract service
shall be scheduled as much as possible during ‘non-peak’ times for the system and is intended to ‘fill
otherwise empty seats.’

Example 2 For service providers other than 5311 recipients
XYZ Coordination project will contract with other social service agencies and transit providers to provide
transportation service.  All contracts will be in writing and will be in effect based on the ending date of
the contract, not to exceed one year.  All contracts will be at fully allocated cost.

The Director will calculate and negotiate contract rates based on ODOT’s fully allocated cost spreadsheet
model, annually.

RESPONSIBILITIES:
The Director is responsible for contract rates and negotiations.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: FAREBOX AND FARE

COLLECTION
SECTION: 70 page 77, 78 & 79

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:   New

DIRECTIVE:
N/A at this time.To establish a process for collection of fares from passengers and to assure
that all fares are counted and reconciled.

PROCEDURE:
Example 1
Fareboxes have been installed in each vehicle.  At the beginning of the assigned shift, a new
vault must be installed into the farebox.  The Driver is responsible for writing the farebox
number on the Driver Manifest.

The passenger must place the money into the farebox.  The Driver is responsible for visually
checking the amount deposited into the farebox, using the clear window to validate the amount
deposited.

The only time the Driver is permitted to touch the money is if the passenger is disabled and
cannot place the money into the farebox without assistance.

The Driver is responsible for recording the amount of fares collected each day onto the Driver
Manifest.

At shift’s end, the Driver removes the farebox and places it in the farebox storage area located
next to the Drivers Room.

At no time are Drivers permitted to make change.  The driver cannot open fareboxes.  If a
passenger does not have the correct change, arrangements need to be made to obtain the change.
The Driver and the Dispatcher need to remind passengers that the exact fare is required.

The Operations Manger and the Transit Director will remove the fareboxes from the locked
storage area.

The Operations Manager and the Transit Director will count the fares and reconcile with the
driver’s manifest.

A Fare Deposit Form will be prepared by the Operations Manager indicating the amount and the
date with both Operations Manager and Transit Director initialing the form.
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The Operations Manager will deposit the fares into the Transit Account on a daily basis and
obtain a duplicate deposit slip, which will be kept on file. The Fare Deposit Form will be
attached to the duplicate deposit slip.

In the absence of the any of the personnel listed above, the following substitutions will be made:

o Shift Supervisor, approved accounting personnel, Comptroller, or Executive Director
may act on behalf of the Transit Director.

o Approved Dispatcher, or approved accounting personnel may act on behalf of the
Operations Manager.

Example 2
Each driver will have an assigned locked fare box.

The locked farebox will accompany the driver on each shift.  No driver will have access to the
key for the assigned box.

Individuals must pay a fare upon boarding the vehicle.  No checks from individual passengers
will be accepted for fare on board vehicles unless prior approval by the Transit Director is
received.

Every Driver will have a manifest that states fare amount to be collected.  The driver will record
all transactions. All receipts will be deposited intact — no cash returned.

The driver will turn in fares to the dispatcher at the end of his/her shift along with the daily
manifest.

The Scheduler/Dispatcher, in the presence of the driver turning in the fares, will count receipts of
currency and coins for daily fares.  A written receipt will be given to the driver and a copy
maintained on file.  The receipts will be sequentially numbered.   Errors will be corrected by
strikeouts (no whiteout) that are initialed by the Scheduler/Dispatcher.  The Scheduler/
Dispatcher will complete the fare reconciliation form.

Drivers unable to turn in fares to the dispatcher at the end of a late shift will place fares along
with manifests into envelopes provided and placed into a slot in a locker that is locked at all
times. Only the Scheduler/Dispatcher and Director will have a key to the locker and lock box.
The locked box will be removed and its contents counted by the Scheduler/Dispatcher and
another employee selected by the Transit Director the following morning. A sequential
numbered receipt initialed by the Scheduler/Dispatcher will be given to the driver.

The cash and record of the count will be forwarded to the Transit Director to reconcile the
driver’s manifest. The Transit Director will stamp the fare reconciliation form with a Received
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stamp, initial the form, and prepare it for deposit. Any discrepancies will be discussed with the
individual turning in the fares.  Shortages are the responsibility of the driver.

The fare receipts will be placed into locked drawer in the Schedulers/Dispatchers desk.

Transit Director will count the cash and currency and compare the total to the total previously
counted by the two personnel.

The Transit Director will attach the fare reconciliation forms to the daily deposit slip.
Transit Director will prepare the deposit and forward all applicable material and cash to the
Auditor.

The Transit Director is responsible for delivery to the Auditor daily. A copy of the deposit will
be obtained and attached to the file copy of the deposit.

In the absence of the any of the personnel listed above, the following substitutions will be made:

o Shift Supervisor, approved accounting personnel, Comptroller, or Executive Director
may act on behalf of the Transit Director.

o Back-up Dispatcher, approved senior driver, or approved accounting personnel may act
on behalf of the Dispatcher.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: DISCOUNT FARES FOR ELDERLY

AND DISABLED PASSENGERS
SECTION: 70 page 80

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:
N/A at this time To provide discount fares for elderly and disabled passengers.

DEFINITIONS:
Elderly - any person 65 years of age or older
Disabled - any person with a mental or physical impairment limiting one or more major life
functions.

PROCEDURE:
All persons who are certified eligible for elderly or disabled fare discounts will be able to
purchase a one-way trip on the public transit system at the reduced fare.

All persons requesting this discount must complete the Elderly and Disabled Application and
provide written documentation of their age or disability.  Applications are available at XYZ
Transit Office.  Applications may be mailed upon request. All applications must be returned to
the XYZ office for approval.  Drivers are not permitted to distribute applications.

The Transit Director will review and approve applications.

All persons who are certified as elderly or disabled for the purpose of this discount will be issued
an Elderly and Disabled discount card.

The person will be entered into the database as elderly or disabled and the fare shown on the
drivers manifest will be the discounted fare.

Passengers are required to show the E&D discount card upon boarding.

The first card and one replacement card will be issued at no cost.  All other replacement cards
are available for $1.00.  Replacement cards will be denoted as such.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: TIPS/GIFTS FROM PASSENGERS SECTION: 70 page 81

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:   New

DIRECTIVE:
To provide guidelines for accepting gratuities/gifts from individuals.

PROCEDURE:
Ability Works Incorporated administration recognizes that from time to time a passenger may
wish to recognize a driver for special kindnesses, birthday, Christmas, or other customary gift-
giving occasions.  These gifts should be no more than $5.00.

RESPONSIBILITIES:
Responsibilities shall be as defined above.



81

Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd, Sandusky, Ohio 44870
SUBJECT: PETTY CASH SECTION: 70 page 82 & 83

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:   New

DIRECTIVE:
In order to establish a firm policy for petty cash distribution, accounting and reimbursement, the
following procedures shall be implemented:

PROCEDURE:

Ability Works Incorporated petty cash funds will be maintained to meet all program
expenditures which necessitate immediate payment.  These funds will be considered as separate
accounts and shall be used in no way to supplement activities that are outside the scope of
program operations.

Requests for petty cash shall be made utilizing a written request which shall indicate the  use of
funds, the account to be charged for reimbursement and shall be approved by the employee
supervisor.

The petty cash fund will be maintained by the Administrative Assistant and at no time exceed the
maximum of $100.

Petty cash funds will be kept in a locked box.  Only the Administrative Assistant  and Executive
will have access to the petty cash funds.

The petty cash box will contain receipts and cash totaling the amount of the fund at all times.

 Disbursements shall not be made for personal loans to employees.
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RESPONSIBILITIES:
Responsibilities shall be defined as above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PROCUREMENT SECTION: 70 pages 84 - 90

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish general guidelines for the procurement of goods or services.

DEFINITIONS:
Most goods and/or services to be procured can be classified into one of six major categories
which are especially useful in selecting the most appropriate procurement method or type.  Each
of these is described below.  In the event that certain goods and/or services to be procured do not
conveniently fit into the categories below, or the category simply does not appear to have
reasonable procurement procedures for the goods and/or services desired, further advisory
assistance shall be obtained.  The classification system and procurement procedures presented
herein are only intended as useful guidelines and shall be applied with appropriate discretion.

Construction – Construction is intended to mean construction, rehabilitation, improvement,
enlargement, installation, demolition, alteration, repair, painting, decorating, or any similar
activity as regards to any public improvement, structure, or fixed asset.

Equipment and Supplies – Equipment and supplies are intended to mean the purchase (or lease)
of any equipment or supplies within the conventional meaning of equipment or supplies.  It is
also intended to mean the repair, rehabilitation, installation or transport of equipment or supplies.
(The repair, installation or other procurement activities related to major capital equipment, or
fixed assets, however, might need to be evaluated as to whether or not it involves requirements
regarding prevailing wages for construction, as also would any construction materials, equipment
or supplies.)

Professional Activities, Product Oriented – Professional activities are intended to include the
services of accountants, architects, attorneys, physicians, professional engineers or surveyors,
appraisers, planning consultants or similar persons, or organizations.  Product oriented
professional activities are intended to mean services in which a somewhat standardized, well-
defined product, such as plans and specifications for the construction of a storage building, is
desired, or the appraisal of the fair market value of a certain parcel of real estate based on
generally accepted appraisal standards.  A product oriented professional service is one in which
the service can be well defined at or before the time a service contract is executed with little need
for further communication between the parties involved.
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Professional Activities, Service Oriented – Service oriented professional activities are intended
to mean professional services, as are generally described above, which cannot be well defined at
or before the time a service contract is executed and in which the quality of the outcome depends
significantly on frequent interaction between the parties involved.  Examples might include legal
advisory services where the full nature of the legal problems is not readily apparent.  Service
oriented professional activities might also include the preparation of plans and specifications for
the construction (or rehabilitation) of a building or other public improvement, but only where the
quality of the outcome depends significantly on the architect or engineer working closely with
his/her client on a variety of needs or problems which can only become apparent as different
stages of the project go forward.  In each of these cases it is the service which is to be provided
before, during and/or after any product is prepared which is most important.

Sole Source – Sole source procurement of goods or services is intended to mean goods or
services which by their very nature can only be reasonably provided by one person, company or
organization.  This is intended most frequently to mean suppliers of replacement or supplemental
parts for products or equipment owned or leased by the local governmental jurisdiction where the
source is limited to s single supplier (within reasonable proximity).

Emergencies – Emergency types of procurement could include any of the above which are
needed in such haste that the normal procedures are not possible and for which the estimated cost
is less than $5,000.  In such case the Executive Director with money already appropriated or to
be appropriated must make a determination that a real and present emergency exists and such
determination and the reasons therefore must be entered in the minutes of the proceedings of the
Board of Directors meeting.  The $5,000 limit does not apply when there is actual physical
disaster to structures.

PROCEDURE:
The procurement methods or types as described below are intended as general guidelines for
procurement and are not expected to always be 100% suitable without appropriate refinements or
exceptions.  In any instance, if it is determined that these guidelines do not fully meet the
provisions of the Ohio Revised Code, the Ohio Revised Code shall prevail unless local policy is
more stringent.  Likewise, it is always necessary to determine all additional provisions which
must be met.

The primary purpose of these guidelines is to provide reasonable and normally consistent
procedures for selecting a method of procurement for goods and services which are not covered
by the Ohio Revised Code, with the purpose of providing maximum open and free competition in
an administratively practical and efficient manner.

Competitive, Advertised Sealed Bids – In this method of procurement, Ability Works
Incorporated will follow all the requirements of the public bidding procedures of the Ohio
Revised Code as it applies to counties.

Competitive Negotiations, Requests for Proposals (RFP) – RFPs are intended to be used
primarily to procure for professional services where the service can be well defined before the
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time a service contract is to be executed and such service involves the preparation of a product
which in and of itself is more important than the process or service which was used to result in
the product.  The RFP procurement method places a strong emphasis on obtaining a contract at
the lowest possible cost although it still allows moderate consideration to be given to other
factors and it still allows some negotiation.  It is very important in requests-for-proposals to have
a well defined, itemized scope of services to which prospective proposer can response.

The request for proposal process, at a minimum, must include all of the following:

 A formal RFP packet which contains all information necessary for a prospective proposer to
submit a competitive proposal, especially including a well-defined, itemized scope of
services and clear statements regarding other expectations from the professional service
provider.

 The proposal and all associated costs must be in separate packets.

 A deadline for submission of a written price quotation and other information and reasonable
procedures to assure confidentiality of the quote until the deadline.

 A list of potential service providers who were contacted and invited to submit proposals and,
if not otherwise readily apparent, a statement explaining why such persons/firms were
chosen.  Normally 3-5 persons/firms shall be contacted.  If more than 5 persons/firms are to
be considered they will first be screened to the 3 to 5 number on the basis of a request-for-
qualifications procurement procedure.

 A resolution by the Board or Directors awarding the contract to the selected service provider
which states the names and price quotations of all proposals received, the results of any
negotiations which were conducted, and an explanation of why the contract was awarded to
anyone who was did not submit the lowest proposal.

Competitive Negotiations, Requests for Qualifications (RFQ) – Requests for qualifications is
intended to be used primarily to procure for professional services where the service cannot be
well defined before the time a service contract is to be executed and where it is the service which
is to be provided before, during, and/or after any product is prepared which is most important.
The RFQ procurement method places a strong emphasis on the qualifications of the service
provider and allows maximum flexibility in negotiation of a fair basis for cost/compensation.  It
is very important in RFQs to allow for a wide variety of selection criteria and subjective
judgment.  Final selection shall normally be made directly by the Transit Director rather than
delegating such responsibility to anyone else and the Governing Board members shall make a
strong effort to be aware of the important factors involved.  Procurement under the RFQ method
may be conducted on an as needed basis, once per year, or once every two or three years.
Qualifications shall be solicited by public advertising or by mail, or both, but in any case the
Transit Director shall retain a file of all qualifications (and letters of interest) received, whether
solicited or unsolicited, for a minimum of three years from which to consider possible service
providers.
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The request for qualifications process, at a minimum, must include all of the following:

 An invitation of RFQ which clearly states the professional services being or to be considered
and the process necessary to submit such qualifications or other information, published
and/or distributed to a minimum of three of each type of service provider at least once every
three years.

 A public file containing all such qualifications and other information received, whether
solicited or unsolicited, in the past three or more years.

 A list of potential service providers who were contacted (if public advertising was not used)
and invited to submit qualifications and, if not otherwise readily apparent, a statement as to
why such persons/firms were chosen.

 A Governing Board awarding the contract to the selected service provider, stating the
primary reason or reasons such person/firm was selected and how the agreed upon basis for
compensation was determined.

Small Purchase Procedures, Request-for-Quotes, Formal – Formal requests-for-quotes is
intended to represent a procurement process which fairly similar to advertised, sealed bids but
which allows moderate flexibility.  The advantages of such flexibility are intended to allow some
savings in time, to allow “targeting” of certain groups of contractors to achieve other worthwhile
benefits (e.g. small businesses, minority businesses, or local businesses), and/or to allow the
elimination of certain ORC required documents or procedures (e.g. performance bonds) where
such items are not really needed.

The formal request for quotes process, at a minimum, must include all of the following:

 A formal, written quote packet setting forth all plans, specifications and contract documents.

 A deadline for submission of a written price quotation and reasonable procedures to assure
confidentiality of the price quotation until after the deadline.

 A list of contractors who were contacted and invited to submit price quotations and, if not
otherwise readily apparent, a statement explaining why such contractors were chosen.
Normally at least 3 contractors shall be contacted.

 A resolution passed by the Board of Directors authorizing a specific person to conduct the
procurement process, indicating that such person is authorized to negotiate a reduction in
price or other terms of the proposed contract after all quotes are received, indicating why it is
expected that the cost will be less than $5,000 indicating the approximate time frame for the
procurement process, and stating that the Board reserves the right to reject any /all
bids/quotes.
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 A written statement from the specific person named above that he/she has completed the
procurement process, summarizing any negotiations which were conducted with any bidder
after all quotes were received, and recommending to whom the contract should be awarded
and why.

 The Board of Directors will award the bid/contract to the selected contractor, stating the
names and price quotations of all contractors who submitted same, stating the results of any
negotiations which were conducted to decrease the price quotations or change other terms of
the proposed contract after the original quotes were received, and explaining why the
bid/contract was awarded to anyone who was not the lowest bidder.  No bid/contract shall be
awarded if the price/quote exceeds $5,000.

Small Purchase Procedures, Request for Quotes, Informal – Informal-requests-for-quotes is
intended to represent a procurement process which allows even more flexibility than the formal
requests-for-quotes process but still assures a reasonable amount of open and free competition.
The informal request for proposal process, at a minimum, must include all of the following:

 A written, informal quote packet to include all plans and specifications which are needed to
perform the contract plus an outline of all additional pertinent information about the intended
quote process and contract.  All such information shall be communicated to any prospective
bidder.  In very “simple” procurement activities, all information may be provided verbally to
prospective bidders.

 A list of contractors who were contacted and invited to submit price quotations and, if not
otherwise readily apparent, a statement explaining why such contractors were chosen.
Normally at least 3 contractors shall be contacted.

 A written statement from a person informally authorized by the county to conduct this
process indicating that he/she has completed an informal request for quotes process as
described herein and recommending to whom the contract should be awarded and why.

 A notice given by the Board of Control awarding the contract to the selected contractor,
explaining why the contract was awarded to anyone who was not the lowest bidder, and
indicating why it was expected that the cost would be less than $5,000 (except in the latter
case for sole source procurements).

Noncompetitive Negotiations, Informal Procurement – Informal procurement procedures are
intended to consist of whatever procedures the Ability Works Incorporated deems reasonable for
the goods or services needed.  If not otherwise described in the Resolution of the Board to enter
into the subject contract and approve a purchase order, a Memo-to-the-file will be prepared and
retained which explains how the contractor was selected and a reasonable price determined.

MICRO PURCHASES (Under $500.00)
The Ability Works Incorporated must ensure the budget is sufficient before the purchase is
made.
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Purchase under $500 can be made at the discretions of the Transit Director.
Micro purchases may be made without obtaining competitive quotes so long as the price is fair
and reasonable as evidenced by minimal supporting documentation (i.e. catalogue or price lists).

SMALL PURCHASES BEWTEEN $5000.00-$15,000.00
The Board of Directors must approve purchases over $5000 with the exception of payroll, fuel,
and utility bills.

Purchases costing more than $5000, but less than $15,000 will require at least three or more
quotations/bids and prior Board approval.

In all small purchases, Ability Works Incorporated shall solicit written quotes from a minimum
of two sources.  When the vendor list involves multiple sources for a small purchase, purchases
should be equitably distributed among qualified suppliers in the local area

Verbal quotes shall be documented in writing by the Transit Director on a standard quotation
form.  Quotation forms shall be part of the permanent file documentation for all small purchases.
Written quotations may be obtained electronically (e-mail), via facsimile, through the mail, or
obtained directly from the vendor.  For each quote, either obtained verbally or in writing, the
following information will be obtained:

1. Name, address, telephone number
2. Description of the offered item(s)
3. Unit price and total price
4. Discount terms
5. Delivery terms
6. DBE information, if applicable
7. Person who provided the quote
8. Time and date of the quote

Where appropriate, an analysis shall be made of lease versus purchase to determine which would
be the most economical and practical.

 For purchases of supplies and similar recurring items, if competitive bids have been received
within the last twelve month, each order does not need approvals if over $5000.00.  Indicate in
approval line bid dated on file.

The requesting supervisor must make every effort to obtain three quotes. In the event three
quotes cannot be obtained, the Transit Director must approve the sole quote.

The reason for selecting “lowest and best” quote must be documented in writing.
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Upon receipt of goods or service, the requesting supervisor receiving the goods validates
quantities and inspects merchandise. The requesting supervisor should make an effort to resolve
any discrepancies. Any discrepancies unresolved should be reported to the Transit Director for
further action.

The vendor mails invoices directly to the Transit Office. The Director will date stamp the
invoice. Payment will only be made upon receipt of goods and through an invoice processes.
The Transit Director will prepare invoices to be paid and take them to the Auditors Office for
payment.

The Transit Director will provide individual details of all purchases made by quotes or
procurement and report to Board.

All procurement transactions shall be conducted in a manner that provides maximum open and
free competition within the constraints of efficient administration.

LARGE PURCHASES over $15,000
For purchases over $15,000 either competitive procurement methods which include sealed bids
(sometimes referred to as an “Invitation for Bid (IFB)) or competitive proposals (sometimes
referred to as a Request for Proposal (RFP)) will be used.

See Ability Works Incorporated Procurement Plan for Details on how the bid process will be
conducted.

All expenses incurred or obligated shall be supported by approved contracts, purchase orders,
requisitions, bill or other evidence of liability.

NOTE:  The most stringent of the local policy or the Ohio Revised Code will prevail. The Ohio Revised Code
requires competitive procurements methods used for purchases over $25,000.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd, Sandusky, Ohio 44870
SUBJECT: PROCUREMENT PROTEST

POLICY
SECTION: 70 page 91 & 92

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 094/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance in allowing any potential bidder or contractor a remedy for correcting a
perceived wrong in the procurement process.

PROCEDURE:
Pre-bid
A pre-bid or solicitation phase protest is received prior to the bid opening or proposal due date. A
pre-bid protest must be filed with the Ability Works Incorporated no later than twenty-four hours
before bid opening.  This filing must be in writing with the name of the protestor,
solicitation/contract number or description, and the statement of grounds for the protest.

Pre-award
A pre-award protest is received after receipt of proposals or bids, but before award of a contract.
A pre-award protest must be filed within two business days following the bid opening.  This
filing must be in writing with the name of the protestor, solicitation/contract number or
description, and the statement of grounds for the protest.

Post-award
A post-award protest is received after award of the contract. A post-award protest must be filed
within seven business days following the award of the contract. This filing must be in writing
with the name of the protestor, solicitation/contract number or description, and the statement of
grounds for the protest.

All protests must be submitted to:
Ability Works Incorporated of Erie County
Attn:  Executive Director
4405 Galloway Road
Sandusky, Ohio 44870

The Transit Director will respond to all protests in writing, addressing each substantive issue
raised in the protest.  Response will be made within seven business days after receiving the
protest.  A copy of the response will be forward to the Board of Directors.

The Board of Directors will make the final determination.
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Allowance will be made for reconsideration if data becomes available that was not previously
known, or an error of law or regulation has occurred.

Vendors may appeal the final determination to the funding company.  In the case of Public
Transit Systems (Section 5311 recipients), the final determination appeal will be forwarded to
the Ohio Department of Transportation, Office of Transit.

RESPONSIBILITIES:
Responsibilities shall be defined as above.
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4405 Galloway Rd, Sandusky, Ohio 44870
SUBJECT: CONFLICT OF INTEREST SECTION: 70 page 93

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To assure the highest possible ethical and moral standards, to perform within the laws of the
United States and the State of Ohio, and to observe other rules and regulations as may be set
forth by the Company.

PROCEDURE:
All employees must refer to Chapters 102 and 2921 of the Ohio Revised Code for compliant
ethical obligations.

No employee, officer, or agent of the Ability Works Incorporated of Erie County shall participate
in the selection or in the award or the administration of a contract supported by city funds if a
conflict of interest, real or apparent, would be involved.  It is considered to be a conflict of
interest when an employee, officer, or agent of the Board of Directors, or family member of the
foregoing, has any existing or prospective interest in the award of contract or the contractor.

No officer, employee, or agent of the Ability Works Incorporated of Erie County shall solicit or
accept gratuities, favors, or any item(s) of monetary value from contractors, potential contractors,
or parties to sub-agreements.

RESPONSIBILITIES:
The Executive Director will communicate to each employee that the above policies will be
strictly enforced and any employee with questions or concerns as to the application of this
section should see the Executive Director.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd, Sandusky, Ohio 44870
SUBJECT: CAPITAL REPLACEMENT

ACCOUNT
SECTION: 70 page 94

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES  New

DIRECTIVE:
N/A at this time. To establish a means to capture the capital cost of providing service.

DEFINITIONS:
Capital Costs: The cost of equipment and facilities required to support transportation systems,
including vehicles, radios, shelters, etc.

PROCEDURE:
Each contract will be charged the capital replacement surcharge.

The funds for capital replacement will be placed in a separate account using a formula approved
by ODOT.

The Transit Director will calculate fully allocated cost and the percentage for capital replacement
based on the ODOT spreadsheet.

The Transit Director will submit capital replacement justification to ODOT.

The Transit Director will calculate the capital replacement of each contract on a monthly basis.

Capital replacement expenditures will require prior approval of the Board of Directors.  (See
Procurement Policy)

RESPONSIBILITIES:
The Transit Director is responsible for contract rates and negotiations.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd, Sandusky, Ohio 44870
SUBJECT: COMPANY CREDIT CARD USAGE SECTION: 70 page 95

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish acceptable Company credit card usage.

PROCEDURE:
Each vehicle will have an assigned gasoline credit card and general use credit card.

The credit card will only be used for operational emergencies of transit vehicles.

Credit cards are not to be used for personal purchases.

No other credit cards have been authorized for Ability Works Incorporated transit.

The driver is responsible for the credit card while in his/her possession.  If a credit card is lost or
stolen, the driver must report it immediately to the Executive Director.

All emergency purchases, gas, oil and or other needed vehicle fluids must have a receipt signed
by the driver. The receipt must be attached to the credit card and turned in to the Operation
Manager immediately on return to the company main office. Initial approval of credit card
purchases will be made by Operations Manager and final approval by Executive Director.

All credit cards will be locked in the company safe in the Operation Managers Office when not
in use.

Any unapproved purchases will result in disciplinary action as set forth in the Disciplinary
procedure.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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Policies and Procedures
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Customer Service
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Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: NO-SHOW POLICY SECTION: 96 page 97, 98 & 99

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To assure that the service is operating in the most efficient manner by correcting the action by
habitual abusers of service scheduling.

DEFINITIONS:
No-show – Any passenger who is unavailable for pick-up of a scheduled trip that has not notified
Ability Works Incorporated to cancel that trip.  Trips in which passengers will not be picked up
due to circumstances related to service will not be considered a no-show.

PROCEDURE:
The Driver will wait for passengers for 15 minutes beyond the scheduled pick-up time. 
Passengers who do not make themselves available within that window will be considered a no-
show.

Exceptions may be made for passengers who are unduly delayed due to medical appointments or
procedures.  The passenger will be required to contact the Scheduler as soon as practicable
following the missed trip and a new driver will be dispatched as soon as possible.

Excessive No-shows
Passengers who have three no-shows or late cancellations in 30 days will be sent a written
warning.  The written warning will state that two additional no-shows or late cancellations in the
next 30 days may result in transportation privileges being suspended for up to 30 days.

Before any suspension, the potentially affected individual will receive written notice that
transportation service will be suspended beginning 14 days from the date of notice.  The
individual will receive a copy of the appeals process that details passenger rights in this situation.

Ability Works Incorporated will continue to serve passengers appealing pending suspensions
until all appeals have been settled.  For passengers who do not choose to appeal, suspensions will
commence on the date specified in the written notice.

RESPONSIBILITIES:
Responsibilities as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: TRIP CANCELLATION POLICY SECTION: 96 page 100

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish a consistent cancellation timeframe.

PROCEDURE:

The scheduled trip must be cancelled no later than 3:00 noon on the day before the scheduled
pick-up time.  Any cancellation made after 3:00 noon will be considered a no-show.

RESPONSIBILITIES:
It shall be the responsibility of the Operation Manager to ensure compliance. The Executive
Director may grant exceptions under extenuating or unusual circumstances.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: WAIT TIME POLICY SECTION: 96 page 101

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish a timeframe for drivers to wait for passengers to board the vehicle.

DEFINITIONS:
Wait time - any time spent awaiting passenger boarding after arrival at a scheduled pick-up
address.

PROCEDURE:
Example 1:
Passengers will be encouraged to be prepared for boarding at the scheduled pick-up time.
Passengers will be advised of a 30 minute window to expect the arrival of a driver (15 minutes
prior to and immediately following the scheduled time).  All passengers will be advised that
the scheduling office will not make reminder calls for pick-up times.

If a driver is unable to arrive during the established pick-up window, the Operation Manager will
be notified and the passenger contacted with a revised pick-up time.  Passengers may be advised
to contact the scheduling office to verify the time of arrival.

RESPONSIBILITIES:
Responsibilities as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PASSENGER ASSISTANCE SECTION: 96 page 102 & 103

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance for drivers while assisting passengers.

DEFINITIONS:
Curb-to-curb:  demand response service wherein drivers are required only to arrive at a
destination to allow for boarding and exiting of the vehicle.

Door-to-door:  demand response service wherein drivers are permitted to assist passengers from
the threshold of a structure until the passenger has boarded the vehicle and vice versa for exiting.

PROCEDURE:
Ability Works Incorporated is a curb-to-curb transportation service.  Drivers are to maintain a
line of sight to the vehicle and stay within a reasonable operating perimeter (approximately ten
(10) feet) of the vehicle during the execution of their duties as drivers.  This distance allows the
driver to assist a passenger to board or exit a vehicle, operate the lift, or set packages at the curb.

If requested at the time a reservation is made, door-to-door service may be provided.  Door-to-
door service means that the driver will be permitted to assist (escort) the passenger from the main
entrance door of the origin to the main entrance door of the destination.

Ability Works Incorporated has a one step policy.  Persons using wheelchairs must have a ramp
that is clear of hazards and at an angle that does not put drivers at risk of injury.  Drivers will not
provide assistance if there is more than one step (i.e. a curb) to be maneuvered.  Drivers must
exercise caution when providing door-to-door service and ensure that the vehicle remains in the
line of sight.

Drivers are strictly prohibited from entering the passenger’s home or any private residence under
any circumstances.  Contract service which may require the driver to assist passengers in or out
of public buildings will be communicated at the beginning of each shift or as dispatched.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PROHIBITED ACTIVITIES,

PASSENGERS
SECTION: 96 page 103

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish a uniform policy on prohibited passenger activities aboard vehicles.

PROCEDURE:
The following are activities and behaviors that are prohibited on the Ability Works Incorporated vehicles.

 No smoking  or chewing tobacco on any vehicle owned or operated by Ability Works
Incorporated.

 No eating or drinking allowed on vehicles operated by Ability Works Incorporated.
 No physical or sexual contact with drivers or other passengers.
 No objects defined as or intended to be used as a weapon (Ohio’s Concealed Carry Law will be

enforced).
 No use of obscene, profane, or indecent language.
 No playing of any audio devices without the use of earphones.
 No hazardous materials. (see restricted items)
 No passenger is allowed to solicit for any contributions.
 Do not open windows while heating or air conditioning units are in operation.
 Refusing to follow reasonable directions given by Ability Works Incorporated driver, especially

those that relate to the safety and security of the passengers and staff.
 Shirt and shoes must be worn at all times.
 Must use seat belts.

The driver shall make one (1) request for the prohibited behavior to stop.  If the behavior does not stop
the driver shall stop the vehicle in a safe area and contact the office for further assistance.

The driver must document all incidents using Incident Report Form procedures as stated on page (insert
page number) of this manual at the end of his/her shift.

Law enforcement authorities will be contacted for any criminal behavior.

If the vehicle is stopped due to disruptive behavior, the following process will be followed:
• 1st Offense: Riding privileges suspended for two (2) weeks
• 2nd Offense: Riding privileges suspended for one (1) month.
• 3rd Offense: Riding privileges suspended for ninety (90) days
• 4th Offense: Riding privileges permanently revoked.
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RESPONSIBILITIES:
The Executive Director is responsible for implementing, monitoring and documenting this process.
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    4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: LIFT PROCEDURES SECTION: 96 page 105, 106 & 107

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To comply with the Americans with Disabilities Act of 1990 in providing equal access to public
transportation for persons with disabilities.

DEFINITIONS:
A "common wheelchair" is defined as one that does not exceed 30-inches in width and 48-inches
in length measured two inches above the ground and does not weigh more than 600-pounds
when occupied.   Three-wheeled scooters and other non-traditional wheelchairs which fall within
the before mentioned dimensions are also considered "common wheelchairs" and will be
transported.

PROCEDURE:
It is the practice of Ability Works Incorporated to attempt to transport any mobility device
regardless of shape and size.   Special techniques may be required when providing door-to-door
service for a passenger in a wheelchair.   When assisting non-ambulatory passengers, please
follow the procedure outlined below.

Positioning the Vehicle
– Ensure that the vehicle is parked on level ground and not leaning toward or away from the

loading ramp.
– For stopping points close to structures, ensure adequate room for platform deployment and

passenger maneuverability.
– Lift platform should rest on concrete or pavement when completely deployed.  Avoid loading

areas which are soft, wet, slippery, etc.

Lift Deployment
– Set the vehicle parking break with the transmission in the PARK position and the engine

running.
– (If the vehicle is equipped with a fast idle option, ensure the switch is ON.)
– Open the lift door(s) and locate the controls.
– Ensure that the area is clear and the passenger is a safe distance from the extended platform.
– Unfold the platform from the stowed position ensuring that, when extended, the lift is level

with the ground.
– (If the lift is not level when fully extended, report the condition to the Operation Manager  for

repair/maintenance.)
– Lower the platform to ground level until the roll stop unfolds to allow for loading.
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Loading/Unloading the Passenger
– Inform the passenger that loading will begin.  It is important to communicate with the

passenger at every point in the loading process to ensure that passengers are prepared for the
movement of the lift and the necessary maneuvering inside the vehicle prior to securement.

– Always hold the wheelchair handles when raising and lowering the lift platform.
– Ensure that the passengers’ arms and legs are kept as close to the body as possible to avoid

injury during operation.
– Back the passenger onto the platform and secure the wheelchair brakes.
– (If the wheelchair is electric, ensure that the power is turned off and the transmission is in neutral.)
– If space permits, ride the lift platform with the passenger.  If space is too restrictive, stand

alongside the platform while raising and lowering the platform.
– Once the platform is level with the floor of the vehicle, release the wheelchair brakes and

back the passenger into position for securement.
– Secure the chair as described in the Securement policy.
– Return the wheelchair to the stow position before setting the vehicle in motion.

Standees
– Ability Works Incorporated will allow ambulatory passengers to use the lift for

boarding/exiting the vehicle if requested; a mobility device or aid is not required.
– Ensure that the passenger stands in the center of the platform and holds both handrails while

the lift is in motion.
– Follow the operation procedures described above.

Manual Operation
In the event of an electrical malfunction aboard the vehicle, it may be necessary to operate the
lift manually by following these instructions:
(NOTE:  The following instructions will need to be customized to reflect the appropriate manual operation
instructions for the model of lift currently in use by your transit system)
– Locate the manual operation instructions on or near the pump cover.
– To load/unload a passenger from the vehicle using the manual method, locate the hand pump

handle (During your Pre Trip Inspection always check to make sure the manual handle is
present).

– Place the slotted end of the pump handle into the pump, release valve, and turn it counter-
clockwise one-half turns.

– Let platform fully unfold until it reaches floor level then turn the pump release valve
clockwise to stop the platform.  The valve must be tight; making sure not to over tighten.

– Place the passenger on the lift platform within the yellow boundary markings and lock the
wheelchairs brakes.

– Turn the pump release valve one-half turn counter clockwise until the platform reaches the
ground and the roll stop fully unfolds.

– Release the wheelchairs brakes and move the passenger off the lift.
– To stow the platform back into the vehicle, insert the slotted end of the pump handle into the

pump valve and turn it clockwise one-half turns.   Remember not to over tighten the valve.
– Remove the pump handle from the release valve and place it into the back-up pump and

stroke until the platform reaches floor level.
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(NOTE:  Only XYZ Transit personnel trained in the operation of wheelchair lift equipment are permitted to control
the lift platform of any vehicle.)

RESPONSIBILITIES:
The Operation Manager is responsible for ensuring all drivers are trained in the procedure.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: RESTRICTED ITEMS ON

VEHICLES
SECTION: 96 page 108

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:
To establish a uniform company policy on restricted items on vehicles.

PROCEDURE:
The following items are prohibited from transport:

Ø Explosive materials (i.e. ~ dynamite)
Ø Combustible material (i.e. ~ gasoline)
Ø Toxic materials (i.e. ~ volatile chemicals)
Ø Vaporous materials (i.e. ~ pesticides)
Ø Firearms (Ohio’s Concealed Carry Law will be enforced)
Ø Un-caged animals, other than service animals
Ø Merchandise that is too large to be held on passenger’s lap (i.e. lawnmowers, bicycles,

bales of straw, etc.)
Ø Large bulky items (i.e. furniture or extremely large boxes)

RESPONSIBILITIES:
It is the responsibility of the driver to ensure compliance. If additional assistance is needed,
driver must contact scheduler/dispatcher for further instruction.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: ARTICLES AND PACKAGES ON

VEHICLES
SECTION: 96 page 109

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish a limit of packages carried by passengers aboard all Ability Works Incorporated
operated transit vehicles.

DEFINITIONS:
A grocery bag is defined as one paper sack or two small plastic bags (Not exceed 14” in leghth).

PROCEDURE:
Example
Passengers may carry a purse plus one additional bag. Items must be carried on passengers lap.
Bag must not exceed 14” in length.

RESPONSIBILITIES:
It shall be the responsibility of the drivers to ensure compliance.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: SCHEDULING SECTION: 96 page 110 & 111

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009-

REPLACES:  New

DIRECTIVE:
To provide a uniform procedure for scheduling a passenger trip.

DEFINATIONS:
Standing orders is a scheduling practice that allows passengers to request the same service, i.e. a
reoccurring trip, without having to call each day or week to schedule. The person would call back only if
a trip were to be cancelled.   Standing orders, as any other request for service, are subject to a transit
system’s no show and cancellation policies.

PROCEDURE:
The office hours for trip reservations are Monday-Friday 8:00 a.m.-3:30 p.m. at 419-626-1048 or the
Ohio Relay at 1-800-750-0750.  Ability Works Incorporated requires a twenty-four hour advance notice
for scheduling trips.  Trips are scheduled on first come, first scheduled basis.  There is no trip prioritizing
except of Standing orders. Same day requests will be accepted depending on availability.  Trip requests
cannot be left on voice mail.

Out of County trips require a 72-hour advance notice. The Operations Manager is responsible for
scheduling all routine out-of-county trips.

The passenger will be required to provide name, address of pick-up, requested time of pick-up, address of
destination, appointment time (if applicable), any special needs (i.e. wheelchair accessible vehicle), and
any other pertinent information (i.e. an accompanying PCA).

Request for service outside of Ability Works Incorporated hours or service area is to be documented for
planning purposes.

If the requested time is not available the scheduler may negotiate time slots. (See Trip Denial policy).

The passenger will be given the time of the pick-up when scheduling.  Passengers will be reminded of the
pick-up window. No call backs to confirm trips or change schedule.

A brochure will be provided to all new passengers either by mailing or given to the new passenger upon
boarding. Contract passengers should receive a brochure from the contracting company prior to
scheduling a trip.

RESPONSIBILITIES:
The Operation Manager is responsible for all scheduling and dispatching respectively.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PERSONAL CARE ATTENDANTS SECTION: 96 page 113

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To provide guidance to persons requiring an accompanying personal care attendant during transit
provided trips.

DEFINITIONS:
Personal Care Attendant (PCA) – Persons eligible under Americans with Disabilities Act (ADA)
regulations must be allowed a personal care attendant. A PCA is someone designated or
employed specifically to help the eligible individual meet his or her personal needs.

PROCEDURE:
A disabled passenger may have one (1) personal care attendant (PCA) ride with them.

To ensure sufficient seating capacity, the passenger should inform the Scheduler when making a
reservation that a personal care attendant is required and will be accompanying the passenger.

The PCA is expected to care for the passenger while en route to the destination.

The PCA must furnish any care over and above routine passenger assistance provided by the
Driver.

Use of the PCA is the discretion of the passenger.

RESPONSIBILITIES:
It is the responsibility of the Operations Manager and Driver to ensure compliance with this
procedure.
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: SERVICE ANIMALS SECTION: 96 page 114

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:
To provide guidelines for the transport of service animals on transit vehicles.

DEFINITIONS:
Service Animal - The ADA defines a service animal as any guide dog, signal dog, or other animal
individually trained to provide assistance to an individual with a disability. If they meet this definition,
animals are considered service animals under the ADA regardless of whether they have been licensed or
certified by a state or local government.

Service animals perform some of the functions and tasks that the individual with a disability cannot
perform for himself or herself. "Seeing eye dogs" are one type of service animal, used by some
individuals who are blind. This is the type of service animal with which most people are familiar. There
are service animals that assist persons with other types of disabilities in their day-to-day activities. Some
examples include:

– Alerting persons with hearing impairments to sounds.
– Pulling wheelchairs or carrying and picking up things for persons with mobility impairments.
– Assisting persons with mobility impairments with balance.

PROCEDURE:
Service animals are permitted to accompany individuals with disabilities in the vehicles and company
facilities.  The passenger must be in direct control of the service animal at all times.

 It is the responsibility of the passenger to inform the Operation Manager when scheduling a ride that a
service animal will be present. This information is then relayed to the driver through a notation on the
manifest.

Operations Manager may ask the following questions:
Is the animal a pet or a service animal?
What service has the animal been trained to perform?

Operation Manager/Drivers may NOT ask the following questions:
What is the passenger’s disability?
Does the passenger have proof of certification or other documentation for the service animal?

RESPONSIBILITIES:
It is the responsibility of the Scheduler and Transit Director to ensure compliance with this procedure.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: TRANSPORTING PETS SECTION: 96 pages 115

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidelines for the transport of pets on transit vehicles.

DEFINITIONS:
Pet – A domesticate animal kept for pleasure rather than utility. This does not include Service Animals.
Refer to Customer Service Section, Service Animal Policy on page (Section 96 page 114) of this manual.

PROCEDURE:
Pets will not be transported.

Drivers must contact Operation Manager if the passenger attempts to board the vehicle with a pet.
Operation Manager will provide direction. This policy does not include Service Animals.

RESPONSIBILITIES:
It is the responsibility of the Driver, Operation Manager and Executive Director to ensure compliance
with this procedure.
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Ability Works Incorporated of Erie County
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: SUSPENSION OF SERVICE

APPEALS
SECTION: 96 page 116

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide instruction for passengers on appealing suspension of service decisions.

PROCEDURE:
Appeals must be submitted in writing to the Executive Director within 30 days of notification of
suspension.

All passengers will be permitted to continue using service during the appeals process.  The
Executive Director will inform Operations Manager that the suspension is pending an appeal and
to allow service to continue for the affected passenger.

An Appeals Committee comprised of passengers, members of the community, local officials, and
transit personnel will review all applicable information from Ability Works Incorporated and the
involved passenger.  All passengers will be offered the opportunity to speak directly with
Committee members regarding the submitted appeal.

After a thorough review of all available information and testimony, the Appeals Committee will
have 30 days in which to issue a recommendation to sustain or reverse the suspension.

The Committee recommendation will be forwarded to Ability Works Incorporated Executive
Director for final review.

The Executive Director will have three (3) days to issue a final suspension decision in writing to
the passenger involved.  All final decisions will be implemented within seven (7) days of
passenger notification.

All communications will be in alternate format upon request.

RESPONSIBILITIES:
The Executive Director will be responsible for ensuring that the appeals process is followed as
prescribed above.
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Ability Works Incorporated of Erie County
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PASSENGER

COMPLAINT/COMMENT
SECTION: 96 page 117

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To establish a method for passengers to communicate complaints, compliments and suggestions.

PROCEDURE:
Passengers may call to lodge a complaint, make a suggestion or compliment an employee or the
service.

The staff taking the information must document the details. After the comment is documented
and completed, it must be forwarded to the Operations Manager within 24 hours.  All customers
will be handled with respect and in an expeditious manner.

Complaints that are serious in nature must immediately be brought to the attention of the
Executive Director.

The Executive Director will immediately take appropriate action to begin an investigation to
determine validity.

On all validated complaints the Executive Director will contact the person that initiated the
complaint within seven (7) days.  The Executive Director will provide the resolution in writing to
the complainant within ten (10) days. Other alternative formats will be provided upon request.

If the complainant is not satisfied with the resolution, the complainant may take it to the Ability
Works Incorporated Board of Directors within thirty days of Executive Director’s written
resolution.

The Board of Directors will issue a final written decision within seven days after the meeting to
discuss the complaint.

The Executive Director will ensure that appropriate retraining and/or disciplinary action occurs
and is documented.

Compliments for employees or service will be posted on the employees’ bulletin board.  All
thank you notes will also be posted.

Suggestions submitted will be discussed during staff meetings to determine the feasibility of the
suggestion.
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All complaints, compliments and suggestions will be retained.

RESPONSIBILITIES:
Responsibilities defined above.
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: TRIP DENIALS SECTION: 96 page 119

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To comply with Americans with Disabilities Act of 1990, a trip denial log will be maintained in
order not to deny service to an individual with disabilities solely because the individual’s
disability results in appearance or involuntary behavior that may offend, annoy, or inconvenience
employees of the company or passengers.

DEFINITIONS:
Trip Denial – In a demand response system, a trip denial occurs when a passenger’s trip request
cannot be accommodated due to capacity constraints. Trip times may be negotiated with the
passenger within one hour prior or one hour past the requested time. If the requested trip can
only be accommodated outside of this “window,” it is a trip denial.

PROCEDURE:
All trip denials shall be logged using the attached form.  See Attachment “B”

Trip denials will be compiled quarterly and submitted to ODOT as required.

RESPONSIBILITIES:
It is the responsibility of the Operation Manage and Executive Director to ensure compliance
with this procedure.
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SUBJECT: TRANSPORTING CHILDREN SECTION:

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:

DIRECTIVE:
N/A at this time.
To establish an age requirement for children to be transported without adult supervision.

PROCEDURE:
Example 1:
Children age 12 and under must be accompanied by an adult.
The passenger must inform the dispatcher at the time of a reservation that the passenger is under
the age 18.
Children transported to child-care must be accompanied by a parent.
Parents transporting multiple children to child-care will be charged only one child fare.

Example 2:
XYZ provides public transit service to all persons; however, an adult must accompany children
under the age of six (6).

RESPONSIBILITIES:
The scheduler and driver are responsible for compliance.
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: CHILD SAFETY SEATS SECTION: 96 page 121, 122 & 123

EFFECTIVE DATE:
APPROVED BY:
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:
N/A at this time.
To establish procedures to be used when transporting young and medically fragile children.

PROCEDURE:
Example 1
All drivers will be periodically trained in proper installation of child safety seats.

Children, as required by State law, will be placed in child safety seats.  The Ohio Child Safety
seat law requires those children who are either or both:

1. Less than 4 years old
2. Less than 40 pounds

Must be in an approved, properly installed child safety seat (infant seat, convertible seat, or
booster seat) while being transported.

Disabled and medically fragile children must also be in an appropriate child restraint device.

Examples of children who must be in an approved, properly installed child safety seat by law
are:

1. A child who is 5 years old and weighs 38 pounds.
2. A child who is 3 years old and weighs 43 pounds.

The driver is responsible to make sure that each seat is properly installed in the vehicle and that
the child is properly restrained to minimize the possibility of injury before transporting the child.

Remember that there are a wide variety of approved child seats on the market.  Some may be
installed in different ways depending upon the age and weight of the child.

For those children that are disabled or medically fragile, management must be consulted for
proper procedures for safely transporting them.

The following general rules apply to most child safety seats:
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1. Read and follow the manufacturer's instructions for the child safety seat.
2. Small children are not permitted to sit in the front seat, especially if the vehicle is

equipped with air bags.
3. The seat must be secured to the vehicle tightly.
4. The harness straps should be snug and in the right slots for the age and weight of the

child.
5. Inspect the label for the date it was made.  Seats over 6 years old may not be

acceptable.  Older child safety seats will be referred to Management.
6. Damaged seats or seats that have been in an accident will not be used.  Seats that are

cracked or missing pieces are not acceptable.
7. Child safety seats will be approved for the age and weight of the child.
8. Children less than 1 year old and up to 22 pounds will generally be placed in rear

facing seats.

Drivers who have any questions on the appropriate use of child safety seats will contact their
Director immediately.

Children Between 40 and 80 pounds

These children are not required to be restrained by state law however the normal seat belts are
normally not adequate to protect them in an accident.

Observe the following guidelines:

1. Adult lap and shoulder belt systems will not fit children that are smaller than 4’9” tall and
weight less than 80 pounds.

2. Lap belts should fit low over the child’s upper thighs.  The shoulder belt should stay on the
shoulder and be close to the child’s chest.  If the shoulder belt fits so poorly that it goes
across the neck or face, a booster seat is necessary.  Never put a shoulder belt under the
child’s arm or behind the back.

Example 2
Infants and children who are either or both under the age of four (4) years of age weigh less than
forty (40) pounds must be in an approved, properly used child safety seat while being transported
in XYZ Transit Provider vehicles.  (An approved seat is one that meets federal motor vehicle
safety requirements.)  The child safety seat shall be secured in accordance with the
manufacturer’s instructions in a child restraint system that meets federal motor vehicle safety
requirements.  The passenger must furnish the child restraint system and secure the child,
excluding the front seat, in the vehicle.  Drivers will assist the passenger.
(See XYZ Transit Provider’s Safety Plan for detailed instructions)

Example 3
Although the State of Ohio requires that all children 4 years or 40 pounds and under must be
properly secured in a federally approved child safety seat when riding in a passenger car, there
are no such regulation for public transportation vehicles.
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The guardian scheduling a trip must inform the Dispatcher that a child restraint seat will be used.
XYZ Transit Provider will accommodate child safety seats.  The Dispatcher will advise the
Driver of this request for special service.

The Driver will secure the child safety seat on board, facing forward, with the furnished
individual seat belts installed in the vehicle.

Example 4
XYZ Transit Provider has available integrated child/infant safety seats which are forward facing,
high backed ambulatory seats containing integrated infant and toddler securement devices.

Child/infant safety seats will be used for children or infants meeting one or both of the following
criteria:

 Under age four (4)
 Weigh less than forty (40) pounds.

The passenger must inform the XYZ Transit that a child/infant safety seat is requested at the time
of scheduling.  Booster seats are also available for children between 40 and 80 pounds.

NOTE:  XYZ Transit is under no obligation to provide child/infant safety seats or booster seats
for passengers with small children.  All available child/infant safety seats and booster seats will
be utilized on a first come, first reserved basis.

RESPONSIBILITIES:
The Transportation Coordinator is responsible for training staff in the implementation of this
procedure.
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Ability Works Incorporated of Erie County
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: PREVENTIVE MAINTENANCE SECTION: 124 page 125

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To establish a quality preventive maintenance program that will ensure safe, reliable vehicles and
will lower operations cost.

PROCEDURE:
Each driver is responsible for reporting to the Operations Manager when any preventive
maintenance is necessary (i.e. oil changes 3,000 miles, squeaky brakes, non-operating lights,
etc.).  This should be done on Weekly Light Transit Vehicle Form.

A sticker stating the mileage when the next oil change is required will be in the upper left-hand
corner of the windshield.  Driver must monitor the mileage.

See Ability Works Incorporated maintenance plan for individual vehicle’s preventive
maintenance schedule located in vehicle maintenance file.

The Operation Manager will log all maintenance activities into the individual vehicle
maintenance file.  The file includes activity performed, date of maintenance activity, and mileage
of the vehicle at the time of each maintenance activity as well as total parts and labor cost.

All preventive maintenance and repairs to lifts and ramps must be documented on the vehicle’s
maintenance log.

RESPONSIBILITIES:
Drivers are responsible for reporting all preventive maintenance requests as they arise.  The
Operation Manager is responsible for scheduling and logging all maintenance performed.

Revised 1/5/2011
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SUBJECT: DAILY PRE-TRIP INSPECTIONS SECTION: 124 page 126 & 127

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To ensure all vehicles in operation are safe and in good condition.

DEFINITIONS:
Pre-trip Inspection is a thorough vehicle inspection completed before a vehicle is put into
service.

PROCEDURE:
All drivers are required to perform a pre-trip inspection prior to any vehicle to be placed in
service.  The pre-trip inspection must be performed at the beginning of each driver shift prior to
departure from Ability Works Incorporated facilities.

If a driver reports for duty and is assigned a vehicle inspected by a different driver at an earlier
point in the day, that driver must still perform the daily pre-trip inspection.  Likewise, if a driver
is assigned a second (or more) vehicle to complete a daily shift, a pre-trip inspection must be
performed on each vehicle driven for service.

Ability Works Incorporated will provide a pre-trip inspection form that each driver is required to
complete before beginning a daily shift or before beginning use of a newly assigned vehicle.
The pre-trip inspection form is to be turned in for supervisor review.

The pre-trip inspection will be part of all new driver orientation and training.  A refresher course
will be conducted on an as needed basis to ensure all drivers are familiar with the process and to
ensure that all vehicles are given the most thorough inspection possible.

As required by ADA regulations, all lifts must be cycled during the pre-trip inspection.  Any
problems with the operation of the lift must be reported immediately to the Supervisor on duty.

All vehicle defects are to be recorded on the pre-trip inspection form.   Any defects that affect
the operational safety of the vehicle are to be reported immediately to the supervisor, or some
one the management staff so arrangements can be made to repair the defect immediately.

Drivers are never to operate a vehicle with questionable safety issues.
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The Operations Manager will ensure pre-trip inspections are being completed. Follow up and
correction will be taken when a driver fails to follow these instruction.

RESPONSIBILITIES:
Responsibilities as defined above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: WORK ORDERS FOR REPAIRS SECTION: 96 page 128

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 044/03/2009

REPLACES:  New

DIRECTIVE:
To establish uniform guidelines for requested vehicle repairs.

PROCEDURE:
Drivers should not report any defects with Business Cell Phone unless an emergency occurs.

All reporting of defects must be in writing on the Weekly Inspection Pre Trip form. Drivers must
complete the form providing as much detail as possible.  The forms are to be turned it at the end
of the driver’s shift.

For emergency or unsafe situations in which repairs must be made immediately, please follow
road call procedures.  Refer to Road Calls/Vehicle Breakdowns Policy on page Section 96
(page 129) of this manual.

The Operations Manage is responsible for reviewing repair request and scheduling service.

All service performed as well as associated cost, will be documented on service by the
Operations Manager.

The Operations Manager must report all warranty work performed on vehicles purchased
through an ODOT grant to ODOT.

RESPONSIBILITIES:
Responsibilities as defined above.
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Ability Works Incorporated of Erie County
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: ROAD CALLS/VEHICLE

BREAKDOWNS
SECTION: 124 page 129 & 130

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide procedures for vehicle breakdowns (Road Calls).

DEFINITIONS:
ODOT defines a road call as any situation which requires assistance from the maintenance
department while the vehicle is in revenue service. The assistance requires a mechanic or support
personnel to meet the vehicle on route or at a layover point. Examples: Switch vehicle on route;
replace headlight, low tire pressure, or malfunctioning passenger ramp/door.

PROCEDURE:
Should a vehicle act erratically or a breakdown is suspected, or occurs, safely guide the unit off
the road onto the right shoulder or into a parking area.

Immediately engage emergency flashers and position emergency reflectors. (See Triangles
Policy in the Safety Section 41, Page (page 55) of this manual.) Notify the Operations
Manager.  Indicate whether there are passengers on board, give a brief description of the
problem, and vehicle location.

If necessary, use landmarks to clarify the location of vehicle.  The Operations Manager will
dispatch another vehicle to the designated location and arrange for towing.  The driver must
ensure that passengers are kept as safe as possible.

Passengers may be moved into an appropriate public building if the disabled vehicle is in a high
accident area or if cold or hot weather endangers passengers.  Removing passengers is not
favored unless they will be safer than staying in your vehicle.

Sometimes, it becomes imperative to remove the vehicle from the flow of traffic.  Passenger
illness, such as vomiting, vision impaired by sleet, snow, rain, or the unwanted presence of a bee
or other insects, are all valid reasons for temporarily pulling clear of the road.  Use directional
signals and steer off the street exiting from the right lane onto the right shoulder or parking area.
Engage hazard lights immediately.

Do not leave passengers unattended, unless it is an extreme emergency.

Be sure that you and your passengers are SAFE.  If it is extremely cold, you will want to find
shelter for your riders.  If you cannot get shelter and your riders must remain on the vehicle, do
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not let your vehicle run standing still for more than ten (10) minutes every hour.

When your vehicle is running, windows should be cracked open.  Also, be sure your tailpipe is
clear.  This will prevent carbon monoxide poisoning.  Carbon monoxide is a non-irritating,
colorless, tasteless, and odorless gas.  Overexposure is extremely dangerous and can occur
without victims realizing it.

RESPONSIBILITIES:
Responsibilities as defined above.
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Policy Manual

4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: FUELING SECTION: 124 page 131 & 132

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To ensure that all vehicles are fueled safely.

PROCEDURE:
Drivers are responsible to monitor the fuel level in their vehicle at all times.  When beginning a
shift, if the fuel level is below full, the vehicle should be fueled.  Advise the Operation Manager
that the vehicle requires fuel after the last passenger is dropped-off.

Request vehicle gas credit card before leaving the Ability Works Incorporated facility.

When fueling the vehicle, observe the following safety procedures:

1. Set the parking brake.
2. Place the transmission in park.
3. Shut off the engine.
4. Vehicles should not be fueled with passengers onboard.
5. Never leave the vehicle unattended while at the fuel pump.
6. Do not use the 2-way radio and/or cell phones while fueling.

After fueling is complete, contact the Operation Manager and inform him/her of your vehicle is
back in service and in route to pick up passengers.

The fleet operated by Ability Works Incorporated uses gasoline only (do not use diesel fuel).
Using the wrong type of fuel and cause serious engine damage resulting in vehicle downtime as
well as a expensive repair bill.

In order to make fuel purchases, you will be issued a gas card or credit card.  Such a card should
only be used to purchase fuel for Ability Works Incorporated vehicles.  You are not permitted to
purchase gasoline for your personal vehicle or purchase incidental items such as food or drinks.

After your last drop-off, you are given thirty (30) minutes to refuel your vehicle if needed and
return to the Ability Works Incorporated office.

The Driver must record the gallons, mileage, and the amount of fuel on the Transportation
Vehicle Manifest.
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On return to the Ability Works Incorporated facility the driver must give the gas credit and gas
receipt to the Operations Manager to record the gas usage in the vehicle file.

RESPONSIBILITIES:
The driver is responsible for compliance.
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SUBJECT: VEHICLE CLEANING SECTION: 124 page 133

EFFECTIVE DATE: 04/03/2009
APPROVED BY:
APPROVAL DATE:

REPLACES:  New

DIRECTIVE:
To ensure that all vehicles are cleaned on a regular schedule in order to present a positive image
in the community.

PROCEDURE:
All vehicles will be cleaned on the inside on a daily basis and the outside on a weekly basis or as
needed.  It is the primary responsibility of the driver to assure that at the end of their shift the
vehicle is cleaned on the inside.

Exteriors will be cleaned weekly or as needed, weather permitting, by Ability Works
Incorporated clients. Drivers may be asked to clean exteriors of vehicles during downtime.
Cleaning supplies will be available from the office. It is the responsibility of the Transit Director
to assure cleaning supplies are available.

Drivers may be given petty cash or credit card to wash the vehicle at the local car wash. Not all
of Ability Works Incorporated vehicles can be washed at the local car wash.

If a vehicle is extremely dirty between scheduled cleanings due to weather conditions,
construction, or other unforeseen reasons, the driver should inform the Operations Manager.

Random inspect of vehicles will be conducted by Management staff. Failure to maintain a
vehicle’s cleanliness could result in disciplinary action.

RESPONSIBILITIES:
Responsibilities as defined above.
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Ability Works Incorporated of Erie County
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SUBJECT: DISPATCH PROCEDURES SECTION: 134 page 135

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance for effective scheduling, dispatch, and communication of passenger trips.

PROCEDURE:
Operations Manager (Dispatcher) is the primary contact for Drivers when they are operating a
vehicle in service.  The Operations Manager is responsible for clear transmission of information
to and/or from drivers necessary for the continued safe and efficient operation of Ability Works
Incorporated vehicles.  All drivers are expected to respond to the Operation Manager as soon as
possible.

The following information will be communicated to the drivers as soon as possible:
 Any same day trip requests
 Trip cancellations
 Known or expected traffic delays
 Changes in the issued daily manifest (i.e. parcels, new destination, accompanying

PCA)

The Operations Manger and/or Management Staff will assist drivers with detailed instructions
for emergency situations including, but not limited to:

 Accidents
 Abusive/disruptive passengers
 Unsafe road conditions
 Driving directions
 Vehicle breakdowns

The Operation Manager will inform drivers when to take their lunch breaks based on the
schedule.  Drivers will inform the Operation Manager anytime they are out of their vehicles or
have downtime.

All drivers will contact the Operation Manager before leaving a pick-up point where a passenger
is a no-show.  The Operation Manager will give permission to leave the pick-up site and
document the no-show.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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SUBJECT: CELLULAR PHONE

COMMUNICATIONS
SECTION: 134 Page 136 & 137

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance for professional communication during vehicle operation.

PROCEDURE:
For Systems that use of cellular phones for communication.
All drivers must perform a phone check before leaving the Ability Works Incorporated facility.

Every driver will ensure that they have a working cell phone before leaving the Ability Works
Incorporated parking lot so that they can stay in constant communication with the Ability Works
Incorporated Operation Manager.

The cell phones may be used on its own battery which does not require the ignition switch to be
engaged to use. Or other business cell phone units may need to be plugged into an auxiliary
outlet which will require the ignition to be engaged before the unit can be turned on. Each
cellular phone unit is to be turned off at the end of operation and turned on at the beginning of
operation.

Speak clearly, precisely, and briefly with NO UNNECESSARY talk and wait for
acknowledgement; if you do not receive an answer and/or lose signal try to contact the Operation
Manager again in a few minutes, remembering the Operation Manager may be on the telephone.
If told to "hold on," wait for Operation Manager to respond. If no response has occurred within 5
minutes, proceed to call again for a response.  Call the Operation Manager when no passengers
are on board, (except if you have an emergency) when leaving the vehicle, and when you return
to the vehicle.  This includes lunch and bathroom breaks.

Drivers are required to maintain a professional conversation at all times.  No teasing, playing,
cussing, or derogatory remarks.  DO NOT SPEAK negatively about passengers, other drivers, or
Ability Works Incorporated as a whole.  Operation Manager is not rebuke drivers over the cell
phone. If a situation needs addressed then have the driver return to base (when convenient) for
discussion.  If a dilemma occurs regarding a passenger or passengers, the driver must call the
Operations Manager and give a clear definition of what the situation is.  If the situation should
not be discussed over the airwaves, because it may embarrass or upset a passenger, proceed to
the nearest landline (telephone) or return to base if possible.



138

Personal cell phones are to be utilized in the event of a disruption business cell phone service or
when a driver is scheduled for an out of town run that exceeds the business cell phone service
area.  Cell phones are not to be used for personal use.
Driver must refer to EMPLOYEE RESPONSIBILITIES Section 21 (page39) for cellular phone
polices and procedures.

RESPONSIBILITIES:
All personnel using a two-way radio are responsible for clear and professional usage.
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SUBJECT: VEHICLE AM/FM RADIO SECTION: 134 page 138

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To provide guidance on the appropriate use of the AM/FM radio in transit vehicles.

PROCEDURE:
Vehicle operators are responsible for the selection of radio stations in the vehicle.  When
passengers are on board stations that promote religion, contain controversial programming, or
programs that may be offensive to passengers are not permitted.  Violations of this policy are
subject to disciplinary action.

Vehicle operators should be aware that music may sooth a passenger who becomes emotional.
Ask the passenger if there is a particular style of music they enjoy and tune to that source of
music.

For the safety of the passengers and the driver, station selection must be done while the vehicle is
stopped and out and any traffic situation. The radio station must not be changed or adjusted
while the vehicle is in motion.

RESPONSIBILITIES:
Drivers are responsible for ensuring compliance with this policy.
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Ability Works Incorporated of Erie County
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4405 Galloway Rd Sandusky, Ohio 44870
SUBJECT: DRUG AND ALCOHOL RECORDS SECTION: 139 page 140

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To ensure compliance with 49 CFR Parts 40 and 655, which govern the maintenance and storage
of all drug and alcohol testing records for agencies receiving funding through the Federal Transit
Administration.

N/A for Ability Works Incorporated Agencies not receiving Federal Transit Administration
funds and operate vehicles that require drivers to have commercial driver’s licenses, must follow
Federal Motor Carry Safety Administration’s Drug and Alcohol requirements, 49 CFR Part 382.

PROCEDURE:
All drug and alcohol testing records must be maintained in a file separate from all other
employee files and stored in a secure location (i.e. locked file cabinet).

The following drug and alcohol testing records must be maintained for a minimum of five (5)
years from the date of creation:

(1) Covered employee verified positive drug and alcohol test results;
(2) Documentation of refusals to take required drug or alcohol tests;
(3) Covered employee referrals to the SAP;
(4) Employer reports from SAPs; and
(5) Copies of annual MIS reports submitted to FTA?

The following drug and alcohol testing records must be maintained for the indicated timeframe:

(1) All drug and alcohol test results obtained from previous employers for new hirers or
transfers into safety-sensitive positions for a minimum of three (3) years.

(2) All records of the collection process and employee training for a minimum (2) years.
(3) All negative drug and alcohol test results for a minimum one (1) year.

RESPONSIBILITIES:
Thee Ability Works Incorporated Executive Director will maintain all required drug and alcohol
testing records.
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SUBJECT: DATA DEFINITIONS SECTION: 139 page 141 & 142

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To ensure that ODOT’s most current data definitions are used to track and report data.

DEFINITIONS:
Actual Revenue Miles of Service (ARMS) - The miles that vehicles travel while in revenue service.
Actual revenue miles exclude: deadhead, operator training, maintenance, testing, school bus service, and
charter services.

Total Miles of Service (TMS) - The total miles that a vehicle travels from when the vehicle leaves the
transit facility until the vehicle returns to the facility.  This does include deadhead time and actual revenue
miles as defined in ARMS.  Total miles of service exclude: operator training, maintenance, testing, school
bus service, and charter services.

Actual Revenue Hours of Service (ARHS) - The hours that vehicles travel while in revenue service.
Actual vehicle revenue hours include layover/recovery time.  Actual vehicle revenue hours exclude:
deadhead, operator training, maintenance, school bus service, and charter services.

Total Hours of Service (THS) - The total hours that a vehicle travels from when the vehicle leaves the
transit facility until the vehicle returns to the facility.  This does include deadhead time and actual revenue
hours as defined in ARHS.  Total hours of service exclude: operator training, maintenance testing, school
bus service, and charter services.

Passenger Trips - The number of passengers who board public transportation vehicles.  Passengers are
counted each time they board vehicles no matter how many vehicles they use to travel from their origin to
their destination. Passenger trips include Personal Care Attendants (PCA), transfers, and non-paying
passengers.  Passenger trips exclude service animals, meals, and packages.

Trip Denials - In a demand response system, a trip denial occurs when a passenger’s trip request cannot
be accommodated due to capacity constraints.  Trip times can be negotiated with the passenger as long as
the new trip time does not go beyond one hour prior or one hour past the requested time.  Even if the trip
can be accommodated outside of this “window,” it is a trip denial.

Road Calls – Any situation which requires assistance from the maintenance department is considered a
road call and must be reported as such.  Assistance is defined as a mechanic or support personnel meeting
the vehicle en route or at a layover point, e.g. to switch a vehicle on a route, replace a headlight, check
low tire pressure, or repair a malfunctioning passenger ramp/door.
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For Public Transit Systems (Section 5311)
Deadhead for Fixed Service -The miles and hours that a vehicle travels when out of revenue service
Deadhead for Demand Response: includes leaving the dispatch point to the first passenger pick-up and
last passenger drop-off to the dispatch point.  Deadhead does not include: charter service; school bus
service; operator training; and maintenance training.

Elderly and Disabled- Elderly is defined, for Rural Transit Program grantees, as people aged 65 and older.
Disabled is defined as any non-elderly person with a mental or physical impairment limiting some major
life function.  Only non-contract, elderly and disabled public transit passengers are eligible for assistance
under the E&D Program.  All systems, including those which do not participate in the E&D Program,
must report elderly and disabled passengers under these definitions.  Further E&D guidance may be found
in the Elderly and Disabled Transit Fare Assistance Program Criteria.

Contract service - The transportation of a group of people for a specified cost paid by a third party, e.g.,
Title XX group transportation of Title III-B trips, etc.  This service must be open door and, when the
service is viewed as a whole, should not constitute more than 50 percent of the total service unless the
system can document that the service is adequately marketed to the general public and no general public
passengers are denied service.  Charges for this service should also reflect a system’s fully allocated rate.
If you receive Title III-B as State Block Grant Funds to assist with transportation expenses, this is
considered Local Cash, not Contract service revenue.  For more information, contact your ODOT
transit representative and/or refer to the Rural Transit Manual, Chapter 3, Program Requirements,
Attachment 3-1, Equitable Contract Rates for Rural Transit Systems.

For public transit systems please refer to Volume I, Chapter 10 of the ODOT Rural Transit Program
Manual for detailed definitions.

PROCEDURE:
Each driver will be required to document information used to report data correctly and completely on the
driver’s manifest.

The Transit Director will be responsible for developing a method of capturing data using ODOT’s
definitions.

All transit providers used to provide service must report data using the most current ODOT-approved
definitions.

The Operation Manager will provide training to all transit providers and drivers on data definitions.

RESPONSIBILITIES:
Responsibilities shall be defined as above.
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Ability Works Incorporated of Erie County
Policy Manual

4405 Galloway Rd. Sandusky, Ohio 44870
SUBJECT: MONTHLY/ANNUAL STATISTICS

AND REPORTING
SECTION: 139 page 143

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:  New

DIRECTIVE:
To capture data on a monthly basis to be used for service evaluations.

PROCEDURE:
The Transit Director will maintain vehicle revenue and service miles, vehicle revenue and
service hours, contract and general public trips, and trip denials on a monthly basis.

All monthly reporting statistics will be used for the following purposes:

o To determine trends or patterns for planning purposes;

o To determine if goals and objectives related to service are being met;

o The monthly statistics will be used to compile reports to ODOT, as required;

o To calculate performance measures including passengers per hour, cost per trip, cost
per mile, and cost per hour; and

o To compare and evaluate the progress of service from previous months.

Annual statistics will be used to compare and evaluate the progress of service from previous
years.

The Business Manager will prepare monthly statistical reports for the Board of Directors.

The Business Manager will provide annual statistical comparison for previous years to the Board
of Directors by February 1 of the following year.

Annual statistics will be used for planning purposes.

RESPONSIBILITIES:
The Business Manager is responsible for maintaining monthly and annual statistical reports.
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EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES:

DIRECTIVE:
To comply with local, state, and federal regulations requiring an inventory system be established
and maintained to ensure the proper management and tracking of the assets of Ability Works
Incorporated.

PROCEDURE:
The inventory system will track all assets including vehicles, cellular phone, and office and
garage equipment used by Ability Works Incorporated to provide transportation services.

The Business Manager will be responsible for establishing and maintaining the inventory system
as well as fulfilling all local, state, and federal reporting requirements.   

The inventory and disposition system will track information for each non-consumable Ability
Works Incorporated asset with a purchase price of $1000 (or Company specified amount) or
greater and a useful life of at least one year.

Information to be tracked for each asset will include:
o Location,
o Quantity,
o Description,
o Inventory number,
o Purchase price,
o Grant number (if applicable),
o Date placed in service (for vehicles),
o State and federal share of purchase (if applicable),
o Date purchased,
o Vendor purchased from,
o Date removed from service (for vehicles),
o Disposal date, and
o Funds generated by disposal (if applicable).

The Executive Director or designee will conduct a full and accurate physical inventory to be
taken annually of all assets acquired, updated, or disposed of the previous calendar year.   The
annual physical inventory must be completed by January 31 of each year for the previous year
(January 1 through December 31).
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Copies of the completed updated annual inventory will be provided to the Fiscal Department and
the Board of Directors by February 1 of each year.

Additional copies of the annual inventory will be made available to any other state and federal
entities who formerly request a copy.

This Section is for Public Transit Systems (Section 5311)
In addition, XYZ, as a recipient of operating and capital assistance from the Ohio Department of
Transportation (ODOT) and the Federal Transit Administration (FTA), will submit, through the
Public Transportation Facilities and Equipment Management System (PTMS), an annual
inventory of non-consumable assets including vehicles, office, and garage equipment used in the
provision of public transportation with a purchase price of $1,000 or greater and a useful life of
more than a year including all computers and two-way radios cellular phones. 

 
ODOT will provide Ability Works Incorporated with a printout listing all vehicles and
equipment reported to PTMS.   Ability Works Incorporated Executive Director will review,
update and correct (if necessary) and return the PTMS printout to ODOT by February 28 of each
year unless otherwise directed by ODOT.

RESPONSIBILITIES:
The Executive Director is responsible for compliance.
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EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
In order to ensure the proper disposition of the assets of Ability Works Incorporated and to
comply with local, state, and federal regulations, a disposition system will be established and
maintained.

PROCEDURE:
All assets that have been determined to have reached the end of their useful life or are no longer
needed by Ability Works Incorporated for their originally intended purpose will be reported to
the Board of Directos as surplus and available for disposition.

The Board of Directors will determine if the items reported by Ability Works Incorporated
Execcutive Director as surplus and available for disposition are in fact no longer needed or have
reached the end of their useful life.  If the Board of Directors determines that the surplus assets
are eligible for disposal they will determine the fair market value of the asset.

If the surplus asset to be disposed of has a fair market value of under five thousand dollars, the
surplus asset will be disposed of by one of the following:

A. Public auction with the time, place, and manner of sale to be determined and
advertised by the Ability Works Incorporated;

B. Selling the surplus asset by sealed bid to the highest bidder, after giving at least
ten days notice of the time, place, and manner of sale by posting a printed notice
in the local newspaper and in the transit office;

C. If the surplus asset has a fair market value in excess of five thousand dollars a
legal notice with the time, place, and manner of sale is to be published in a
newspaper of general circulation throughout the county at least ten days prior to
the sale, in addition to the requirements in paragraph A and B of this section; or

Vehicles are subject to the preceding surplus asset disposal.  Also, vehicles valued
at or less than five thousand dollars may be donated to other governmental
agencies or nonprofit organizations exempt from federal income taxation in
compliance with 26 U.S.C. 501 (A) and (C) (3).
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All funds generated by the disposal of surplus assets are to be paid into the Ability Works
Incorporated Capital Reserve Account unless they meet the criteria set forth in Disposition of
State and Federally Funded Assets (below).

For Public Transit Systems (Section 5311)
Disposition of State and Federally Funded Assets
For the disposition of vehicles, equipment, and real property that have been purchased with state
and federal funds through operating and capital grants all criteria specified in Volume I, Chapter
9 of the ODOT Rural Transit Program must be followed.

These requirements include, but are not limited to the following:

1. Disposition can be requested of vehicles, equipment, or real property when the
useful life has been met or prior to the end of the useful life when extraordinary
circumstances are involved (see of Attachment 9-A, Useful Life Standards in
Chapter 9 of the Rural Transit Program Manual).

2. All requests for disposition must be submitted in writing to ODOT prior to
disposition.

3. ODOT reserves the right to refuse disposition based on apparent underutilization.
If ODOT does not feel that the vehicle, equipment, or real property has been used
effectively Ability Works Incorporated will be offered three options:

A. Repay a prorated amount of the Federal and State shares of the vehicle,
equipment or real property based on the original price.

B. Require Ability Works Incorporated to continue to operate or use the
vehicle, equipment or real property; or

C. Transfer the vehicle, equipment or real property to another grantee.

4. If Ability Works Incorporated seeks disposition of a vehicle due to an accident, or
seeks disposition of equipment or real property due to circumstances beyond
Ability Works Incorporated’ control, such as acts of God, before the asset reaches
the end of its useful life Ability Works Incorporated will be required to reimburse
the Federal and State shares of the insurance settlement to ODOT or apply the
proceeds toward the purchase of a replacement vehicle or acquisition of real
property.   No action for disposition or refund remittance is to be initiated without
prior contact with ODOT.  Disposition requests resulting from accidents must be
supported by the insurance claim and police report.

5. Ability Works Incorporated must submit a written request for authorization to
ODOT requesting permission to dispose of any vehicle, equipment or real
property purchased using Federal and State operating or capital funds using
ODOT’s Equipment and Vehicle Disposition Request form. (See Attachment 9-B
for sample and blank forms in Chapter 9 of the Rural Transit Program Manual).
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6. Proceeds from the sale of vehicles following ODOT disposition may be used as
unrestricted local share.   Ability Works Incorporated may be required to
reimburse Federal and State funds in situations where vehicles are disposed prior
to meeting their useful life standards or proceeds from disposal are greater than
$5,000.

7. In order to retain vehicles approved for disposal for use as backup vehicles
Ability Works Incorporated must meet the Rural Transit Program spare ratio,
which states that grantees with a peak-hour operating requirement of 1-10
vehicles are allowed a spare ratio of two-back-up vehicles.   Grantees with peak-
hour fleet of 11 or more are allowed a spare ratio of 20% of their fleet.  50% of
the grantee’s fleet must be accessible.

FOR SPECIALIZED VEHICLES
For the disposition of vehicles and equipment that have been purchased with the Specialized
Program (5310) all criteria specified in ODOT’s Preventive Maintenance Guide must be
followed.

These requirements include, but or not limited to, the following:

Disposition can be requested of vehicles or equipment when the useful life has been met or prior
to the end of the useful life when extraordinary circumstances are involved.

All requests for disposition must be submitted in writing on the Vehicle Disposition Form.

ODOT reserves the right to refuse disposition based on apparent underutilization.

Ability Works Incorporated will be required to contact ODOT for further direction of any
disposition request of a vehicle or equipment due to an accident or circumstances beyond Ability
Works Incorporated control (i.e. acts of God) before the asset reaches the end of its useful life.

Proceeds from the sale of vehicles following ODOT disposition will be given to the entity with
which the vehicle is titled.

RESPONSIBILITIES:
The Transit Director is responsible for compliance of this policy.
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SUBJECT: COMPUTER BACK-UP SECTION: 139 page 150

EFFECTIVE DATE: 04/03/2009
APPROVED BY: Allison Young
APPROVAL DATE: 04/03/2009

REPLACES: New

DIRECTIVE:
To provide direction for the recovery of electronic data.

PROCEDURE:
All Ability Works Incorporated computers and electronic data are linked to Ability Works

Incorporated are  main server that is backup daily.
All staff responsible for computer data will copy daily information onto removable disks at the

end of their shift.

Data disks will be stored at an off-site location in a secure, locked storage area.

The Transit Director will monitor procedures and ensure that staff are completing backup daily.

The Transit Director will randomly check to ensure that data is being saved on disk.

RESPONSIBILITIES:
Responsibilities shall be as defined above.
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REPLACES:  New

DIRECTIVE:

To ensure that Ability Works Incorporated employs qualified individuals and to provide a safe and
secure environment for all passengers and employees.   It is also important that Ability Works
Incorporated takes every action necessary to protect its funds, property, and other assets.

DEFINITIONS:

“Background check” means verifying that the selected applicant or employee has no undisclosed
history that will negatively impact the Ability Works Incorporated Company.  Background checks
will include criminal history check and sex and violent offender registry check.

"Criminal history check" means verifying that the selected applicant or employee has no
undisclosed criminal history in any jurisdiction where the applicant or employee currently resides or
has resided.

"Sex and violent offender registry check" means verifying that the selected applicant or employee
has no undisclosed convictions of certain sex and violent crimes in any jurisdiction where the
applicant or employee currently resides or has resided.

PROCEDURE:
An original criminal record check, issued within the past 10 days, shall be obtained as part of the
application process.  Persons with felony convictions of any sort are disqualified.  Other
convictions that disqualify an applicant include crimes of violence, drug usage or sales, physical
abuse, fraud, or theft.  A pattern of unlawful behavior shall also disqualify an applicant.

Prior to hiring, each applicant under final consideration for employment with Ability Works
Incorporated must obtain a report from the local Erie County Education Service Center and the
Bureau of Criminal Identification and Investigation (BCII). Each report must be acceptable to the
Ability Works Incorporated. 
 
Any person conditionally hired who fails to pass a BCII criminal background check shall be
released from Ability Works Incorporated employment.
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Any and all information obtained by Ability Works Incorporated under this policy is confidential
and shall not be released or disseminated. Any applicant not hired because of information receive
from the record check shall be assured that all records pertaining to such information shall be
destroyed.
 
Ability Works Incorporated will be responsible for any charges incurred to conduct the
background checks.

RESPONSIBILITIES:
The Executive Director and the Board of Directors shall be responsible for compliance.
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