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Date Implemented: 1/10/13 
 
Date(s) Updated: 2/7/14, 5/22/14, 1/29/16 
 
Regulation(s) supporting the need for this policy: 10 CCR 2505-10 8.611 
 
 
POLICY: 
All Innovations Employees and Contract Providers who transport consumers will follow the procedures 
below to ensure the safety of the consumers we serve. 
 
PROCEDURE: 
 
Vehicles Owned or Operated by the Agency 
 

1. Insurance Coverage 
a. Imagine!’s CFO monitors the Agency’s fleet of vehicles to ensure that all agency vehicles 

are insured. 
 

2. Safety Equipment and Instructions 
a. All Innovations vehicles contain a “Vehicle Book,” which contains the following 

information: 
i. Imagine! Vehicle Requirements 

ii. Supervision Requirements 
iii. Gas Protocol 
iv. Emergency Information 
v. Accident Reporting 

vi. Community Emergencies 
vii. Vehicle Checklists 

viii. Program-Specific Information 
b. Innovations will ensure that any necessary adaptive equipment (e.g., wheelchair straps) 

is provided for consumers who need such equipment while being transported. 
c. All vehicles used for client transportation will carry, at a minimum, a well-stocked first 

aid kit, emergency procedures, blank Imagine! Accident Reports, and tools for inclement 
weather. 

 
3. System for Safety Inspections and Maintenance 

a. Innovations will ensure that every vehicle has regular safety and maintenance checks 
completed, and that repairs are performed whenever necessary to ensure that 
consumers are safely transported. 

i. Innovations’ Program Managers ensure that maintenance and repair records are 
input into our electronic database, Fleet Commander. 

b. Innovations ensures that all vehicles are kept current with regards to all legal 
requirements, including registration, emissions, and insurance. 
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i. Imagine!’s Transportation Coordinator monitors the registration, emissions and 
insurance information to ensure that they are updated at the required 
frequency.  Innovations Program Managers and Site Supervisors are also 
responsible for ensuring that current registration, and insurance documents are 
kept in each Agency vehicle. 

c. For vehicles owned by Imagine! and leased by a Host Home or Companion Home 
Provider, maintenance and repair costs are shared between Innovations and the 
contract provider depending on what is needed.  The contractor is responsible for 
general preventative maintenance, oil changes, monitoring tire and brake wear, and 
other routine monitoring and maintenance.  Innovations is responsible for engine, 
transmission, drive train and wheelchair lift issues as long as the repair is not the result 
of the contractor’s negligence.  Any other issues, repairs, and/or maintenance are 
negotiated between Innovations and the contractor on a case-by-case basis. The 
provider is responsible for taking the van in for repairs or maintenance and forwarding 
the paperwork to the appropriate Coordinator, who then gives it to the Program 
Manager for reimbursement or payment.  A copy of the paperwork is also given to 
Imagine!’s Transportation Coordinator for record-keeping.  Paperwork files on the vans 
are also kept by the appropriate Coordinator. 

 
4. Emergency Procedures 

a. Innovations Site Supervisors and Host Home Coordinators ensure that each vehicle 
contains a Vehicle Book.  Each vehicle book contains detailed emergency procedures for 
staff and providers. 
 

5. Personnel Qualifications 
a. Employees 

i. All Imagine! employees are required to pass a Motor Vehicle check as part of 
the general hiring process.  The eligibility criteria is set by Imagine!’s insurance 
provider.   

ii. In addition, an annual Motor Vehicle check is completed to ensure that all 
employees remain eligible to drive Imagine! vehicles.   

iii. Employees are required to notify Imagine! Human Resources whenever they 
receive a driving ticket or other infraction that could impact their ability to meet 
Imagine!’s driving criteria. 

iv. In some situations, an employee who is or becomes ineligible to drive may 
continue to work at Innovations, but are clearly informed that they may not 
drive consumers in an Imagine! vehicle. 
 

6. Training 
a. All Innovations staff are required to take a Computer Based Learning module on driving 

safety.  This module covers all of the following topics: 
i. Defensive driving 

ii. Passenger handling 
iii. Vehicle operations 
iv. Vehicle safety checks 
v. Driver emergency 
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vi. Accident procedures 
b. Proof of course completion is available by printing off the individual’s transcript from 

our electronic learning system, SmartView.   
 

7. Use of Aides and Volunteers 
a. Aides 

i. Innovations ensures that consumers have the appropriate number of staff to 
meet their transportation needs.  In certain situations, it may be necessary to 
have an additional staff member besides the driver in the vehicle to protect the 
health and safety of the consumers being transported. 

b. Volunteers 
i. Only Imagine! employees and contractors are permitted to drive Imagine! 

vehicles.  Volunteers may never transport consumers in Imagine! vehicles.   
ii. No task related to vehicle transportation that could directly and negatively 

impact the health and safety of a consumer (e.g., attaching wheelchair straps) 
may be completed by a volunteer unless an employee or contractor checks 
afterwards to ensure the task was completed correctly. 

 
8. Record Keeping 

a. Records of vehicle maintenance and repair are kept electronically in our Fleet 
Commander system.   

i. For Staffed-Sites, the Site Supervisor provides the information to the 
Innovations Administrative Assistant, who then enters the information into 
Fleet Commander. 

ii. For Host Homes, the Contract Provider gives the information to their Host Home 
Coordinator, who provides it to the Imagine! Transportation Coordinator, who 
then enters the information into Fleet Commander. 

b. Transportation Coordinator 
 
Vehicles Not Owned or Operated by the Agency 
 

1. Regarding Contract Providers 
a. As part of both the initial contracting process and as part of the annual contract renewal 

process for Providers, Innovations ensures that the following actions are completed: 
i. The Provider must provide a copy of their current valid Driver’s License and 

automobile insurance, to ensure they meet the personnel qualifications to 
transport individuals. 

ii. A Motor Vehicle check for the provider is completed as part of the initial 
contract process and an additional check is completed annually to ensure the 
individual meets the driving criteria. 

b. Contractors are required to notify their Host Home Coordinator or the Host Home 
Program Manager whenever they receive a driving ticket or other infraction that could 
impact their ability to meet Imagine!’s driving criteria. 

c. Host Home Coordinators will perform a safety review of the Provider’s vehicle each 
quarter as part of their Quality Assurance (QA) review, and will document that review 
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aon the QA form.  This review ensures that the Provider’s vehicle is not hazardous, and 
that the vehicle meets the needs of the individuals being transported in it. 

 
2. Regarding Employees 

a. In general, we instruct employees not to transport consumers in their own vehicle 
unless it is necessary for the functionality of the site and is necessary to meet the overall 
needs of the consumer.  If a particular employee will be transporting consumers in his or 
her own vehicle, he or she will complete the Non-Imagine Vehicle Safety Checklist and 
Acknowledgement (see attached).  This document is an acknowledgement that the 
individual’s vehicle is not hazardous, that the vehicle meets the needs of the consumers 
being transported in it, and that the individual meets the legal requirements of having a 
valid license and adequate insurance coverage. 

b. In addition, Imagine! Human Resources conducts an annual Motor Vehicle check to 
ensure that all employees remain eligible to drive for Imagine! 


