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INTRODUCTION

Colorado Valley Transit Authority (CVT) Board Members adopted these Transportation Policies and Procedures in order to answer some of the questions you may have concerning the policies of the agency. Please read it thoroughly and retain it for future reference. The governing board is committed to the principle of equal employment practices. The diversity for all board members, employees, volunteers, and passengers regardless of their race, color, creed, sex, age, or handicap.  Except where age sex or physical requirements constitute a bona fide occupational qualification necessary to proper and efficient functioning of the job.  The Board and transportation policies, which ensure fair practices for all will not only, promote individual justice but will serve as an integral part of an efficient management system.

Employees are encouraged to discuss any comments, concerns, or questions regarding any policies, rules, and regulations with the Executive Director.  Should revisions be necessary to this handbook, each employee will be properly notified of the revision (s).

This handbook is not a contract guaranteeing employment for any specific duration.  Both you and CVT have the right to terminate your employment at anytime.

This transportation policy and procedure manual represents Colorado Valley Transit's rules regarding the operation of its service herein called "CVT.”  These policies and procedures will provide the basic rules and guidelines for daily operations:  


General policies and procedures

     
Passenger policies and procedures


Procedures for enforcement


Thoughts concerning reasonable accommodations and judicial enforcement

     
Safety, equipment and operational policies

     
Mechanical procedures

GENERAL POLICIES AND PROCEDURES
Eligible participants ... an individual boarding a bus within the counties: of Colorado, Austin, Waller and Wharton without restrictions to visitors.  Service is not limited to membership in a specific private organization, group, association, or fraternal organization, race, color, creed, sex, age, or handicap.

Reservations and determination are processed at the time of the request, unless unavailable or other variables apply.  The intake takes only a few minutes; eligibility is determined by service area; type of service is determined by service request; and customer files serve as documentation of eligibility.   

Hours of operation ... are between 8:00 a.m. and 5:00 p.m.

Days of operation ... are Monday thru Friday.  No service is provided on Saturdays and Sunday’s, Holiday’s, and Safety Meeting days unless under a special contract or preauthorized service.

Holidays observed ... for CVT are listed below:

     New Years                     

Labor Day

     Veteran’s Day     

Thanksgiving Day       

     Memorial Day     


Christmas Day

Staff safety meetings/operational reviews ... CVT will not provide regular service when staff safety meetings are scheduled with efforts made not to interrupt travel arrangements.  CVT system will be reviewed on a regular (at least quarterly) basis.  These reviews will include formal meetings of management and training, accidents, scheduling, expenditures, personnel and other key areas.

TYPES OF SERVICE:

a. 
Deviated and fixed route service ... is provided through deviated loop trips and link trips from city to city in certain areas, and fixed routes according to an established time schedule.  All participants are eligible since mobility does not prohibit them from walking to a bus stop. This includes the elderly, handicap, i.e., wheelchair, walker, blind, and so forth.    The driver must assist all handicapped passengers.   

b.
Demand response (DR/Para transit) ... service is provided with a twenty-four (24) hour advance notice for reservations by calling one of the local telephone numbers or 1-800-548-1068 OR 979-732-6281.  All clients located more than three blocks from a bus stop, disabled, or elderly and unable to walk great distances are eligible for demand responsive service.    

Curb-to-curb ... is provided from the curb nearest a client home. 

Door-to-door ... is provided from the door of a client, lobby area, main entrance, or exit for elderly or handicapped passengers needing extra assistance. 

Verification from a doctor may be required from clients requesting DR service and live within three blocks of a bus stop in a deviated fixed route system.  Every effort will be made to make verifications via a telephone on the same day request are made to help process presuming eligibility. Written documentation will be maintained and re-verified when applicable.  Violations of DR service will be suspended.   Appeals will be handled the same as grievance procedures.

c.
Same day service ...   if available.

Demand response scheduling ... of trips is made with the dispatcher. Remember to call the office when you are not going on your regularly scheduled trips or plans change.  This service, like any other type of transportation service, cannot guarantee your arrival at your destination at any certain appointed time due to unforeseen reasons.  However, it is our goal to provide on time service. 

Waiting lists ... is maintained on clients unable to assist and willing to receive service later.

Unscheduled riders or stops ... drivers are not to deviate from a fixed route in response to a passenger request; demand response service may if the request will not interfere with his or her schedule.

Purposes of trips ... are not limited except medical trips per Medical Transportation contract and Title IIIB contract clients.

Out-of-county medical trips ... are not required by the agency except Medical Transportation contract clients.  However, additional service maybe provided to medical appointments for residents who are referred to out-of-county clinics, hospitals, and physicians, I.  e.  UTMB of Galveston, Veteran's Hospital, M.  D.  Anderson, Brenham, and so forth.  This service is pre-scheduled, subject to availability and resources.  The trip may be canceled with a three (3) day advance notice, early departures and late returns, however every effort will be made not to inconvenience our passengers.  Passengers must also remain at their destination until the vehicle is scheduled to return.

Passengers requesting service are governed by the following:

A minimum of three (3) passengers is required for us to make the trip. 

Appointments must be made between 9:00 a.m. and noon.  The only                                                                                                                                                                                 exception will be contract-authorized clients.

Departure trips leave early with no promises of early return.  All clients 

must be finished with appointments by 2:00 P. m.

   Passengers should take a sack lunch or funds to purchase food.

The applicable fare is quoted at the time of the reservation, and the 
      passengers must have the correct change and paid when boarding the vehicle.

Drivers will notify the office when he/she has dropped all of their passengers at their destinations and when getting ready to leave to return home.

Drivers will notify the office if he/she will be late picking up passengers.

All passengers should take a business card or flyer which has our telephone number for calling the dispatcher when finish or to get dates of future medical trips.

All passengers are told where to meet the driver for return pick up.

All passengers must provide appointment information: Doctors’ name, address including suite # or building #, and telephone number.

All drivers are provided the passenger's telephone number by the dispatcher so they may use their cellular telephone to locate the clients.

Extremely ill persons ... are not allowed to be transported since CVT is not a medical service.

Fares/rates ... Every passenger who boards a CVT vehicle must pay the applicable fare unless the trip is being subsidized by another funding source. Below are the applicable one-way fares:

LOOP (inner City)   ...   $1.00 (one way)

LINK (inner County) ... $1.50 (one way)

County to County.... $3.00 per trip  (within service area)

Tickets ... for the convenience of passengers’ ticket may be purchased:

LOOP ticket book (good for 20 rides)
$10

ALL AUSTIN & WALLER COUNTY SENIOR CITIZENS: CVT provides Service on a donation basis for elderly passengers (sixty years and older) in Austin and Waller County in their respective area through Older American funding. Below are the suggested donations:

Inner City   ... .   $1.00 per trip

Inner County ... $1.50 per trip
Senior citizens of contracted areas are not to be denied service due to inability to pay suggested donations, and must be assured confidentiality of contributions and client information.
Children are charged the same fare as adults. All passengers must pay the applicable fare when boarding the vehicle and deposit fare in farebox.  All passengers are asked to have the correct change since drivers do not provide change and are not permitted to handle money. 

CONTRACT SPECIALIZED SERVICE ... maybe arranged subject to availability with applicable rates.
Farebox procedures ... each vehicle is equipped with at farebox that must be utilized for collecting fares/tickets/donations from clients.  Drivers are instructed to utilize the locked farebox daily and are not permitted to physically handle revenue unless it involves a handicapped passenger who needs assistance. At the end of each shift the vault should be removed by the driver with the key provided; deliver the vault to the transportation coordinator; a coordinator removes revenue, counts and records; both coordinator and driver initials the verified total; and drivers return the vault to his/her vehicle.

Gifts and tips ... for drivers and supervisors or any other employees are not required and not encouraged. Gifts given as a token expression of appreciation may be accepted by employees as personal gifts and must be reported to the Executive Director if a problem occurs.  Monetary gifts or tips are received only as donations to the transit.

Assistants (escorts/companions) ... when a passenger request and assistant/escort/companion a CVT authorization form must be completed by the physician and kept on file for that passenger if the staff deems applicably.  Exceptions: nursing homes, Limited English Proficiency clients, dialysis patients, cancer patients, and retirement centers.  In addition, CVT will permit one individual to ride at no charge if the trip is out-of-service area, and the client is under the age of 16, over 60 years of age, Limited English Proficiency, and/or handicapped (blind, a wheelchair, mental).  The escort must assist the passenger with all travel needs except driving, boarding & unloading, and remain at the same location as the paying passenger.  Until CVT receives the authorization form signed by the physician, the elderly/escorts/companions must also pay the applicable fare.   

Unauthorized assistants/escorts/companions ... or companions will be charged a fare unless Medical Transportation or Title IIIB contract authorized.

Horn honking ... is not permitted at the homes of several inner-city clients. It is permissible when you feel there is a dog present or in a rural area.

Service animals ... persons who have service animals, i.e. canines, snakes, pigs, monkeys, etc. may board the vehicles.  The animals do not have to be muzzled or caged.   Any animal that is aggressive and pose a safety hazard should be reported.

Loading and unloading ... drivers are required to help with loading and unloading elderly.  Handicapped passengers and assist wheelchair passengers up and down only two steps.  Wheelchair passengers should have ramps provided at their home and should be confirmed at the time of reservation.  If not, the client must have an assistant who will place the wheelchair on the ground level and to the vehicle if other barriers exist. Unloading of passengers should be to the curbside of a road when possible.

Passenger assistance ... drivers will assure the safe boarding and transporting of all passengers.  Assistance provided will vary based on rider capabilities.  Service is provided on fixed routes curb-to-curb.  Clients receiving demand responsive service and outside fixed routes, elderly, & handicapped individuals may receive door-to-door service provided no barriers exist.  The driver will go to the door and walk beside the client to and from the vehicle and stand at the base of the vehicle steps when loading and unloading provided no barriers exist.  Drivers will maneuver wheelchairs; operate the lift; and secure wheelchairs in tie-downs.

Elderly, handicapped, or passengers with limited mobility may need assistance carrying grocery bags to their front door. Drivers are expected to use good judgment in determining the appropriate level of assistance and will be trained in providing such assistance.  The agency may reserve the right to require a passenger to have a personal assistance travel with them at no expense to the individual.

Drivers are not to provide home or personal care (i.e., taking out trash, assist in dressing, giving medication, putting groceries away, etc.).  Keep in mind that our business is transportation and we do what is necessary to provide a safe, comfortable, and enjoyable ride.  A passenger may clearly need assistance, but refuses the driver's offer of help, if so stand nearby ready to assist should the need occur.  The dispatcher/supervisor should be notified.  In the future if it is, determined assistance is needed and the passenger refuses, then CVT reserves the right to refuse service.

Parking/driveways ... of the vehicle will be closest to their pick-up or drop off if available, unless an elderly, wheelchair or handicapped passengers are being serviced then the designated stopping area should be used.   CVT drivers prohibit use of personal driveways unless un-avoidable.

Backing buses … only when not avoidable. 

Food and beverages ... no drinking or eating is permitted on the vehicles unless a diabetic passenger is required to consume food or beverages to maintain a therapeutic blood level or out-of-service area medical trip.

No smoking ... or use of tobacco products will be allowed on the vehicles and the workplace is "smoke-free.”  The dispatcher/supervisor must be notified of a noncompliance of rules, accidents, incidents, abuse and so forth.  An incident report completed and the appropriate social service agency notified after all of the above.

No shows/late cancellations (demand responsive service only) ... riders must cancel at least one (1) hour before the scheduled pick up time or no-show three times will be refused service.  Drivers are to wait five (5) minutes and if the passenger does not appear for transportation, the trip will be considered a "no-show.” Drivers are to report to the dispatcher. Leave a "no show" card on the door of the passenger.  The card states " CVT came to your home at (time), please call our office when possible to discuss our no show policy.”  Late cancellations are considered no show when drivers have started to pick up a client.

Waiting time (demand responsive service only)  ... drivers are asked to knock at the doors of the elderly, handicapped, or limited mobility passengers.  Wait no more than five (5) minutes past the scheduled pick-up time.  Afterward the trip is considered a "no show,” a call is made to the dispatcher, and documented at the end of your shift so that the dispatcher may look for riders that are habitually late.  Documentation is required on all MBX clients according to the contract.

Considerations at riders home  ... when conditions at a passenger's home exist that may hinder safe transportation, service may be denied.  Examples include:

.  An unsafe passenger accessible home, i.e., over two steps if in a wheelchair.

.  Ice, snow, or high water in walkway or driveway.

.  Defective passenger equipment, i.e., an unsafe wheelchair or unsafe ramps.

.  Unrestrained pets.

.  Location of home, i.e., boarding a vehicle in heavy traffic.

.  Unsafe vehicle access to enter and exit home.

.  Location, i.e., blind curve.

Precautionary alternatives ... for immediate problems, drivers (with confirmation from the dispatcher), may use discretionary decisions.  For all other problems, the driver or dispatchers will notify the Assistant Director of the problem in writing on an accident/incident report form.  The Assistant Director will then notify the rider if appropriate. The Assistant Director will send a written letter regarding the problem, necessary corrective actions and consequences if the problem is not resolved.

Management Policies ... communication and operational review are the general management policies of CVT's operations. Open lines of communication through the various levels of management will be maintained.  This will be accomplished through formal, informal meetings, operational reviews, memos and appropriate methods.

Coordination and outreach ... are used to assist in targeting rural transportation service to the low income elderly, minority elders, and disabled elderly, elders with limited English-speaking ability, Alzheimer's disease or related disorder citizens and their families, Native American Indians as they are identified. CVT currently provides bi- lingual information and bilingual speaking staff to assist local groups such as health fairs, home health, visiting nurses, physical therapy, nursing homes, discharge nurses, retirement homes, Alzheimer groups, local churches and so forth.   

CVT continues the work with others in the community to reach those citizens who would benefit most from our service and maximize resources through coordination when possible.   

In addition, CVT is a member of the local resource councils where updates are provided regarding service and annual client satisfaction surveys are conducted to help develop service.  

Limited English Proficiency ... the agency provides bilingual staff flyers’ in Spanish, free assistants, and interpreter service to offer clients who may need guidance in using the service.


PASSENGER POLICIES AND PROCEDURES
Infants and children using demand response service ... only school age children are allowed to ride alone on an inner-county trip.  Preschool age children may ride alone on LOOP and LINK service and inner city trips only.  

Abuse, neglect, and exploitation of elderly, children or etc ... drivers are required to report when it appears that one is a victim of abuse or neglect and complete an incident report.

Safety ... drivers may administer First Aid, CPR, or Bloodborne Pathogen service to injured passengers according to the training in the courses CVT provides.

First aid & bloodborne pathogen kits ... must be on all vehicles.

Oxygen use ... riders may carry portable oxygen on the vehicle since it can be tied down.  Tanks can usually be secured with a seatbelt.

Disoriented passengers ... drivers should double check the address of a disoriented passenger before dropping off the passenger; escort them to the door and wait until someone at the destination point confirms that the passenger is at the right place.  If no one is present, the driver must notify the dispatcher for assistance.

HIV/AIDS, and other confidential issues ... staffs are required to keep information regarding a client personal issues as it relates to infectious diseases “confidential.”  Blood borne pathogen training is given to all employees to help educate staff and to assure all safety precautions is taken.

Life support equipment ... must be of the size that allows passengers to hold them in their laps or placed out of the isles.  This is ensuring moving objects on the vehicle will not injure passengers.  CVT will not be responsible for lost or stolen articles.

Mobility aids ... are allowed on your vehicle, should be secured if possible and the dispatcher notified. 

Weight limits ...  wheelchair client should not exceed the lift manufacturer’s weight limits.    Drivers are restricted from lifting wheelchair clients and any other item over 150 pounds.

Passengers riding in Colorado Valley Transit Authority vehicles or occupying CVT property should, by their behavior, observe the following rules, prohibitions, and procedures:


Drugs: No person shall possess or use any narcotics or drugs; offer to another person any narcotics or drugs; or possess any drug paraphernalia in a bus or on any portion of a transit facility.


Intoxication: No person shall enter or remain in a bus or on any portion of a transit facility if such person is intoxicated.


Alcoholic Beverages: No person shall consume any alcoholic beverage in a bus or on any portion of a transit facility.  The term "alcoholic beverage" shall be as defined in the Texas Alcoholic Beverage Code.  Appropriate signage shall be posted notifying persons of this policy.

No person shall possess any open alcoholic beverage containers in a bus or on any portion of a transit facility. An alcoholic beverage means alcohol or any beverage containing more than ½ of 1 percent of alcohol by volume, which is capable of use for beverage purposes, either alone or when diluted.


Glue or Paint: No person shall inhale, ingest, apply, or use an abusable glue or aerosol paint, or possess such items with the intent to inhale, ingest, apply, or use abusable glue or aerosol paint, in a manner contrary to the directions for use or warnings appearing on the label of a container of the glue or paint or in a manner designed to effect the person’s central nervous system, create or induce a condition of intoxication or hallucination, or distort or disturb the person's eyesight, thinking process, balance, or coordination in a bus or on any portion of a transit facility.

1. "Abusable glue or aerosol paint" means glue or aerosol paint packaged in a container holding a pint or less by volume or less than two pounds by weight and labeled in accordance with the labeling requirements concerning precautions against inhalation established under the Federal Hazardous Substances Act.

2. "Aerosol paint" means an aerosolized paint product including a clear or pigmented lacquer or finish.

Unauthorized Use of Facilities: The transit facilities of the CVT are designated for the sole and exclusive use of passengers of the transit system.  In the event a person remains at any portion of a transit facility for a time exceeding two hours, it will be presumed that such person is not a passenger of the transit system and does not have permission or any authorization to use such transit facility.  Further, no person shall sleep on the seats, benches, or other areas, or on any portion of a transit facility.


Disorderly Conduct: No person shall commit any act or engage in any conduct constituting disorderly conduct in a bus or on any portion of a transit facility.  The term "disorderly conduct" includes the following:

1. Abusive, indecent, profane, or vulgar language which by its very utterance tends to incite an immediate breach of the peace;

2. A noxious and unreasonable odor created by chemical means;

3. Abuse or threats to a person in an obviously offensive manner;

4. Fighting with another;

5. Discharge of a firearm;

6. Display of a firearm or other deadly weapon in a manner calculated to alarm;

7. The exposure of a person’s anus or genitals which are reckless concerning 
others who may be present and who may be offended or alarmed by such act.

8. An offensive gesture or display, which tends to incite an immediate breach of the peace.


Obstruction of Passageways: No person shall obstruct the entrance or exit aisle of a bus or any portion of a transit facility to which the public has access, regardless of the means of creating the obstruction and regardless of whether the obstruction arises from the person's acts alone or in concert with the acts of others.  Obstruct means to render impassable or to render passage unreasonably inconvenient or hazardous.

Nuisances: Any unreasonably loud, disturbing, or unnecessary noise, which causes material distress, discomfort, or injury to persons of ordinary sensibilities in a bus or on any portion of a transit facility, is hereby declared to be a nuisance.  In particular, no person shall engage in the following acts:

1. The playing of any radio, phonograph, musical instrument, portable stereo system or other instrument in such a manner or with such volume which causes material distress, discomfort, or injury to persons of ordinary sensibilities.

   2.
The use of any portable speakers, stationary speakers, or amplifier in such a manner or with such volume or intensity, which causes material distress, discomfort, or injury to persons of ordinary sensibilities.

3.
The use of any drum, or other instrument or device utilized for the purpose of attracting attention by the creation of noise during a performance; the show or sale of merchandise which causes material distress, discomfort, or injury to persons of ordinary sensibilities.

4.
The shouting and crying of peddlers, hawkers, or vendors, which causes material distress, discomfort, or injury to persons of ordinary sensibilities.

Deface Property: No person shall, draw, write, paint, destroy, mark upon, or deface any bus or any portion of a transit facility.

Litter: No person shall dispose of, or allow, or permit the disposal of litter in a bus or on any portion of a transit facility, except in a designated receptacle.  "Litter" includes decay able waste and non-decay able solid waste as more particularly defined in the Texas Health and Safety Code.

Spitting: No person shall spit in or upon any bus or on any portion of a transit

Facility.

Obscene Display or Distribution: No person shall intentionally or knowingly display or distribute an obscene photograph, drawing, or similar visual representation, or other obscene material or recklessly display or distribute such material when a person is present who will be offended or alarmed by the display or distribution.

Sale, Distribution, or Display of Harmful Materials to Minors: No person shall knowingly sell, distribute, or exhibit to a minor, or possess for the purpose of sale, distribution, or exhibition to a minor, any harmful material; nor may a person recklessly display harmful material when a minor is present who will be offended or alarmed by the display; nor may a person hire, employ, or use a minor to do, accomplish, or assist in any of the foregoing acts in any bus or on any portion of a transit facility.  "Harmful Materials" means materials whose dominant theme taken as a whole appeals to the prurient interest of a minor in sex, nudity, or excretions; is patently offensive to prevailing standards in the adult community as a whole with respect to what is suitable for minors; is utterly without redeeming social value for minors.

Roller Skates and Roller Blades: No person using roller skates, skate boards, roller blades, or any means of a coaster, toy vehicle, or similar device shall go upon a bus or on any portion of a transit facility.


Shirts and Shoes: No person shall enter or remain in a bus or on any portion of a transit facility without a shirt or without clothing that covers the upper portion of the body.  No person shall enter or remain in any bus or on any portion of a transit facility without shoes or sandals on both feet.

Articles Permitted on Vehicles:

The following articles may be carried on Authority vehicles providing such articles are not permitted to remain in a location where they will interfere with the entrance, exit, or free use of the aisles by passengers, or with the safe operation of the vehicle:

1. Baggage   - Ordinary hand baggage and packages or articles that can be carried without inconvenience to other passengers. Drivers are not expected to carry packages or other equipment; operate a delivery system; pay bills or run errands.  Passengers must arrange to have a companion to help with their personal needs.  Packages may be held on your lap or stored under the seat.

Demand Responsive Service:  Bags of groceries or other small items are allowed on the vehicle; drivers may assist with loading and unloading groceries and delivery door-to-door for elderly, handicapped, or passengers with limited mobility only.  Caution must be used to avoid back injury and no more than two (2) bags of groceries can be carried out of the vehicle in one trip, or more.  The drivers are not permitted to carry oversize and extra heavy items over _____ pounds.

3. Carriages and strollers - Baby carriages or strollers may be carried only when folded.

4.  Carts - Letter carriers on duty may carry carts on board when folded.  







Personal shopping carts may be carried on board so long as they do not  
lock the aisle; and

5. Walk aids and stand up walkers - Passengers with walk aids will be permitted to board Authority vehicles anytime.  It is preferred that walkers be folded so as not to interfere with the free use of the aisle.

Articles Not Permitted on Vehicles:

The operator should exercise judgment concerning the overall safety of all passengers.  The following items represent potential hazards and may be prohibited:

1. Bicycles.

2. Fishing poles that are not safe (the pole is assembled and/or hooks are attached).

3. Sharp objects or instruments;

4. Gasoline or other hazardous materials (as described in the Commercial Motor Vehicle Law);

5. Explosives.

6. Furniture.

7. Non-folding baby carriages.

8. Large bundles that will obstruct the aisle.

9. Bundles or bags that are leaking.

10. Weapons - No person shall carry on or about his person a firearm, handgun, club, explosive weapon, knife, knuckles, hoax bomb, chemical dispensing device, or dangerous weapon in a bus or on any portion of a transit facility.

(a)
A "club" which is an instrument designed, made, or adapted for the purpose of striking a person, including but not limited to a blackjack, nightstick, or axe.

(b) An "explosive weapon" such as an incendiary bomb, grenade, rocket, or mine that is designed, made, or adapted for the purpose of inflicting serious bodily injury; or for the principal purpose of causing such a loud report as to cause undue public alarm or terror;



(c)
A "firearm" which includes any device designed, made, or 


adapted to expel a projectile through a barrel by using the energy 


generated by an explosion or burning substance or any device 


readily convertible to that use.

(d) A "handgun" which means any firearm that is designed, made, or adapted to be fired with one hand, whether or not such handgun is concealed and carried pursuant to a concealed handgun license.



  (e) A "knife" which means a knife with a blade over five inches long, a hand instrument designed to cut or stab another, a dagger, dirk, stiletto, Bowie knife, sword, or spear.




  (f) "Knuckles" which includes any instrument that consists of fingerings or guards made of a hard substance that is designed, made, or adapted for the purpose of inflicting serious bodily injury by striking a person with a fist enclosed in the device.



(g) Any "chemical dispensing device" (other than a small chemical dispenser sold commercially for personal protection) which is designed, made, or adapted for the purpose of causing an adverse psychological or physiological effect on a human being.



(h) A "hoax bomb" which means a device that reasonably appears to be an explosive or
incendiary device or by its design causes alarm



or reaction of any type by an official of the public safety agency or a voluntary agency organized to deal with emergencies.


11.
Any item that may inconvenience or injure other patrons.


Note:
The operator should always use good judgment in allowing passengers to 


carry large objects aboard the vehicle based on passenger load.

CONCEALED WEAPONS ... Pursuant to Section 30.06, Penal Code  (trespass by holder of license to carry a concealed handgun), a person licensed under Subchapter H, chapter 411, Government Code (concealed handgun law), may not enter the bus or property with a concealed weapon (handgun, illegal knife, club, etc).    CVT will refuse service to person who carries such weapons in buses or property, and a criminal complaint will be filed. Drivers are not to do anything except make a private call to the office so proper authorities may be notified.

PROCEDURES FOR ENFORCEMENT

Policy Statement: It is the policy and intention of the CVT to provide transportation service to members of the public, which is free from conduct detrimental to order and the safety and rights of each passenger of the transit system.

Criminal Prosecutions: In the event of any violation of these rules, which also constitutes a violation of state law or local ordinance involving criminal penalties, the CVT shall assist in the prosecution of such offenses with the appropriate authorities.  In the case of emergencies or continuing criminal conduct, law enforcement officers may be called to a bus or transit facility or scene for the arrest and detention of violators or for the issuance of citations.  Further, arrangements may be made with appropriate prosecuting attorneys for the CVT employee witnessing any such violations to execute formal complaints. 

Refusal of Transportation: Any bus operator may refuse to transport any member of the public who violates these rules established by the CVT.  The operator must contact the Dispatcher at the first opportunity to notify the Dispatcher of such refusal.  A report shall be prepared as necessary describing the violation and the reasons for refusal of transportation.

Refusals of service ... for other reasons listed below:

· When safety is involved; disruptive conduct and carrying a firearm or other weapon (illegal knife, club).

· Passengers demonstrate impaired judgment and pose a potential threat too other (i.e., an uncontrollable person under the influence of drugs or alcohol).

· Need of emergency care and an ambulance is needed.  Illness and other extenuating circumstances are considered before.

· Reason to believe that the rider cannot be loaded or secured into the vehicle without the risk of physical harm to themselves, the driver or others.

· Rider has violated a transit policy, failed to pay   his/her fare, violated a rule, or procedure (i.e., no shows, waiting time).

· Rider has demonstrated abusive and/or violent behavior toward a driver, other riders or the dispatcher/staff or board members.

· Rider has used profanity, derogatory racial statements, or verbally abusive language toward a driver, other riders or the dispatcher/staff or board members.

· Rider request trips at time or to destinations when the transit service is not available.

· Riders with offensive personal hygiene.

· Incontinent passengers without self-restraint of natural discharge (i.e., urine) are to be reported to the dispatcher/supervisor for special handling.

The drivers are to call the dispatcher/ supervisor when he or she has refused service, identifies unsafe conditions, passengers who request a ride but is too ill, lacking in stamina, or other unsafe barriers exist.

Denial of Service: In the event of multiple violations of these rules by any passenger who, after two or more warnings concerning such behavior, fails to conform his or her conduct to the requirements of these rules, the CVT reserves the right to deny service to such person for a period of up to six months.  Any such individual shall receive written notice of the CVT’ s intention to impose a period for denial of service, and such people shall have fifteen days in which to request a hearing under the grievance procedure, which follows.  Failure to request a hearing within the required time shall authorize the CVT to impose the temporary denial of service upon written notice to such individual.

Removal of Passengers: In the event any passenger violates these rules and refuses to conform his or her conduct to the requirements of these rules after notification from the operator, the operator may instruct the passenger to leave the bus.  The operator shall seek assistance from the Dispatcher in the removal of such passengers.  The operator will prepare a report regarding any such incident as required.

Incident reports: are tools that staff members, use to document any "out of ordinary" event or to report any information that needs to be communicated.  Anything qualifies as an "incident,” from a scheduling problem to praising another staff member's performance.  Completed incident reports are to be turned into the supervisor with action to be taken, logged, dated and filed.

Procedures: CVT has established the following procedures to handle no shows, waiting time, and other violations and circumstances:

· First violations, CVT dispatcher or authorized will give the passenger a verbal warning of CVT policies and procedures.

· Second violation, CVT will send a written warning of the violation and the policies and procedures.

· Third violation, CVT will issue a certified letter referencing the violation and refusal of service action, which states CVT transportation has been suspended permanently.

Grievance procedure ... if you have any problems with CVT service, please telephones the CVT office between the hours of 8:00 a.m. and 5:00 p.m. Monday thru Friday.  The telephone number is 979/732-6281 or 1-800-548-1068.

The following grievance procedures have been adopted by the Colorado Valley Transit, Inc. board to provide due process for prompt and equitable resolution of complaints alleging any action prohibited by regulations applicable to participants, beneficiaries, applicants or employees involving service related issues.

STEP ONE:  The complainant initiates action for redress by telephone or in person at the CVT office.  The Assistant Director or his/her representative resolves an informal complaint.  When the informal complaint procedures are unsuccessful or inappropriate, the complaint is forwarded to Executive Director as a written memo.  If the complaint is against the Director, it is given to the Board.

STEP TWO:  The Executive Director will review the complaint and provide the complainant with a decision.  If further appeal is necessary, the complaint may appeal to the Colorado Valley Transit, Inc. board for final resolution.

THOUGHTS CONCERNING REASONABLE ACCOMMODATION

AND JUDICIAL ENFORCEMENT
In general, the intention of the Colorado Valley Transit Authority rules, regulations, procedures, and guidelines concerning the use of the transit system is not to punish passengers for failure to abide by these, but rather, to offer them a reasonable opportunity to comply with these to promote and secure a safe and orderly system where the rights of our ridership and staff are protected.  With this in mind, the following topics will be addressed for clarification:

Intoxication:
Generally, when intoxication is mentioned, the first thing that comes to mind is the use of alcohol.  Intoxication as applied here can also be widened to include the use of other drugs and products, such as paints and aerosols.  The point that must be remembered is we cannot simply claim, say, or tell a person that they are intoxicated.  That is a medical condition, which we are not authorized or equipped to determine.  On the other hand, we can tell a person that they appear to have had too much to drink.  In addition, the key word is "consume.”  Observed consumption of these items would be considered a violation.  Here, in this passage as well as the remainder of this document, our intention is to deal with behavior, not the reason for the behavior.

Glue or Paint: Once again, in general, experience has shown that once persons who are consuming paint or aerosols either on the bus or on transit facilities are requested to leave, they will do so without objecting.  This type of person does not wish to be discovered or apprehended.  Generally, they are addicted to these chemicals and apprehension will not allow them to continue their use.  Of course, if they are not willing to stop consumption, the bus operator must request assistance from the Dispatcher.

Unauthorized Use of Facilities: This rule is meant for those people who have no intention of riding the bus, or who want to remain on CVT property and interact with passengers for more than two hours before they decide to ride the bus.  This is not meant for people who are lost or confused about how to ride the bus and unintentionally remain on CVT property for more than two hours.  Also, the key words are to "have permission or authorization to use transit facilities.”  Some individuals or groups, such as religious groups, have permission to remain on CVT property as long as they are not attempting to force their beliefs upon other people or bother passengers.  Shouting or yelling their beliefs can be construed as bothering passengers.  The intention is to protect passengers from fear or nuisance, and yet to protect all First Amendments rights of the USA Constitution.

Disorderly Conduct: This conduct implies that reasonable public order is not being maintained.  The words "immediate breach of the peace" are also significant.  For example, abusive, indecent, profane, or vulgar language uttered on the bus does not necessarily constitute an immediate breach of the peace.  Consider that many young people, especially some middle school age, talk to one another like that.  A bus full of these passengers emitting vulgar language would not necessarily constitute an immediate breach of the peace.  If there were other passengers present who were obviously offended to the point of anger, then their language would constitute an immediate breach of the peace.

Consider, also, threats to a person in an obviously offensive manner.  Sometimes people say things because they need to release their feelings.  They are all "hot" air and have no real intentions of offensive behavior. (Unless a person is bating you or passengers or has become clearly offensive or aggressive, ignoring this kind of behavior is probably most effective.

The fact that a person or passenger indicates with obscene sign language that you are “number one" does not incite an immediate breach of the peace.  When it is done with anger coupled with aggressive or offensive behavior toward you or a passenger, it could be considered an immediate breach of the peace.

Another example of disorderly conduct would be the display of a firearm or other deadly weapon when the intent is to strike fear into the minds of the observers.  On the other hand, if a passenger was to unintentionally expose a legally concealed handgun and a bus operator was to observe it, this would not necessarily be an act of disorderly conduct.

Obstruction of Passageways: This guideline is meant for those persons who intentionally attempt to prevent other passengers from safely accessing our buses.  It is also meant for those who attempt to prevent the bus from moving, whether in revenue service or not.  It is not intended for those passengers who unintentionally block the isle of the bus with their luggage or possessions.

Nuisances:
Persons, who by their behavior produce such loud noises that they cause distress, discomfort, or injury to persons of ordinary sensibilities on transit property will be considered to have created a nuisance.  Ordinary sensibility best explained here would mean that if one or two persons among many persons are the only ones who object to the sounds, then that would not be considered ordinary sensibility.

Litter.  The intention of this guideline is meant for those people who intentionally deposit litter as defined; who purposely attempt to demonstrate that they are exempt from this transit regulation.  It is not meant for persons who unintentionally or absentmindedly drops or leave items, especially infants and small children.

Spitting:
The intention is for those persons who by spitting are attempting to create an immediate breach of the peace, not for those who absentmindedly do so. 
Obscene Display or Distribution: One of the key words here is "obscene" and how it’s meaning is determined.  The other key words are "intentionally or knowingly display.” Obscene displays are those having a dominant theme taken as a whole, which appeals to the prurient interest in sex, nudity, or excretions, and are patently offensive to prevailing standards in the adult community as a whole.

Roller Skates and Roller Blades: The key word is “using.”  This is not intended for passengers who are carrying these items to be used elsewhere.  Notice that bicycles are exempt the bicycle is considered as an "alternative means of transportation,” and the use of it may some day be encouraged a transit property.  Furthermore, be aware that some disabled persons use coasters for mobility.

 Shirts and Shoes: The guideline is meant for those persons who are not disabled to the point that they cannot wear a shirt or top.  Some disabled or physically challenged people who cannot control their body temperature and tend to overheat must sometimes remove their shirt to safely maintain their body temperature.  When encountering this type of disability, transit employees should request politely that the person put on a top.  If they reply they cannot because of disability, we should respect their wishes whenever public decency will allow us to do so.  The requirement for shoes and dry feet on transit property is intended for safety and health reasons.  

The key passages here are Refusal of Transportation and Removal of Passengers.  Sometimes CVT may find it necessary to deny transportation to a passenger who refuses to abide by the rules, regulations, procedures, or guidelines.  When doing so, bus operators must not argue with passengers.  They should politely inform passengers that their behavior or failure to comply is not acceptable.  If the passengers do not comply, they should be informed that they are expected to comply with the rule or procedure in -question.  If the passengers still do not comply, they should be informed that they could be denied service.  If at this point, they choose not to comply, they should be given a choice, both a negative and a positive choice.  The negative choice is that if they refuse to comply they could be denied service.  The positive choice is that if they select to comply they will be allowed to ride.  They should be given a reasonable opportunity to choose.  If in the end passengers make the wrong choice and refuse to comply, operators should request help from the Dispatcher at the first opportunity.  In these situations, transit employees should never argue with passengers, but always return the responsibility for compliance back to the passengers.  A necessary action in these situations is to document the occurrence.  A proper and complete report must be filed by the bus operator, supervisor, or employees involved. We must have sufficient documentation to deal effectively with these passengers.

When attempting to remove passengers from the bus, operators may request that the passengers leave the bus.  Operators shall seek assistance from the Dispatcher in removal of such passengers as necessary.  Again, a complete and proper report of such incidents is critical.  CVT must have ample documentation if the attempt to control the behavior of such passengers is to be accomplished or the barring of such passengers from riding our buses, when necessary, is to be successful.  A transit supervisor or official will accomplish any notification of long-term denial of service, to passengers.

SAFETY, EQUIPMENT, & OPERATIONAL 

POLICIES AND PROCEDURES

CVT is committed to the safety and well being of all employees.  To insure safety, below is a list of the policies and procedures: 

Child restraint seats ... parents are encouraged to have children under four years and under and/or 40 lbs. transported in their personal car seats.

Seatbelts ... all driver must wear seatbelts.  Passengers are encouraged to wear seatbelts. If clients need assistance with seatbelts, the driver will provide the assistance. 

Wheelchairs ... clients in unconventional wheelchairs that cannot be safely loaded and/or tied down may be transported.  However, we suggest a client transfer.  When questions arise regarding transporting a wheelchair, notify the Dispatcher who will make a home visit if necessary and determine if the client can be transported in the chair.

Lifts ... passengers with mobility problems (walkers) may ride on an ADA approved lift.   The driver should hold wheelchairs while they are on the lift.  Clients should never be left unattended on the lift. Lifts are never left opened or unattended.  

Standees ... people using canes or walkers and other standees with disabilities who do not use wheelchairs but have difficulty using steps (e.g., a person who can walk on a plan without use of mobility aid but cannot raise his or her legs sufficiently to climb bus steps) must also be permitted to use the lift, on request.  To ensure safe boarding and unloading    of standees on accessible equipment the driver must:

1.   
All other patrons will be allowed to get on or off the vehicle before the lift is 
cycled for a standee.

2.  
Standee will be asked if they have ridden a lift before.  If he or she has not, we will explain briefly what to do to get on and off the lift.

3.  
All patrons will be cautioned to remain clear of the lift while it is in operation.

4.  
All patrons will be verbally or physically guided to the standee proper position 
on the lift.  The wheelchair loading-edge barrier will be lowered if necessary, and  "painted feet" shown on the lift that shows where the standee will locate the passenger.

5.  
All standees will be instructed to hold the handrail (s) and to keep his or her head low enough so that it will not strike the vehicle doorframe.

6.
The driver will cycle the lift to "up" position, assist the standee off the lift and into the bus corridor.

7.  
If necessary, standees will be assisted to his or her seat.

8.  
The driver will cycle the lift to "stowed" position.

9.  
A standee who refuses to hold the handrail (s) or who stands on the lift in an unsafe manner will be refused service.

Malfunctions ... should a wheelchair lift malfunction while a passenger is about to be loaded or is already aboard please reassure the passenger by stating the lift has a small problem and you will need to operate it manually.  The outside door must be opened and can be lowered by opening the hydraulic pressure valve and allowing the platform to move into the full down position.  To raise the platform, close hydraulic pressure valve and insert the hydraulic jack handle into the hydraulic jack and jack the platform into the up position.  Close the outside door and lock it securely.

When a malfunction is encountered with the lift, they should be noted on the daily driver vehicle report form turned into the dispatcher/supervisor.

Tie downs ... drivers are responsible for the safe securement of all wheelchairs.

Wheelchairs must be properly secured in a tie-down in the standard way.  No non-standard equipment, tie-down straps, or belts may be used.  Exceptions must have prior written approval.

Emergencies ... drivers are instructed to follow these emergency procedures when necessary:

Mechanical Breakdown:

1. Make certain that the vehicle is out of traffic in a safe place.

2. Stake out the reflectors at the scene as required by law.

3. Radio the office and tell the dispatcher that you have a "Code 10" (vehicle mechanical failure) or flag someone to call the office to report the problem. Notify the office of the number of passengers in the vehicle.

4.
Make certain that the passengers are calm; assure them that help is on the way.

5.
While waiting for assistance, try to determine the cause of the problem.

Accident:

 1.  
Radio and tell the dispatcher that you have a "Code 1"(accident) giving your location and the condition of all passengers on board the vehicle, or try to flag 
someone to call the office for you.  Do not leave the passengers unattended.

 2.  
If immediate danger exists for passengers, evacuate them from your vehicle to a safe location (at least 100 feet away).

 3.  
If your vehicle is movable and you have a non-injury accident, pull it out of 
traffic to a safe location to avoid additional collisions.

 4.  
Check for gas (fuel) leaks.

 e. 
 Call the ambulance and police if applicable and: 

 (1) Obtain the names, addresses, and telephone numbers of all passengers in your vehicle.  Telephone numbers are not on the log sheet.

     
(2) Obtain the names, addresses, and telephone numbers of all witnesses.

(3) Obtain the names, addresses, telephone numbers, information (if applicable) of the driver of the other vehicle involved.

 (4) Obtain the make, model, and license plate number of the other vehicle or vehicles involved.

 (5) Do not make any statements to anyone regarding the fault of the accident.

Medical Emergency - If a passenger shows signs of severe physical problems, the driver will:

 a.  Stop the vehicle in a safe place and put on the emergency flasher.

 b.  Ascertain the problem the best of your ability.

 c.  Notify the dispatcher by radio that you have a "Code 2" (Illness-Client on board 
vehicle) or call the dispatcher by telephone.

 d.  Remain with a passenger until expert help is secured.

 e.  Do not give first aid unless qualified to do so.

If a passenger acting abusive or interfering with other passengers threatens a driver or his or her passengers, ask them to refrain and state if he or she does not you will have to refuse transportation.  If he or she continues notify the dispatcher with a code CVT and your location; proceed to park in a safe location and ask the passenger to get out of the vehicle.  If he or she refuses notify the dispatcher with a code "CVT negative" and proceed to the nearest police or sheriff's station.

OTHER:

Shop mechanical lift ... should not be operated without the assistance of another staff member.

Washing vehicles.... staff should wear safety rubber boots when washing vehicles and exercise caution on wet areas.

Lawn care ... protective eye glasses should be worn when using power equipment, i.e., lawn mowers, weed eaters, and grass edger’s.

Rubber boots ... should be worn when washing vehicles, cutting and edging grass. 

FUELING OPERATIONS ... because fueling operations utilize flexible connections, disconnect fittings with seals; the probability of slight leaks during refueling is high.  Since fueling usually occurs outdoors, the gas has a tendency to rise and dissipate.  Assuring that all fueling connections are secure and fittings are properly locked can reduce the risk of serious leaks.  Eliminating ignition sources in the fueling area can reduce the risk of fire.

Our gas supply system involves on-site fueling at our facility, designated locations, and service stations.  The biggest danger to on-site fueling facilities is damage to the aboveground portions of the facilities by, failure to operate correctly (returning hose to hanger and removing hose from a driveway), a vehicle collision or contact with some other object.  Posts or barriers should be in place to prevent or minimize the chances of such damage.  Should a vehicle be struck or moved during refueling, the hoses are equipped with breakaway fittings.  Some fuel doors have a starter lock out on them and a static ground wire is built into the system to prevent static sparks.

Approved fueling hoses are safe since they are not damaged.  If a hose becomes damaged, it could break.  Such a break may release gas under great pressure and the hose may whip around and cause serious injury.  The next illustration contains some simple rules to avoid damage to fueling hose.

HOW TO AVOID FUEL HOSE DAMAGE

· Never lay the hose on the ground.

· Do not kink the hose.

· Do not drop the hose.

· Do not run over the hose.

· Do not use frayed or damaged hose.

· Report damaged hose and have it replaced.

RECOMMENDED SAFETY RULES FOR FUELING OPERATIONS ARE:

· Eliminate ignition sources.

· No smoking.

· No open flames.

· Do not operate welding or cutting tools in the immediate area.

· Do not use tools that generate sparks.

· Do not operate electrical equipment, which is not approved for use near flammable gases.

· Ensure that fueling connections are secure and fittings are properly locked.

· Do not use damaged or frayed hose.

· Know the location of all shut-off valves.

        

At the dispenser.

        

At the control panel.

        

On the vehicle.

Emergency Management ... policy is to assist with Area Agency on Aging, the Texas Department on Aging, the Federal Emergency Management, local governmental entities which have an interest or role in meeting the needs of the elderly and handicapped in planning for, during, and after natural, civil defense', and/or man​made disasters.

CVT maintains a list of people in the service area to contact before and immediately after a disaster.  In the event all staff will be required to assist in providing transportation as needed and as instructed by the local governmental entities.  The Executive Director is designated as the disaster preparedness officer whose name and telephone numbers have been provided to all applicable entities.  Passenger assisting training will be the basis for transporting passengers.

DAILY DUTIES

AT THE BEGINNING OF THE SHIFT:

1.  
Arrive on time scheduled and clock in.

2.  
Perform your vehicle checklist provided on your log sheet.  Please note any items needing attention on your log sheet.  Notify the office immediately if major problems exist, otherwise complete a mechanical slip at the end of the shift and give it to the dispatcher or mechanic.

3. 
 Do a radio check before leaving the office.
DURING YOUR SHIFT: 

1. 
Radio or telephone the office every fifteen (15) minutes if you have not had prior communications within the time frame stated.  Radio the office when you are leaving the city limits of your respective area or returning into the city limits.

3 
Take a cellular telephone when going outside the tower area.  Call the 1-800-548-1068 upon arrival/departure and when requested.

4. Call the office if you will be late for a pick up of a client.

5.
Observe break times note on log sheet.  If unable to take breaks notify the office immediately.   Failure to get approval will result in no changes to log sheet.

AT THE END OF YOUR SHIFT:

1. 
 Make sure all clients are home or final destinations.

2.  
Turn in your farebox vault to the dispatcher; have revenue counted and 
initialed by yourself and the dispatcher when applicable.

3. 
 Be sure the vehicle is completely full of fuel before checking out.

4. 
 Remove all loose articles from inside the vehicle such as pens, maps, and litter.

5.  
Park the vehicle in the assigned area, turn off the radio, and lock the doors.

6.  
Turn in Log Sheet, cellular telephone if applicable to the Dispatcher /Supervisor.  
Be sure all necessary items are properly filled in on the log sheet, i.e., mileage, trips and so forth. 

7. Complete an incident, accident or appropriate forms.

8.
Clock out promptly.  Failure to do so will become a disciplinary action.
SERVICE STANDARDS & POLICIES

TITLE VI OF THE CIVIL RIGHTS ACT OF 1964

GENERAL REPORTING:

LAW SUITS


COMPLAINTS


PENDING APPLICATIONS


CIVIL RIGHT MONITORS


CIVIL RIGHT ASSURANCES


CONSTRUCTION PROJECTS

SERVICE STANDARDS & POLICIES

TRANSPORTATION POLCIES & PROCEDURES

The service standards were adopted along with or transportation policies, with an annual survey of clients to help measure service.

VEHICLE LOAD

The vehicle load is determined by the ratio of the number of seats on a vehicle to the number of passengers to determine overcrowding or the need for additional vehicles.

LOS checked to see if a route at a particular time is adequate to assure LOS.

VEHICLE ASSIGNMENT

ADA vehicles are assigned to deviated routes with largest seating capacity and amenities according to site demands and cooperation of business.   

Types of service are assigned according to passenger needs, i.e. deviated routes, demand response.


Timing of vehicles is driven by passenger needs and availability.

Other factors are handled case by case.

VEHICLE HEADWAY

Currently not applicable.

DISTRIBUTION OF TRANSIT AMENITIES

Major generators, safety factors, and/or business cooperation, along with funding determines the distribution of amenities.

TRANSIT ACCESS

Deviated routes provide service for individuals able to access the transit service up to three blocks.   All others are provided demand responsive service.

OTHER

Preventive Maintenance is an on going process with documentation on file for all service performed.    This documentation includes breakdowns. 

SERVICE FEATURES

A description of the service is approved by the Board with regard to service changes, and future service needs.

INFORMATION DISSEMINATION

The transit community informed of service changes by posting and distributing on-board information, local newspapers, churches, employment centers, mail, public speaking, and etc.

MINORITY REPRESENTATION

The transit board consists of a minority representation of the overall client service.   The board selects representatives with recommendations from the local community.

MULTILINGUAL FACILITIES

Flyers, signs in buses, are printed in both English and Spanish.   Dispatchers and drivers are bilingual to help assist our transit community.   When applicable Hispanic staff is assigned to special events, i.e. health fairs, job fairs, etc.

COMPLAINTS

The agency has a form for documenting complaints and/or appeals.

Colorado Valley Transit Authority
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