DIAKON LUTHERAN SOCIAL MINISTRIES
PROGRAM OPERATING PROCEDURE                                                       

 Center Point Day Program
Revised-1/31/22
Subject:  Transportation of Students   


Effective Date:   1/31/2022
I. Standard:    To ensure the safety of all staff and students. 
II. Operating Procedure:
A.  AM Transports
· Once a staff member blows the horn announcing their arrival, students have three minutes to enter the vehicle. 
· If a student isn’t present by the 1 minute mark, staff will call and text the student and parent, leave a message stating that they van will be leaving at the 3 minute mark and give them the time of departure. 
· Staff have a 15 minute window to pick up students.  15 minutes prior to pick up time and 15 minute window after time of pick up.  

· If the driver is running late, they notify their supervisor immediately.  

*If a student is not present for pick up, then staff will leave a message for             guardian(s)/parent(s) of the status of their student and that they must  

                        Contact Program Supervisor/Clinical Restorative Practice Coach.
· Covid Screening
a. Take temperature of student before getting on the van

b. Ask if they have symptoms of being ill
c. Ask if they have been around anyone that is positive with Covid

d. Provide a mask and hand sanitizer to student prior to getting on the van
· Staff will ask all students who enter the van if they have contraband and if a student does then staff will follow the contraband policy.
*All medicine a student has must be documented, counted, verified with the student, and then placed in the med lock box prior to leaving.
*Any med issues must be addressed with Program Supervisor immediately.   
· All students will be monitored fastening their seat belts to ensure they are in tact before they can proceed to the next stop. 

· Staff who drove students will escort them to the appropriate check in once at Diakon
B.  PM Transports 
· Students called by their specific run at Diakon and a check-in circle must occur before entering the van.
· When a student is dropped off, staff will observe the student going directly into the building (i.e. home, work, etc)

· Students who do not go into the designated drop off area are considered AWOL and the supervisor will be contacted immediately.
C. Equipment 
· Each driver is responsible to check the vehicle to ensure that there is a medical bag, a med lock box present, student’s contraband, and a full tank of gas.

· In the event of an issue with a student during a trip, the driver will pull safely off the road and not proceed until the situation is resolved.
· Masks & Gloves
· Hand Sanitizer

· Thermometer

· Clorox wipes

· Ice Scrapper

D. Student Expectations:
1. Wear their seatbelt

2. Wear masks at all times

3. Sit in assigned seats 

4. Sit up straight with feet on floor
5. Driver controls radio (positive music only) and temperature 

6. Ride quietly ( no shouting, yelling, or cussing, etc...)
7. Clean out all trash or left-behind items upon arriving at Center Point or any other destination. 
8. CONTRABAND IS PROHIBITED!
9. Refrain from communicating or making hand gestures with other vehicles or people
10. Students are allowed to have to listen to music on phones, but it must be kept at an appropriate volume (not heard by others in the van) 
E. Communication:
1. All staff driving must check in into the Daikon Group Chat (example: good morning run A)

2. All AM absences must be communicated to Diakon Group Chat via text prior to moving to next stop.     

3. It shall be communicated as to why the student did not get onto the van in AM and who the contacted
F. SCM and Emergencies

1. If a physical altercation takes place on the transport, notify local authorities and supervisor immediately  
2. If an accident occurs, notify Program Supervisor and Local Authorities immediately
3. Any student who leaves the van without permission, supervisor should be contacted for further instruction
4. If a maintenance issues occur, such as flat tire, then notify Program Supervisor. 
