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nated against on the basis of disability. 

Enhancing quality of life by providing 
safe, caring & reliable transportation services.



ransportation is a vital part of life:  without it, people cannot get to jobs, school, child care, 
health care services, or community activities.  Public transportation is especially critical to 
individuals with disabilities and senior citizens who do not or cannot drive.

Since 1971, OATS Transit has been an option for many people in Missouri.  In some of your communities, 
we are one of many options available to people; in others, OATS Transit may be the only transportation 
resource out there.  Whatever the situation, one thing remains the same in all the regions and counties 
we serve:  our driving staff is the key to our success.  Without a staff of trained, professional drivers, we 
could not provide the services so needed by many of the riders we serve.

As you go about your day-to-day duties, I ask that each and every one of you remember that you are 
representing OATS Transit; a company that prides itself on being Safe, Caring and Reliable.  It isn’t 
enough to say these words; we all must strive to embody them.  Perhaps there is no policy of more im-
portance than our Code of Ethics Policy (Chapter 4) which outlines our commitment to maintaining high 
standards, not just in the provision of transportation, but also in honesty and integrity in all our business 
practices.   As an OATS Transit driver, you have a tremendous responsibility for the health and well-being 
of your riders.  

The Driver’s Handbook has been prepared to aid you in this vital position within the OATS Transit or-
ganization. A special orientation session is held by the Regional Office for a new driver at the onset of 
employment. At this session, you and your regional office staff will go through this handbook to acquaint 
you with our company to ensure that your employment starts off correctly. Your work performance will 
be enhanced and your own job satisfaction will increase if you are knowledgeable about your role in the 
organization. You are urged to familiarize yourself with this handbook and to use it as a reference source 
as questions arise. If you cannot find a needed answer or need an interpretation of a policy, contact your 
regional office.

This book contains a great deal of information about your job and our company. We have included infor-
mation which is essential to your job performance in this handbook.  

When policies and procedures in this book change, you will be notified of the changes in the monthly 
employee newsletter, and this handbook will be updated accordingly. Drivers are expected to carefully 
review changes so you are aware of any policy or procedure that may have beenr revised. 

The standards of performance outlined in the handbook are specifically designed to fulfill the require-
ments of the Department of Transportation (DOT); the Federal Transit Administration (FTA); the Federal 
Motor Carrier Safety Regulations (FMCSR); and others with whom we contract to receive funding.   It is 
critical that we fulfill the standards of service expected from our contractors and comply with the laws 
and regulations pertaining to passenger transportation. Please bear this in mind as you go about your 
daily duties.

T

Welcome to OATS Transit!
from Dorothy J. Yeager

Executive Director 



You Are More Than “Just a Driver”!
Below is an excerpt from a letter we received that best illustrates how important OATS Transit 
is to the people who rely on us.  We receive letters like this every day and they almost always 
mention “their” driver.  For many of the people you will be transporting, you aren’t “just a 
driver;” you’re a friend, contact with the outside world, a lifeline.  

“My mother (85) lives with me and has no money.  There is a natural depression that 
follows the death of a spouse after 62 years of marriage.  The doctors prescribed 
pills – I say  ‘remove those awful pills and provide more activities!’ She doesn’t need 
pills anymore.  She now has something to look forward to on a daily basis.  She has 
a reason to get up and get dressed in the morning.  She has a reason to live!

Her routine is wonderful.  Her OATS driver greets her at the door and escorts her to 
the bus.  Then Mom attends the Center and is provided with a healthy, hot meal.  
These programs are preventive medicine!  

In closing, keep up the good work.  You will all be blessed in the end.”
 
Thank you for being a part of our team and agreeing to take on a job with much responsibility.  
I look forward to working with you to fulfill our mission to provide Safe, Caring and Reliable 
transportation to those who would otherwise be without. 

   Dorothy J. Yeager, Executive Director
   OATS, Inc.
   2501 Maguire Blvd, Syite 101, Columbia MO 65201
   573-443-4516   /   888-875-6287
   www.oatstransit.org

Our mission:
Enhancing quality of life by providing 

safe, caring & reliable transportation services.
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Please note OATS Transit is an “at-will” employer.  This handbook is not a contract, express or implied, 
guaranteeing employment for any specific duration.  Although we hope that your employment 
relationship with us will be long-term, either you or OATS Transit may terminate this relationship at 
any time, for any reason, with or without cause or notice.  Please understand that no Regional Director, 
supervisor, manager or representative of OATS Transit, other than the Executive Director, has the 
authority to enter into any agreement with you for employment for any specified period.  



OATS, Incorporated  (dba OATS Transit) is a private, not-for-profit 501c3 corporation in the State of Mis-
souri. We are not a state agency.   OATS Transit provides transportation to the following:

• People of any age who live in rural areas.
• People who receive Medicaid funding and need
 transportation for non-emergency medical
 appointments.
• People who have a Special Agreement with OATS Transit.

How to Contact the Home Office
Drivers should always contact their Regional Director, or Regional Office Staff, if they have questions or 
concerns.   However, if you need to contact the Home Office you may do so in one of the following ways:

Phone:  Mail: Internet:
573-443-4516 2501 Maguire Blvd., Ste. 101 www.oatstransit.org
1-888-875-6287 Columbia, MO  65201 www.facebook.com/oatstransit
  www.twitter.com/oatstransit
  www.youtube.com/oatstransit

History
Organized in 1971 as a transportation cooperative serving eight counties in central Missouri, OATS Transit 
grew rapidly and by 1973 was serving 87 counties in the state.  We provide door-to-door transportation 
service with a fleet of sedans, minivans and minibuses.

OATS Transit provides transportation in accordance with various contracts to medical appointments, 
essential shopping, essential business, employment, Sheltered Workshops, Senior Centers, and 
recreation.  OATS Transit is governed by a volunteer Board of Directors. The Board employs an Executive 
Director who, in turn, hires staff and drivers. 

Home Office:   Columbia

Region Offices:   
• Bridgeton
• Columbia, satellite office in Camdenton 
• Union, satellite office in Festus 
• Sedalia
• Macon, satellite offices Kirksville & Troy
• St. Joseph
• Springfield
• Harrisonville
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Equal Opportunity Employer 
OATS is an Equal Opportunity Employer, Minorities/Women/Veterans/Disabled. 

OATS reaffirms its belief in equal employment opportunity for all employees and applicants for 
employment in all terms and conditions of employment. The Executive Director and Administra-
tive Services Director oversee the Affirmative Action Plan development, modification, imple-
mentation, and reporting requirements and conducts management updates. The EEO Adminis-
trator also analyzes OATS selection process in order to further the principles of equal employ-
ment opportunity.

As part of OATS commitment to this overall process, it will seek to ensure affirmative action 
to provide equality of opportunity in all aspects of employment, and that all personnel activi-
ties, such as the recruitment, selection, training, compensation, benefits, discipline, promotion, 
transfer, lay-off and termination processes remain free of illegal discrimination and harassment 
based upon race, color, religion, sex and national origin. Regular review by OATS helps to ensure 
compliance with this policy.

The policy of OATS is to provide equal employment opportunity to all persons.  Discrimination in 
employment opportunity, wage and/or salary structure, lay offs due to work slow down or shift 
of service needs, recall, discharge, demotion, and/or discipline on the basis of race, sex, color, 
religion, age, national origin (ancestry), disability, or veteran status is prohibited.  This policy 
is affirmatively implemented in a manner to include affected groups in the work force in order 
that the employment pattern will be representative of all citizens of OATS Service Region. 

Participation in employment shall be at least proportionate to the makeup of the population of 
the Missouri service counties of OATS, Inc.  

The Executive Director is responsible for the implementation of this policy and shall report on 
the efforts and results annually, or as needed, to the Board of Directors, United States Equal Em-
ployment Opportunity Commission, and other appropriate agencies.   Dorothy Yeager, Executive 
Director of OATS, designated Kim Wood as the Equal Employment Opportunity Administrator 
(EEO Administrator). Kim Wood oversees the plan development, modification, implementation, 
and reporting requirements. The EEO Administrator also analyzes OATS selection process in 
order to further the principles of equal employment opportunity. The EEO Administrator may be 
contacted by email at hr@oatstransit.org or phone 573-443-4516.

Department heads and supervisors are responsible for implementation of this policy and the 
Affirmative Action Program within their administrative units of responsibility.  All applicants and 
employees shall be expected to be qualified for position of employment and to indicate capabil-
ity of  performing  realistic  job  requirements. Encouragement, information, and appropriate 
on the job orientation and training are to be provided to all new employees to assist them to 
perform their job assignments effectively. 

All aspects of personnel actions including recruitment, hiring, promotion, and training shall 
conform to the policies outlined in this Affirmative Action Plan.  OATS Affirmative Action Plan is 
updated annually and coincides with OATS fiscal year. 
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Visit our website at www.oatstransit.org.

Learn more on Social Media:
Like us at Facebook.com/oatstransit
Follow us at Twitter.com/oatstransit

OATS Transit serves 87 counties in the State of  
Missouri.  Its services are available to all persons 
regardless of age, income, disability, race, gen-
der, religion, or national origin. 
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OATS Transit Funding
Your paperwork is the first step in the funding ladder.  Without it, we cannot bill our funding 
agencies properly and in a timely manner.

1st Step – driver or dispatcher properly codes funding source for each rider.
2nd Step – trip sheets are mailed daily to the Regional Office.
3rd Step – staff enters trip sheet data into the computer.
4th Step – OATS is able to run computer reports and bill the appropriate funding agency for ser-
vices provided.

Accuracy is vitally important!

OATS Transit contracts with a wide variety of agencies and organizations to pay all or part of 
the cost for transportation service.  Some of the larger agencies with whom we contract with 
includes: 
• Area Agencies on Aging to provide services for people age 60 and older and people with dis-

abilities age 18 and older (not all regions have AAA funding)
• Missouri Department of Transportation, who administers Federal Transit Administration Sec-

tion 5311 funding for rural general public services.
• The broker selected by the  Missouri Division of Medical Services to manage the non-emer-

gency medical transportation program for  Medicaid recipients.
• Senate Bill 40 Boards, Sheltered Workshops, Senior Tax 351 Boards and Department of Men-

tal Health for services to people who are developmentally disabled.

Detailed information on passengers and trips is required by all these agencies and is the first 
step on a ladder that finally leads to the proper agency being billed for a person’s ride.   

Rider Donations:   While some routes have a set fare, many do not and are subsidized by vari-
ous funding grants. To help stretch these limited dollars, our riders on these routes are encour-
aged to make a contribution to provide a portion of the cost of each trip they make.  These 
contributions help expand service availability within the rider’s service region.  Contribution 
suggestion posters are displayed prominently on some of our buses.  

Funding for Vehicles:     New vehicles are acquired through grants from the Federal Transit 
Administration and administered through the Missouri Department of Transportation.  Federal 
funds provide for a substantial portion of the cost of each vehicle.  However, local “bus match” 
funds are required, some of which are raised by volunteers.  Some drivers provide assistance to 
volunteers with fundraising activities in coordination with their Regional Director.  Many OATS 
Transit drivers have proven quite effective in getting donations for bus match from local busi-
nesses, doctors, etc., by virtue of bringing customers and patients to facilities throughout the 
year.  Fundraising for bus match is ongoing and driver support  to assist volunteers in this effort 
is needed and encouraged.  
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Special City/County Routes Operated by OATS Transit

As a leader in the field of community transportation, OATS Transit is often called upon by communities 
to assist them in the management and implementation of their transportation program.  Below is a brief 
listing of just some of the special city/county contracts we have throughout Missouri.

· Kirk-Tran, Kirksville
· The Bus,  Sedalia
· JC Transit & JeffCo Express, Jefferson County
· The LINC, Lincoln County
· Magic City Express, Moberly
· Ride KC, Lees Summit
· Old Drum, Warrensburg
· Tri-County Transit, Lake of the Ozarks

Community Relations

The driver’s role in the OATS Transit organization goes far beyond the daily job of transporting our riders 
to and from their destination.  The driver acts as an official representative of our company to the local 
riders, businesses, government and community leaders.  For many, the driver may be the only employee 
of OATS Transit they meet.  For this reason, it is very important that the driver be well informed on the 
workings of our company and be able to  deal diplomatically with questions from the community. Other 
functions the driver serves are to keep abreast of possible local sources of donations and be on good 
terms with local vendors of services, such as vehicle repair and maintenance stations.  OATS Transit's 
most visible and effective “marketing” tool is our vehicles.  The vehicles are seen by hundreds of people 
each day.  It is important it be kept clean; it be observed being driven in a safe manner, respectful of 
other drivers; and that its passengers are observed being treated with care.

Working with Fellow Employees and 
Volunteers

As a driver, you will work with a variety of people 
depending on your route and assignment.  Below 
is a listing of individuals drivers most often coordi-
nate their activities with.  Your Regional Director 
will let you know who on this list you coordinate 
with and if there are people not on this list with 
whom you will have to work.

1. Regional Directors:  The driver’s immediate supervisor is the Regional Director and all drivers report 
to their Regional Director who, in turn, reports to the Executive Director.  The duties of a Regional 
Director include:

• Coordinates and directs vehicle use.
• Supervises and evaluates the performance of drivers and region office staff.
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• Serves as the first step in the Formal Grievance Procedure in the resolution of rider complaints.
• Coordinates and approves special agreement services.
• Enforces safety rules and regulations. 
• Disseminates information.
• Establishes and authorizes load requirements. 
• Approves schedules. 
• Directs vehicle maintenance. 
• Directs implementation of drivers’ training and safety policy and procedures. 
• Responsible for assuring region operates within budget guidelines & on at least a “break-even” basis.
• Responsible for assuring needed bus match is raised.

Any issues you might have about employment, pay, schedule, riders, etc. are to be brought to the atten-
tion of your Regional Director.   

On occasion a driver will be called upon by their Regional Director to assist in a neighboring area in an 
emergency or other situation in which a bus or an additional drivers are needed.  These requests should 
be cleared between the Regional Directors first and then communicated to the driver.  In some instances, 
this may not be possible if the emergency occurs on a weekend or evening and one Regional Director is 
unavailable.  An OATS  Transit driver is to assist another Regional Director in any manner possible, as long 
as it does not conflict with any previously scheduled trips they may have.

2. Volunteer County Committees:   In some counties that OATS Transit serves, there is a group of 
volunteers organized into county committees.  Not every county has a committee. Some drivers will 
interact with these committees, while other drivers may have little to no interaction with volunteers.   
The driver’s main area of coordination with the county volunteer committee is advocating for public 
transportation, promoting OATS Transit in the community, encouraging ridership, and raising bus 
match funds. These committees hold regular meetings and help increase ridership in their county. By 
participating in this meeting, the driver is assured that the schedules will reflect the needs of our rid-
ers in the region the bus serves.  

3. Other Drivers:   Occasionally a driver may be 
called upon by another driver for assistance if 
there is an accident or a vehicle breakdown.  
Often drivers pick up passengers from  an-
other county if they are going to the same 
destination  on the same day.  This coordina-
tion aids both the drivers  and the riders; the 
first driver has increased the  passenger load 
and bus revenue, and the second driver is  free 
to make another trip, accommodating other 
transportation needs.  Drivers will receive in-
structions from their regional office when such 
coordinated service is scheduled.  However, 
each driver  should be on the alert  for ways to 
coordinate their activities whenever greater 
economy and efficiency can be achieved and 
work with  their regional office to accomplish 
them.
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Suggestions

Employees of OATS Transit are encouraged to make written suggestions and recommendations to their 
Regional Director and/or supervisor as to how their route or the overall operation of OATS Transit can 
be improved.  Drivers have daily contact with the people served.  As a driver, you will be able to provide 
insight into riders’ circumstances and ways that OATS Transit can improve to best meet riders’ needs.  A 
“Speak Up” form is available from your Regional office and employees are encouraged to “speak up” at 
any time.  Careful review and consideration will be given to all suggestions received.

Stump Speech

As a Driver, you’ll get asked this question many times.  To help you, we’ve developed this “stump speech” 
for you to memorize and tell people when asked “What is OATS Transit ?” or “What does OATS stand 
for?”

“OATS is a non-profit transportation provider that has been in business 
since 1971. We operate in 87 of Missouri’s 114 counties with a fleet of 
more than 800 vehicles. We provide more than 1.4 million one-way trips 
annually.  OATS Transit services are prioritized for the rural general public, 
seniors, and persons with disabilities. We contract with a number of 
agencies to help pay for transportation to work, medical appointments, 
grocery stores, education, and senior centers.  Simply put, OATS Stands for 
Operating Above the Standard. If you need additional information, please 
contact my regional office or call 888-875-6287”

Public Internet & Social Media Sites:      
www.oatstransit.org   
Be sure to refer riders and the general pubic to our website,  where they can find bus schedules listed by 
county, current news, job openings and contact information for each county we serve.

We are also on several social media sites that you can refer people to who have questions about us or 
want to stay up-to-date about current events: 

• www.Facebook.com/oatstransit  
• www.Twitter.com/oatstransit
• www.Youtube.com

Employee Only Sites: See Technology/IT Chapter for instructions
Payroll Website:   employees.oatstransit.org/selfservice       
This is where you will find your pay stubs, and a link to the monthly employee newsletter.  

Uniform Shirt Website:   shopimagesolutions.com/oats   
This is where you can order uniform shirts and jackets.  

Employee Website:  OATS Transit has an employee only website where you can obtain general policy 
information, benefit forms and most commonly used forms. Go online to www.oatstransit.org. In the 
bottom center, you will see "Click Here for Employee Login”. In the Guest Area you will enter the pass-
word  "quinnie" and click the go button to enter the site. If you’re looking for forms or benefit informa-
tion make sure you check here first before calling the office as the information is available online 24/7 
and will save you a phone call.  
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Chapter Highlights:
• Training for a driver is ongoing.
• Attendance at driver meetings is mandatory.
• D.O.T. medical exams are required every two years or more frequently if a doctor mandates.
• If you leave our employ during your new hire probationary period, the cost of the medical exam (up 

to $75) and the cost of the fingerprint background check (up to $50) will be deducted from your final 
paycheck. If those deductions would put you below minimum wage, then you will receive a bill from 
OATS Transit to reimburse these costs.

• A license record check is run prior to employment and twice each year throughout employment.
• Meeting minimum qualifications to be an OATS Transit driver – including skills, training, medical 

exams – is required throughout your employment.

Our most important asset: our drivers!
A driver is the most important position with our company.  Without a solid driving team our company 
would be unable to fulfill its mission.  Drivers are hired at a set rate of pay per hour and are paid accord-
ing to the number of hours actually worked.  A driver operates an OATS Transit vehicle to transport our 
passengers to predetermined destinations safely, promptly and courteously.  Drivers report directly to 
the Regional Director and coordinate all activities with the Regional Director (or his or her designee).  

Driver Responsibilities:
• The driver is responsible for the condition of the assigned vehicle and  equipment.
• The driver promotes OATS Transit, encourages ridership, recruits volunteers, and seeks donations. 
• Equally important to actual driving duties is the driver’s sincere understanding of the 
 psychological and physical  needs of our passengers and those with disabilities. 
• It is important to have a thorough working knowledge of the Driver’s Handbook.
• Carry your valid Drivers License, Medical Examiner’s Certificate and Certification of Road    
 Test Card with you at all times. Not carrying these while driving for OATS Transit is a serious offense   
 and can affect your employment.

Driver Duties:
1. Daily safety and pre and post-trip maintenance inspections of vehicle.
2.  Perform minor maintenance (e.g., bus washing).
3.  Report maintenance problems to the designated person in your regional office.
4.  Report accidents and breakdowns to the Regional Director immediately.
5.  Comply with all vehicle operation rules and regulations.
6.  Complete required paperwork in a timely manner.
7. Attend training meetings and, where appropriate, county support committee meetings.
8.  Relate positively to all passengers.
9. Your biggest responsibility is to drive in a manner that adheres to the saying on the bus:  
 Safe, Caring and Reliable.

Chapter 2Chapter 2
Driver Job Description & Training



Driver’s Handbook 2-2

Qualifications:
1.  Take and pass U. S. Department of Transportation physical and drug screen.
2.  Take a U. S. Department of Transportation road test.
3.  Have a Chauffeur’s License (Class E or Commercial Drivers License) with no more than four (4) points   
 assessed. Drivers are not allowed more than one license.
4.  Have knowledge of basic vehicle mechanics.
5.  Be a minimum of 25 years of age and be eligible for bonding.
6. Understand they will be subject to drug & alcohol testing randomly throughout employment.
7.  You must have the following skills:  safe driving habits; able to display sound judgment and have 
 acceptable oral and written communication skills.

Physical Demands:
1.  Sitting on a daily basis for many hours at a time.
2.  Walking on a daily basis to and from the door of the pick-up point and destination, and assisting   
 passengers.
3.  Standing on a daily basis.
4.  Bending/stooping on a daily basis while lifting packages, assisting passengers, doing the vehicle   
 maintenance inspection, etc.
5.  Climbing on a daily basis while getting on and off the bus.
6.  Kneeling/crawling while performing minor maintenance, and pre/post trip daily inspections.
7. Pushing/pulling varies, could be daily, esp. if driving a lift or ramp-equipped vehicle.
8. Lifting/carrying packages, groceries, luggage, etc. is performed daily; can include 20-50 lbs. 
9. Drivers must also manage riders in wheelchairs and other mobility devices. This entails   

negotiating single steps or curbs, positioning a wheelchair on the lift platform, maneuvering a 
 wheelchair inside the vehicle and securing a wheelchair with the tiedown system. All drivers receive 

training on wheelchair management & are encouraged to know their limits. If faced with a wheel-
chair rider you cannot safely handle, drivers should contact their Regional Director immediately.  

 See complete wheelchair policy and procedures.

CDL Drivers
 A “CDL” is a Commercial Drivers License. It meets certain “standards” that are the same for every state. 
It differs from the Missouri “operator’s” or “chauffeur’s” licenses and it is
required by law if you drive a vehicle with a manufacturer’s gross vehicle weight rating (GVWR)
of more than 26,000 lbs. or a vehicle used to carry 15 or more passengers (excluding the
driver). Because OATS Transit has some of these larger vehicles in its fleet, we have a need for CDL
drivers. OATS Transit drivers are only classified as a CDL Driver if they are routinely
assigned to drive a qualified vehicle. Maintaining a CDL license requires more testing; therefore,
the pay scale for these drivers is higher. We have some drivers who have a CDL license but
are assigned a smaller vehicle. These drivers are only paid at a higher rate when driving a CDL
vehicle. When driving their regular vehicle, they are paid at the normal driver scale. CDL &
FMCSR drivers are NOT to cross state lines when driving a larger vehicle.

Any person applying for, or renewing a CDL, must certify to the Department of Revenue
that as an OATS Transit driver you need to be classified as Non-excepted interstate (NI). (Operates or
expects to operate in interstate commerce, and is subject to and meets the qualification
requirements under 49 CFR Part 391 and is required to obtain a medical examiner’s certificate
by 49 CFR 391.45.) When you go to the License Bureau, and if you have a CDL, you will
need to tell them you drive 15+ passenger vehicles which correspond to your CDL license
designation. CDL holders who certify as non-excepted interstate must provide a copy of their
medical examiner’s certificate to the license office prior to the issuance, renewal, upgrade or
replacement of a CDL.

CDL drivers are NOT to cross state lines when driving a larger vehicle.
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CDL Policy
Some OATS Transit minibuses require the driver to hold a Commercial Drivers License (CDL A, B or C) with 
a Passenger Endorsement. OATS Transit vehicles that require this class of license are those that carry 16 
or more people (including driver). This applies to those areas that have the need for CDL drivers and/or 
have openings for CDL drivers.

 The terms Class A, B, and C refers to the type of vehicle a driver may operate: 
• CLASS A: allows a driver to operate vehicles which tow trailers or other vehicles with a GVWR over 

10,000 pounds when the combined GVWR is over 26,000 pounds. A Class "A" license also allows a 
driver to operate Class B and C vehicles. Applicable endorsements are required.  

• CLASS B: allows a driver to operate single vehicles with a GVWR of 26,001 lbs or more OR a gross  
combination weight rating (GCWR) of 26,001 lbs. or more, towing trailers/vehicles rated at 10,000 
pounds GVWR or less. A Class "B" license also allows a driver to operate Class C vehicles. Applicable 
endorsements are required.  

• CLASS C:  allows a driver to operate vehicles under 26,001 lbs. GVWR; that are designed to transport  
16 or more persons including the driver; or that carry 15 or less people (including the driver) trans-
porting children to or from school and home regularly for compensation, or carry hazardous materi-
als in amounts requiring placard. Applicable endorsements are required. 

Initial CDL Permit/License: Existing employee with a valid CDL license:  OATS Transit will provide neces-
sary training to assist current employees in adding Passenger Endorsement. Drivers who want to add the 
Passenger Endorsement necessary to meet re-classification requirements of a D4 or D5 (drivers who are 
routinely assigned a mini-bus), must apply for a CDL instruction (temporary) permit through the Missouri 
Department of Revenue, or adjoining state where license is helpd, after passing the appropriate (Passen-
ger) written examination.  Drivers will be responsible for paying the license fees themselves; OATS Transit 
will only assist with training needs. 

New or existing employees with a valid Class E driver license:  OATS Transit will provide necessary 
training to assist current employees in upgrading to a CDL License. Drivers can be re-classified to a D4 or 
D5 position (if there is a position available) and if they agree to the following:  1) Must pass the general 
knowledge and passenger written examinations, and 2) Must apply for a Class B instruction (temporary) 
permit with a Passenger endorsement through the Missouri Department of Revenue, or adjoining state 
where license is held. 

Drivers will be responsible for paying the license fees themselves; OATS Transit will only assist with train-
ing needs.

After a driver has obtained a CDL Permit with a Passenger Endorsement, OATS Transit will provide the 
mandatory behind the wheel training requirements necessary to obtain the Class A, B or C license with a 
Passenger Endorsement. The driver-trainee may only operate an OATS Transit CDL vehicle when accom-
panied by an OATS Transit employee who is fully licensed to operate that type of vehicle.  The permit 
also restricts the driver-trainee from transporting passengers when operating a commercial motor 
vehicle; the P restriction will be removed after successfully passing all CDL skills examinations.  After the 
driver-trainee has successfully completed all training requirements, we will schedule, accompany and 
provide an OATS Transit commercial vehicle to the CDL testing site.  

Temporary Assignment to a CDL Route: Some drivers maintain the appropriate CDL License with passen-
ger endorsement, and serve as relief or back up drivers, for the drivers classified above.  These drivers 
are not re-classified, however they may receive additional pay per hour when they drive a 16 or more 
passenger mini-bus.  Those hours are to be noted on a the time sheet with “CDL” written clearly next to 
each day, prior to sending in to the Home Office for processing.  If a driver is no longer assigned a mini-
bus that requires a CDL they are re-classified to a D2 or D3, and their wage adjusted accordingly. 
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Chapter 2 Driver Job Description & Training

Pay During Training:  Existing drivers will be paid for the training time when they are with an OATS 
Transit trainer and vehicle. Drivers will not be paid for time to take the written test, or to study for the 
written test.

Severance of Employment:  If the driver’s employment with OATS Transit is severed for any reason with-
in (1) one year of obtaining a CDL license after going through OATS CDL training program, the employee 
will be required to reimburse OATS Transit the cost of the training fees, which is $500. Employee agrees 
to reimburse OATS Transit within thirty (30) days of termination. 

Vehicle Assignment & Location
OATS Transit receives most of its vehicles through grants from the Federal Transit Administration admin-
istered by the MO Department of Transportation.  These federal grants provide 80% of the cost of the 
vehicles.  This means that the vehicles really don’t belong to OATS Transit - they are federal equipment 
and as such we have a legal obligation to assure they are maintained and used appropriately.  OATS 
Transit vehicles are NEVER to be used for personal reasons or driven by anyone other than authorized 
company personnel.  Violation of either of these policies is grounds for dismissal. OATS Transit will make 
the decision on vehicle assignment and location with a goal of placing the vehicle where it will be used 
most efficiently and cost effectively.  As a driver, you may be assigned a vehicle to be kept at your home 
for mutual convenience - especially in rural areas.  As tempting as it may be to run personal errands in 
the OATS Transit van on your way home, or to jump in and run a quick errand on the weekend - know 
that doing so will put your job at risk!  In those towns where OATS Transit has a facility large enough to 
house the local fleet in a secure location, the vehicles may be parked there.
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Driver Training
The following defines required training for all drivers and the time limits to accomplish the specified 
training.  This training is provided at no cost to the employee.

As part of orientation (one time only):
• A.C.C.E.S.S Matters- A.D.A. Sensitivity 
• Defensive Driving Course Self-Study Program
• Braun and Ricon Wheelchair Lift Operations
• Sure-Lok Safe and Secure
• Driver Daily Log (if applicable)
• Pre/Post Trip Vehicle Inspections

As part of orientation (and every year thereafter):
• Bloodborne Pathogens and First Aid (video) (No new driver is to be assigned to a Dept. of Mental 

Health route until they’ve had the initial First Aid training.)
• Evacuation Procedures 
• Rider Confidentiality
• Sexual Harassment
• Wheelchair and Passenger Assistance
• Child Restraints
• Backing Safely 
• Abuse and Neglect
• Non-Emergency Medical Transportation which includes (Compliance & Ethics Plan and Code of 

Conduct; Fraud, Waste & Abuse; General Compliance; HIPPA Privacy & Security; Health, Safety & 
Welfare; AND Cultural Competency Education.

As part of orientation (and every two years thereafter):
• Alcohol and Drug Testing

Within first year of employment (one time only):
• CPR and Heimlich Maneuver (Drivers assigned a Dept of Mental Health route shall have this training 

once every 2 years following their initial training.)

Within first year of employment (every 2 years thereafter):
• Defensive Driving

Additional Training for Productive Living Board (East Region) Drivers:
• As part of Orientation: Productive Living Board Training (Human Rights, Incident Reporting, Policies 

and Procedures, Accidents and Breakdowns)
• Every Two years: CPR and Heimlich Maneuver  

Drivers for some contract service have more training requirements, which will be discussed at time of 
hiring.
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If a driver misses a scheduled training, the Regional Director will determine if the absence is excused or 
unexcused. In the case of an excused absence, a makeup date must be established. Unexcused absences 
may result in disciplinary action. Failure or inability to complete required training may result in dismissal. 
Drivers who do not meet the training requirements will be suspended by the Executive Director pending 
completion of needed training. Extensions to these training schedules are not allowed for new drivers. 
Extensions may be granted for re-training only upon specific written request from the Regional Director 
to the Executive Director prior to the deadline.

Driver Meeting Attendance
Driver meetings are held at least three times per year. Attendance at these meetings is mandatory for 
drivers. The meetings provide an opportunity for the Regional Director to conduct training and dissemi-
nate information. It is up to the Regional Director’s discretion whether to classify absences as “excused”; 
however, any and all drivers who are granted “excused” status must receive all training provided at 
the driver meeting or driver training session by the Regional Director or, in case of training, authorized 
trainer (one-on-one) within one month of the date of the driver meeting. Written documentation of such 
training within the specified time frame is to be provided to the Executive Director.  

Unexcused absences are unacceptable and are to be treated as serious infractions of OATS Transit rules. 
The following staged disciplinary action is to apply:
• First Instance - Written warning that further unexcused absences will not be tolerated. 
• Second Instance - Suspend driver pending required proof that the absence was necessary. 
• Third Instance - Regional Director suspends, recommends termination to Executive Director.

In each of the above instances, if the driver is retained, the Regional Director is required to provide one-
on-one review of meeting agenda items and/or training with necessary written documentation within 
the one month time frame of the date of the meeting as established above.

Home Office staff will check to determine whether non-attendance at a meeting where training  was 
provided puts a driver out of compliance with training requirements. Regional Directors may need to 
send a driver to another region to get the required training, or the driver will be suspended when the 
time arrives he/she is out of compliance. Drivers out of compliance with training requirements are not 
eligible to drive until an extension has been approved by the Executive Director or until training has been 
accomplished. Only re-training is eligible for approval of an extension and such extension requests must 
be specifically directed to the Executive Director by the Regional Director.

Bonding Potential and Background Checks
All OATS Transit employees must be eligible for bonding upon hire and throughout the course of their 
employment with OATS Transit. Background and record checks are conducted prior to being hired by 
OATS Transit, and throughout the course of an individual’s employment, as follows:

Driving Record: Applicants for Driver or Regional Director positions shall have their driving record check 
conducted in accordance with Federal Motor Carrier Safety Regulations (§391.23) as part of the applica-
tion process. These checks are conducted through the Missouri Department of Revenue. An individual 
with more than four (4) points on their driving record is ineligible to be employed as an OATS Transit 
driver.  Office staff members cannot drive the staff vehicle if they have more than four (4) points on their 
driving record.
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Maintaining four or less points on their driving record is a requirement for continued employment with 
OATS Transit. To assure all staff who drive OATS Transit vehicles are in compliance with this policy, OATS 
Transit will conduct driving record checks as needed throughout the course of an individual’s employ-
ment but no less often than at hire, in July and in December.

D.O.T. Employment Verification:  The U.S. Department of Transportation requires a reference check be 
obtained from all previous employers during the previous three years for driver applicants; ten years if 
an applicant is applying for a CDL position.  If any of those previous employers were also D.O.T. employ-
ers, then they are required to provide drug and alcohol test results in accordance with D.O.T. 49 CFR Part 
40 and accident information in accordance with Federal Motor Carrier Safety Regulations (§391.23).

Semi-Annual Review of Violations: All OATS Transit drivers, staff required to maintain driver status, and 
Regional Directors shall undergo an Semi-Annual Review of Violations which includes a check of their 
driving record through the Missouri Department of Revenue. This is in accordance with Federal Motor 
Carrier Safety Regulations (§391.25). As part of this process, each driver and Regional Director will be 
required to furnish a list of all violations of motor vehicle traffic laws and ordinances of which the em-
ployee has been convicted or forfeited bond or collateral during the preceding 12 months.

E-Verify:  Section 285.530, RSMo prohibits employment of unauthorized aliens and requires all employ-
ers who receive state funding to enroll in a federal work authorization program operated by the United 
States Department of Homeland Security (DHS) to verify information of newly hired employees.  If the 
Government cannot confirm that an individual is authorized to work, OATS Transit is required to provide 
the individual written instructions and an opportunity to contact Social Security Administration and/or 
DHS before taking adverse action against the individual, including terminating their employment.  

Credit Record Check: Applicants for Management, Administrative and fiscal positions shall complete the 
appropriate release of information form and a Consumer Credit Record Check shall be completed in ac-
cordance with the federal Fair Credit Reporting Act (FCRA).  

Criminal Background Check:  After an offer of employment has been made, but prior to the employee’s 
first day of work, a fingerprint-based criminal background check will be conducted through the MO State 
Highway Patrol.  The applicant will be given an opportunity to review the criminal background check 
results and submit an explanation. If any applicant is found to have falsified any information regarding 
conviction history, the applicant will not be considered for employment. 

Family Care Safety Registry (FCSR): After an offer of employment has been made, employees are re-
quired to register with the Family Care Safety Registry (FCSR) which is maintained by the Missouri De-
partment of Health and Senior Services (DHSS). DHSS conducts the following background checks as part 
of the registration process:

• State criminal background checks conducted by the Missouri State Highway Patrol;
• Child abuse/neglect records, maintained by the Division of Family Services;
• The Employee Disqualification List, maintained by the Division of Aging;
• Child-care facility licensing records, maintained by the Department of Health;
• Foster parent, residential care facility, and child placing agency licensing records, maintained by Divi-

sion of Family Services; and residential living facility and nursing home licensing records, maintained 
by the Division of Aging.

• Sex Offender’s List
• E-Verify to verify U.S. citizenship
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These checks are run annually throughout the course of an individual’s employment. Each year, OATS 
Transit submits a listing of all employees to DHSS to run the background checks listed above. These annu-
al background checks are generally done in the summer. Copies of the results of the background checks 
are sent to both OATS Transit Home Office and the employee.  The letter you receive stating “there is no 
record on file” can be confusing to some. What it means is there is no criminal or abuse record on file - 
so this is a good thing when it says this.  If there is a record on file, OATS Transit will follow up with the 
employee.  The employee has an opportunity to appeal the results with DHSS.

You can find out more about these background checks at:  www.dhss.mo.gov/FCSR.

Should a background check conducted at anytime during an individual’s employment with OATS Tran-
sit reveal a criminal conviction or an incident which demonstrates a propensity for abuse/neglect that 
might carry over into an employee’s behavior towards OATS Transit clients, OATS Transit will evaluate the 
information received to determine if the background check results would exclude the individual from 
continued employment with OATS Transit.  In the case of criminal convictions, relevant statutes and OATS 
Transit contractual requirements will be used as a guide for making the determination; however, the 
list of criminal offenses applicable to Sections 660.317 and 630.170, RSMo is not all-inclusive and other 
unlisted convictions could be considered in making employment decisions.

The complete list of disqualifying felony offenses can be found in the Missouri Revised Statute sections 
referenced above or will be provided by OATS Transit upon request. Should an employee be notified they 
are disqualified, the applicable statute will be cited.

The employee shall be given an opportunity to review the record check results and offer an explanation, 
which will also be taken into consideration – along with contractual requirements and length of time 
since the conviction –  in the determination. No person shall be employed by OATS Transit who is listed 
on the Employee Disqualification List maintained by DHSS or on the Sex Offenders List maintained by the 
MO Highway Patrol. Copies of the results of all background checks are maintained in a secure file sepa-
rate from the employee’s personnel file, and are kept confidential.

Reporting Change in Driving Status
OATS Transit drivers must report any change in driving status immediately via a phone call to the Re-
gional Director followed up with the submission of an Incident Report. This includes all traffic convic-
tions, either while driving an OATS Transit vehicle or in a personal vehicle; suspended, revoked or expired 
commercial driver’s license; or any other situation that may affect their legal or physical ability to drive 
for OATS Transit. An individual cannot be hired as a driver if they have been convicted of driving while 
intoxicated or under the influence of a controlled substance or have had their commercial driver’s li-
cense revoked within three years prior to the application date. If a driver becomes ineligible for bonding, 
it must be reported to the Regional Director.  Failure to immediately report to the Regional Director any 
change in driving status may be grounds for dismissal. A driver’s Division of Motor Vehicle driving record 
is checked twice each year to assure it does not exceed the 4.0 point assessment maximum established 
by OATS Transit. If it is determined that during the course of the past year the driver was assessed points 
against their driver’s license which they failed to report, they are subject to dismissal.

Your Personal Insurance Could Affect Your Driving Status!
Missouri law states that everyone must carry proof of insurance in your vehicle.  There are two ways you 
could be asked by authorities to show proof of insurance:

1) You are stopped for a traffic violation or involved in an accident.
2) You are sampled by the Dept. of Revenue (the state will send out Insurance Verification Notices to a 
random sample of people who appear on a list showing them as having a lapse in coverage.)

Failure to show proof of insurance will result in your driving privileges being suspended. This will make 
you ineligible to drive for OATS Transit if you do not have a current, active and valid drivers license!
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Be sure you are obeying the law in your personal vehicle too, and that you are carrying the appropri-
ate liability insurance with you while driving.  If your drivers license is suspended, you must notify your 
Regional Director immediately and report change in status

Think no one’s watching or paying attention to your driving?  

Think again!  Not only are you driving around in a ve-
hicle with the OATS Transit logo and 800# emblazoned 
on it (believe us-people do call when they see you driv-
ing poorly!); but, now we live in a society with cameras 
everywhere.
  
OATS Transit takes very seriously tickets resulting from 
driver’s failure to follow traffic laws, including running 
red lights and speeding. Upon notification one of our 
vehicles was in violation of any traffic law, home office 
staff will determine who was driving the vehicle on the 
date and at the time of the violation.

Although running a red light doesn’t result in points on your personal license, it does result in a ticket 
which you will be responsible to pay!  It will also have an impact on your OATS Transit safety record and 
your ability to receive raises, bonuses, etc. Home Office will notify the affected driver via their Regional 
Director, and the Regional Director will follow this staged discipline: First ticket: written warning; Second 
ticket: 3 day suspension followed by 120 day probation; Third ticket: recommended termination. 

The driver is solely responsible for any fines attached to the violation and is expected to take care of the 
fine per notification deadline.  Driver will be immediately suspended following notification of OATS for 
non-payment of related fines by defined deadline.  Suspension will continue until proof of payment is in 
the regional director’s hands. Violations will disqualify the driver from one quarter safety bonus and an 
automatic unsatisfactory rating in safety category for evaluation purposes. 

Required Reading

Drivers are required to read the following documents: Driver’s Handbook; the quarterly Wheel publica-
tion; and the monthly Bus Buzz employee newsletter. If topics aren’t addressed in the handbook, or 
something changes or simply isn’t worded very clearly, we address it in the newsletter; so be sure to ei-
ther keep those issues for future reference.  The newsletters are available on the OATS Transit employee 
website. We’ll continue to do our part to assure we communicate our policies and procedures to you; 
however, you need to do your part and read your materials.  We try to communicate everything we can 
via the Driver’s Handbook, the employee newsletter, and The Wheel at driver meetings, on the employee 
website and through emails sent to you by your Regional Office. It is your responsibility to make sure you 
read these materials, plus familiarize yourself with the Driver’s Handbook.  When you have a question, 
your first step should always be to look at the Drivers Handbook, then call your Regional Office if you still 
have questions or need clarification.  
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Driver Dress & Grooming
Uniform Shirts– All drivers are required to wear an OATS Transit uniform shirt when on duty.  After the 
driver receives their uniform shirt(s), failure to wear one while on duty will result in disciplinary action. 
The purpose for the uniform shirts is to enhance the image of OATS Transit as a professional transpor-
tation provider, and to assist riders in clearly identifying who their driver is.  The shirts must be clean, 
pressed, and neatly maintained at all times. We offer polo style shirts and oxford style shirts with the 
OATS logo embroidered on the left side.  Upon severance of employment with OATS Transit, drivers are 
to return any clean uniform shirts to their Regional Director. During winter months drivers are allowed to 
wear a turtleneck under the shirt so long as the turtleneck is a complimentary color. During the month 
of December, drivers may wear a Christmas sweater or sweatshirt as long as you always have your name 
badge on.

Jackets, Vest & Sweatshirts– We offer a variety of jackets, vests and sweatshirts for employees to pur-
chase.  Jackets have the ability to have your name embroidered on them at an extra cost.

Ordering Information– Each January, employees will be issued a coupon code that can be used to pur-
chase OATS Transit uniform shirts, vest, jackets and sweatshirts on our official uniform website anytime 
during the calendar year. 

• Full-time and ¾-time Drivers will receive a $100 coupon 
• Part-time Drivers will receive an $80 coupon
• Office staff will receive a $50 coupon toward their purchase

Ordering instructions are provided to you by your Region office. If you do not use the coupon code be-
fore the end of the calendar year, it does not carry forward to next year.  The coupon code may be used 
to purchase any item on the official OATS Transit Uniform Store. Please note, uniform shirts are required 
to be worn by drivers at all times while on duty, while jackets are not. Any amount above the coupon will 
be your responsibility.  Should your supervisor tell you that you need new uniform shirts due to wear/
soil/stain/fade, you will need to purchase them, even if you have already used all your coupon on jack-
ets, vests or sweatshirts.

OATS Hats–  Official OATS Transit hats are available at no charge for those drivers who will wear them 
while on duty.  Please let your Region office know if you need an OATS Transit hat. 

Name Tag–  All drivers are issued a name tag with their photo which must be worn at all times when on 
duty. 

Slacks/Pants–  With the uniform shirt, drivers are to wear their own khaki or black slacks.  Because of 
the nature of their work and because the slacks are to be provided by the driver, jeans are also allowed.  
In the summer, shorts are allowed so long as they are in good taste and come to at least mid-thigh and 
are black, khaki or denim.  “Cut offs” and extremely casual attire are not permitted, and no holes in 
pants.  

Foot Wear– To prevent injuries resulting from improper footwear, OATS Transit has established a strictly 
enforced footwear policy. At all times, drivers will wear sensible, low-heeled shoes that completely en-
close the foot and have non-skid soles. Specifically prohibited footwear includes sandals, open toe shoes, 
clogs, flip-flops, crocs, and wedge or high heels (including high-heeled boots for men.)  Any driver who 
fails to comply with this policy will receive a warning. A second infraction may result in dismissal.

Ice Cleats– As part of OATS’ safety program, ice cleats are a mandatory tool that all drivers are expected 
to carry with them during months where snowy and icy weather (approximately October 1 – April 1) is 
inevitable.  Drivers are required to read the product instructions on how to use properly and then keep 
the cleats in their briefcases during the months they might be needed (don’t leave in the vehicle.)  If a 
driver who was issued ice cleats sustains an injury due to slipping and falling on ice while not wearing 
their cleats, that accident will likely be judged “preventable” and appropriate points assessed.
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Driver Hygiene– OATS drivers are expected to be clean with minimized body odors. No heavily scented 
perfumes, colognes and lotions should be worn, as some riders could have allergies to them.

No political propaganda allowed on hats or other clothing while on duty with OATS Transit.

Driver Health

Medical Exams: To be hired as an OATS driver, an individual must take and pass the U.S. Department of 
Transportation medical exam and undergo a drug screening as a condition of continued employment. 
The cost of the physical, urine collection and drug test are paid by OATS; OATS will not pay for any follow-
up required to pass the exam.  Travel time and expenses are at the prospective employee’s personal ex-
pense whether or not they are accepted for employment by OATS. If the D.O.T. exam reveals a condition 
that needs follow-up, such as high blood pressure, then the employee will be immediately suspended 
from drivng while they seek treatment with their personal physician to rectify the issue and come into 
compliance.

After being employed by OATS, drivers are then required to take another D.O.T. medical exam each two 
years (more frequently if the doctor mandates), the cost of which is paid by OATS. In the event an OATS 
driver is required to submit to a drug screen for reasons outlined in OATS’ Drug & Alcohol Testing Policy 
(Chapter 5), the collection & test fees will be paid by OATS.  Travel expenses to and from the physician’s 
office will also be reimbursed at the current mileage rate for use of privately owned vehicles. Employees 
will be paid at their applicable wage rate for reasonable time spent waiting for and taking the medical 
exam or drug/alcohol test.

Drivers who leave OATS employment prior to completion of their new hire probationary period will have 
the cost of their medical exam (up to $75) and the cost of the fingerprint background check (up to $50) 
deducted from their final paycheck. If those deductions would put you below minimum wage, then you 
will receive a bill from OATS to reimburse these costs.

Drivers are required to carry their valid Medical Certification Card at all times. Not carrying this card 
while driving for OATS is a serious offense and can affect your employment with OATS.

Exemptions:  Individuals having a valid Missouri Chauffeur’s License since, on, or before, May 13, 1988, 
are not subject to the medical requirements of the Federal Motor Carrier Safety Regulations (FMCSR).  
However, as employees of OATS,  they must comply with the policy set forth above.  If they fail to meet 
the minimum physical qualifications outlined in the FMCSR, no adverse employment action will be taken 
until an individualized assessment of the driver’s present ability to safely perform the essential func-
tions of the job, with or without reasonable accommodation, has been conducted by a medical examiner 
selected by OATS.   Reasonable accommodation would be steps taken by OATS and/or the driver as a 
condition of continued qualification to drive an OATS vehicle. 

This exemption does not apply to interstate travel; therefore, a driver who fails the DOT exam but is not 
excluded from driving cannot drive an OATS vehicle out of the state of Missouri. 
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An individual may apply for an exemption from the diabetes and vision standard by utilizing programs 
sponsored by the Federal Motor Carrier Safety Administration or Missouri Department of Transporta-
tion.   A federal waiver is required if crossing statelines; a Missouri waiver if driving within the state. If a 
driver or applicant does not currently meet the diabetes and/or vision standard and are unable to obtain 
a medical card, OATS Transit will provide information on how they can determine if they are an eligible 
candidate.
 
If interested, the complete U.S. Dept. of Transportation regulations can be found online at:  www.fmcsa.
dot.gov 
• Click on Driver Qualification (Part 391) for the regulations, OR   
• Click on Medical Program then, under Forms, you can find a copy of the medical exam form and the 

exemption forms.

Essential Functions Testing
Should circumstances arise which raise questions concerning the ability of a driver to perform the 
required job duties in a safe and efficient manner, D.O.T. medical exams at intervals more frequent than 
two years may be required, and/or the driver may be required to undergo additional visual, functional 
and range-of-motion testing. Circumstances which would call for more frequent D.O.T. physicals and/or 
additional testing include, but are not limited to: 

• A driver displaying signs of deteriorating driving skills; 
• Having more frequent accidents; 
• Having a known physical condition that may impact on driving skills; 
• A driver returning to work following a serious medical procedure or illness (such as heart 
 attack,  heart surgery, neurological procedures, back surgery, etc.)

If a driver’s supervisor believes that circumstances have arisen which raise questions about the driver’s 
ability to perform his or her required job duties in a safe and efficient manner, the supervisor shall docu-
ment the circumstances in writing and submit such documentation to the Executive Director together 
with a recommended course of action. After reviewing the supervisor’s documentation and recommen-
dation, the Executive Director shall make a determination whether to require the driver to undergo more 
frequent D.O.T. medical exams and/or additional testing. Such additional testing may include, but is not 
limited to, the following:

1. An Essential Functions Protocol developed by occupational medicine specialists to test an 
 individual’s agility and ability to perform the essential functions of the job.

2. An eye examination to evaluate all visual perceptual skills which may impact on safe and 
 efficient driving, including but not limited to extraocular muscle balance, peripheral vision,    
 visual scanning speed, contrast sensitivity function, acuity, depth perception, color 
 discrimination, night vision, glare vision and recovery from glare. The examination is to be 
 conducted by a licensed optometrist or opthalmologist selected by OATS. 

3.  A drivers program evaluation with Independent Drivers, LLC. Elements of this testing shall include,   
 but  not limited to, the following:
 a) Visual perceptual skills screening.
 b) Screening of speech, language and cognitive skills including an assessment of reading 
 comprehension, recognition and interpretation of traffic signs, auditory comprehension, speech   
 intelligibility, left/right discrimination, attention span, problem solving, judgement and reasoning.
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 c. A behind-the-wheel assessment with a Driving Program Case Manager to evaluate anticipation/  
 analysis of traffic situations; reaction time; physical control of the vehicle; ability to make a variety   
 of turns; defensive driving skills; appropriate parking; and the ability to make safe lane changes  
 including blind spot checks, speed control, merging onto and exiting interstate highways and   
 passing other vehicles. 

OATS will pay the cost of any such physicals and/or testing ordered, will pay the driver at his or her 
applicable wage rate for the time spent taking such physicals and/or testing, and will reimburse travel 
expenses incurred by the employee for such physicals and/or testing at the current mileage rate for use 
of privately owned vehicles.

The Executive Director shall review the results of any such physicals and/or additional testing ordered 
and make a determination on the basis thereof whether the driver is able to drive safely and efficiently. 
If the Executive Director believes the test results establish that the driver is unable to drive safely and 
efficiently, the driver’s employment as a driver shall be terminated. Refusal by the driver to undergo 
any physicals and/or additional testing deemed necessary by the Executive Director shall be treated as a 
voluntary resignation by the driver.
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Chaper Highlights:
• Payroll: employees are paid twice a month via direct deposit or paycards. 

• The two monthly pay periods are the first through the 15th day and the 16th through the last day of 
the month.

• Drivers who work at least 20 hours a week receive 5 days of personal leave each year; 10 days upon 
their 6th year of employment.

• Personal leave does not carry over into the next year nor is it paid out at end of employment. 

• Drivers must successfully complete their new hire probation before they are eligible for benefits and 
personal days.

• Use of leave shall not put the employee’s hours over 40 per week.

• If your leave is designated as FMLA leave, our pay and leave policies still apply.

Driver Pay 
Drivers are hourly employees who are not exempt from the overtime rules under the Fair Labor Stan-
dards Act.  A pay scale has been developed with a minimum starting salary and a maximum salary for 
each driver classification (described in the previous chapter.)  Any employee who believes his or her 
wage has been improperly calculated should immediately report this information to his or her direct 
supervisor, or avail himself or herself of our Grievance Procedure. Such reports will be promptly investi-
gated, and if it is determined that an error has occurred, the employee will be promptly reimbursed for 
wages (regular and overtime) due.

Performance Evaluation and Pay Increases 
Every OATS Transit driver will receive an objective evaluation of their performance.  This should be a 
constructive process and is a means of letting the driver know how the Regional Director views their job 
performance. A driver’s first evaluation will be given at the end of the probationary period. Subsequent 
evaluations are due on your annual employment anniversary date.  The purpose of the performance 
evaluation is to communicate job performance and recommendation for improvement.

Pay raises are reviewed annually at budget time, and depend upon the budget set and approved by the 
OATS Transit Board of Directors. We make every effort to ensure drivers are paid a competitive wage, but 
we also have to be mindful of our non-profit status and ensuring we provide maximum service to our rid-
ers and the communities we serve. Your Regional Director will discuss pay increases at driver’s meeting 
once the annual budget has been approved by the Board.

Work Week

The work week begins at 12:01 a.m. Sunday and ends at 12:00 p.m. the following Saturday. For drivers, 
hours worked are in accordance with supervisor authority.  
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Seniority

Seniority is accumulated from the date the employee first worked at OATS Transit and ends upon termi-
nation of employment for any cause.  Seniority continues to accrue if an employee is on paid or unpaid 
leave.  Successful completion of new hire probation is required for consideration of leave and entitle-
ment to company benefits.  Seniority is the sole consideration for employment anniversary awards and 
is one of the considerations for paid leave and some safety awards.  If an employee is rehired, seniority 
is calculated adding the employee’s previous seniority accrual to the additional time worked after the 
rehiring date. Seniority does not guarantee a driver set hours or routes. 

Drivers’ Hours

All drivers are required to maintain a daily record of actual hours worked for each day of the work week 
on an OATS Transit time sheet. Drivers may have no more than 15 hours per day following 8 consecu-
tive hours off duty. Drivers are limited to 10 hours driving time within these 15 hours.  Drivers are also 
limited to a maximum of 60 hours on-duty in any 7 consecutive days, or if working every day in the week, 
a maximum of 70 hours on-duty in any 8 consecutive days.  Once a driver reaches any of these limits, 
they CANNOT DRIVE. These maximums include time spent on-duty at another job; therefore, all drivers 
are asked to complete an Hours of Service Sign-Off Form to be placed in their personnel file, and must 
maintain a daily record of actual hours worked on a separate time sheet. Please refer to the Driver’s Log 
section under “Records”. 

Meal Breaks

Employees who work six consecutive hours or more during a day will take at least a 30 minute meal 
break; if time allows take a one-hour break.

Payroll

Employees are paid twice monthly. The two monthly pay periods are the first through 15th day and the 
16th through the last day of the month. Due to the time needed for processing payroll documents, driver 
pay is delayed one pay period. Paydays are normally the 15th and the last day of the month.  Manage-
ment reserves the right to withhold or delay an employee’s regular pay if there is a question of hours 
worked, overtime or other problems pending resolution.
  
All employees are given a choice between Direct Deposit or PayCard for receiving their pay.  Please ask 
your Regional Director for more information on these options and procedures.  Payroll direct deposit 
stubs are available electronically on the 15th and last day of the month. 

See Technology/IT Chapter for instructions on how to access the Employee Self Service where you will 
find your paystubs. 

Pay stubs can be viewed and printed online at:   employees.oatstransit.org/selfservice          

You will be responsible for getting and printing your own pay stub online. If you do not have a computer 
at home, most libraries have public computers available for use. 
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Overtime

Drivers who work over 40 hours per week (Sunday through Saturday) are paid overtime. The first 40 
hours must be actual hours worked and must not include leave time. Any overtime must receive prior 
approval from your Regional Director. Compensation for overtime is at one and one-half times the hourly 
wage rate. Working overtime increases our cost of operation and we need your help to keep it to an ab-
solute minimum. Drivers who work overtime without the approval of their Regional Director are subject 
to disciplinary action.

Time Sheets
Drivers maintain a daily record of actual hours worked for each day on a time sheet.  Twice each month, 
the time sheets are submitted to your supervisor for approval.  A sample Time Sheet is shown in this 
chapter. Deadlines for time sheet submittal are printed at the beginning of the year in the employee 
newsletter, and are enforced.  Failure to turn your time sheet in to your Regional Office by the deadline 
will result in a delay in your payroll.

Drivers who hold a second job are required to submit a copy of their timesheet from that job to their 
Regional Office. If you do not have a timesheet from your second job, you need to use an OATS Transit 
timesheet and write on it “Second Job.” You MUST be off 8 hours between each work day per Federal 
Motor Carrier Safety Administration guidelines.  See also Chapter 9- Driver Daily Log of this Driver’s 
Handbook.

If you are taking time off during the pay peri-
od, a Leave Form would need to be complet-
ed and approved then sent to your Regional 
Office prior to submitting Time Sheet.

Working In the Office

Drivers who help out in the office when 
needed are to indicate on their time sheet 
those hours spent working in the office.  
Either highlight them or list office hours on 
a separate time sheet.  The same goes with 
office staff who are qualified to drive.  Note 
on your time sheet (or complete a separate 
one) any hours spent driving.  It’s important 
we keep hours spent driving separate from 
office hours to assure the accuracy of  Safety 
Bonuses, worker’s compensation insurance 
premium and operational statistics.
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Driver’s Handbook 3-4

Leave Policies
Holidays

The following are paid holidays and are not subject to completion of new hire probationary period:

1. New Years Day  ........................................................................................................... January 1
2. Martin Luther King’s Birthday   ...............................................................3rd Monday in January
3. President’s Day .....................................................................................3rd Monday in February
4. Memorial Day ............................................................................................ Last Monday in May
5. Independence Day ........................................................................................................... July 4
6. Labor Day ..........................................................................................1st Monday in September
7. Thanksgiving Day ..............................................................................4th Thursday in November
8. Day After Thanksgiving  .........................................................................4th Friday in November
9. Christmas Day .......................................................................................................December 25

If a holiday falls on a Saturday, the preceding Friday will be the day the holiday is observed; if it falls on a 
Sunday, the following Monday will be the day the holiday is observed.  Full-time exempt employees shall 
receive the equivalent of 8 hours for each observed holiday. Non-exempt (hourly) employees will be paid 
holiday pay based on the number of hours paid during the holiday pay period per the follwing schedule:

 If you are paid … You’ll receive …
 60 or more hours (does not include holiday) 8 hours of holiday pay
 40-59.75 hours (does not include holiday) 6 hours of holiday pay
 20-39.75 hours (does not include holiday) 4 hours of holiday pay
 10-19.75 hours (does not include holiday) 2 hours of holiday pay
 0-9.75 hours (does not include holiday) no holiday pay

Personal Leave

All drivers who work at least 50% full-time equivalency (20 hours per week) will receive 5 days of paid 
personal leave each year during their first five years of employment; 10 days of personal leave each year 
upon their sixth year of employment. Personal days are granted on your employment anniversary date 
(the date you started at OATS Transit). The employee then has one year from this date to use those days. 
Twelve months later, they start over with another 5 or 10 days. Unused days do not carry over to the fol-
lowing year. For new hires 5 personal days are granted at the end of their new hire probation. Personal 
Days can be used for any reason, including vacation, sick leave, family sick leave, or funeral. Use of leave 
shall not put the employee’s total number of hours in excess of 40 hours per week. Personal days are not 
paid out at end of employment.
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Leave Requests

An OATS Transit Leave Form (P-1610) must be completed when a driver is off the job, even if it is for 
leave without pay. It is to be signed by the employee and supervisor.   An employee is allowed to take 
leave any day except weekends (unless normally scheduled on a weekend) up to eight (8) hours per day.  
Personal Leave can be used even on a day a driver is not scheduled to work, provided the total hours for 
the week do not exceed 40. Sick leave accrued under the old policy can only be used on a day a driver is 
scheduled to work.  Use of  leave shall be requested at least  two (2) weeks  in advance.  

If leave is requested due to illness, drivers are required to notify their supervisor at least one hour prior 
to the start of their shift- earlier if at all possible. (Refer to the Call-in Policy in chapter 4 which states that 
“disruption of service delivery resulting from failuture to notify your supervisor in a timely fashion of any 
absences is grounds for termination of employment.”)  OATS Transit reserves the right to require proof 
of illness when a sick day is taken. Employees calling in sick the day before or the day after a vacation or 
holiday may be asked to provide a written statement from their doctor or be given leave without pay.

A leave form explaining date and amount of leave requested and the reason for the sick leave (i.e., cold, 
flu, dental appointment, etc.) must be completed by the driver and submitted for action by the Regional 
Director. This form must be submitted prior to the time sheet or accompanying the time sheet.   As part 
of our risk management program, sick leave usage is closely monitored by OATS Transit administrative 
staff.

Employees leaving work because of 
sickness must notify their supervisor. 
In the case of drivers, the driver and 
Regional Director are to coordinate 
rescheduling of that day’s trips.

A Leave Request Form must be com-
pleted any time you are off the job, 
even if it is for Leave Without Pay.  If 
leave falls under FMLA, complete The 
Family Medical Leave section.  FMLA 
is not separate pay-- personal days or 
unpaid leave are used.
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Family Medical Leave Act (FMLA)

The Family Medical Leave Act (FMLA) is a federal law that provides certain employees with up to 12 
weeks of unpaid, job-protected leave per year. It also requires that their group health benefits be main-
tained during the leave.  Few policies generate more questions than FMLA.  Here are the most frequently 
asked questions OATS Transit receives from employees about FMLA:
 
Who is eligible?:  Employees who have been employed with OATS Transit at least one year and worked 
at least 1,250 hours during the previous 12 months before the request for leave.

What family members are eligible?:  Your spouse, child or parent.  It does not cover grandparents, 
aunts, uncles, siblings, etc.  The exception is if you are the closest blood relative to an individual injured 
while serving in the Armed Forces.

For what reasons, and for how long, can I be off under FMLA?:  Eligible OATS Transit employees are al-
lowed up to 12 weeks of leave annually for the birth or adoption of a child or for the serious illness of the 
employee or the employee’s child, spouse or parent.   This policy also provides 12 weeks of FMLA leave 
due to a spouse, son, daughter or parent being on active duty or having been notified of an impending 
call or order to active duty in the Armed Forces.  Leave may be used for any “qualifying exigency” arising 
out of the service member’s current tour of active duty or because the service member is notified of an 
impending call to duty in support of a contingency operation.

Eligible OATS Transit employees are allowed up to 26 weeks of FMLA leave during a single 12-month 
period for a spouse, son, daughter, parent, or nearest blood relative caring for a recovering service mem-
ber.  A recovering service member is defined as a member of the Armed Forces who suffered an injury 
or illness while on active-duty that may render the person unable to perform the duties of the member’s 
office, grade, rank or rating.   The FMLA year is a 12-month period that begins the first day of requested 
leave.   

What is a “serious illness”?:  For purposes of FMLA, a serious health condition is defined as an illness, 
impairment, injury or physical or mental condition that involves: (1) incapacity or treatment in an inpa-
tient care facility; (2) incapacity requiring more than three days absence and continuing treatment by a 
health care provider; and (3) continuing treatment by a health care provider for a chronic or long-term 
health condition that would result in an absence of three days or more if not treated.

Am I paid for the time I’m off on FMLA?:  FMLA is not additional pay; OATS Transit pay policies apply to 
leave designated as FMLA leave.  So, for example, if you have 5 days of personal leave and you are off for 
3 weeks to care for a sick spouse, you would use your personal leave and the remainder of the time off 
would be leave without pay.  While you are on leave designated as FMLA, your benefits continue and you 
will continue to receive a benefit allowance.   When determining your annual full-time equivalency for 
benefits, we discount time off under FMLA or worker’s compensation.

How Do I Request FMLA?:  OATS Transit policy regarding requesting leave (see previous page) must be 
followed.  Further, under FMLA, OATS Transit requires that the employee provide their supervisor at least 
30 days’ notice when the leave is foreseeable.  Where not possible, employees are required to provide 
as much notice as possible.  If it is FMLA, you will then be notified and provided additional information 
about your rights.  This is why it is so important you complete your Leave Form in a timely manner and 
put the reason you need off. When both husband and wife work for OATS Transit, the full amount of 
leave is limited to an aggregate of 12 weeks when the leave is for the birth, adoption, or foster care of a 
child, or to care for a sick parent.  

Driver’s Handbook 3-6

Chapter 3 Pay & Benefits



Driver’s Handbook 3-7

Must I provide proof of my need to be off?  OATS Transit has the right to request the leave be supported 
by a health care provider’s certification of the medical condition of the person afflicted. The certification 
shall include the date on which the serious health condition began, the probable duration of the condi-
tion, and other appropriate medical facts. In addition, the certification should include a statement that 
the employee is needed to care for the child, spouse or parent and an estimate of the amount of time 
needed. If the employee is ill, the certification shall include a statement that the employee is unable to 
perform his or her job. When the certification is for intermittent leave for planned medical treatment, 
it shall include the dates on which the treatment is expected to be given and the duration of the treat-
ment.

OATS Transit has the right to request a second opinion, paid for by us, from a health care provider who 
is designated or approved by 
our company. Should the second 
opinion differ from the first, OATS 
Transit may require a third opin-
ion, again at our expense, and 
again from a health care provider 
designated or approved by us.  

Chapter 3 Pay & Benefits
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Military Leave

Leave of absences without pay for Military, Reserve or National Guard duty/training are granted to 
employees. If an employee is called to duty/training, they are to submit copies of their military orders to 
their Regional Director as soon as feasible. The employee will be granted a military leave of absence for 
the period of military service or for required military training. Time off will not be counted as personal 
leave. An employee’s eligibility for reinstatement after their military duty or training is completed is de-
termined in accordance with applicable federal and state laws.

Jury Duty

Drivers who are called for jury duty will receive pay for a normally scheduled work day, up to 8 hours per 
day, for that period of absence.  Fees received for jury duty shall be remitted to OATS Transit.  The driver 
will be expected to perform as much of his regular schedule as possible. The driver should present the 
Regional Director with a copy of the official court letter as soon as possible after receipt.

Subpoenas

Drivers who are subpoenaed to appear in court will receive pay for a normally scheduled work day, up to 
8 hours per day, for that period of absence provided their supervisor is given a copy of the official docu-
mentation of the subpoena. All requests for subpoena leave are to be sent by the Regional Director to 
the Home Office for approval by the Executive Director before such leave is granted. OATS Transit will not 
pay subpoena leave in the event the employee is subpoenaed as a result of criminal or illegal action on 
the part of the employee or when the employee is the plaintiff in the case.   For both jury and subpoena 
leave, employees are expected to work as many days of their regular work schedule as the court sched-
ule permits.

Leave Without Pay

If a driver needs time off and is not eligible to take any category of leave with pay, leave without pay may 
be requested from the Regional Director. Supervisors have the right to deny Request for Leave without 
pay if it creates a hardship. If a driver frequently requests leave without pay, OATS Transit may find it 
necessary to replace them if their absences are an indication of their inability to perform the work con-
sistently and effectively.

Benefit Program
This section of the handbook is meant to highlight some features of OATS’ benefit program and to define 
eligibility requirements.  A brochure outlining the benefits available is provided to all employees when 
first hired, and mailed to them again after they have successfully completed their probationary period if 
they work at least 50% full time equivalency (FTE).  The Life Insurance Plan, Section 125 Flexible Spend-
ing Plan and the 403 (b) Tax-Deferred Annuity Plan are described more fully in summary plan descrip-
tions with which employees are provided once they are eligible to participate in these programs. In the 
event of any contradiction between information appearing in this handbook and the information that ap-
pears in the master contracts or master plan documents, the master contracts/documents shall govern 
in all cases.
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OATS Transit reserves the right to amend or terminate any of these programs at its discretion if deemed 
in the best interest of the company.   For more complete information and list of available benefits, con-
tact the Human Resources Director at the Home Office. You can also find the benefits brochure on the 
employee website.

• Retirement - OATS Transit offers a 403(b) Tax-Deferred Annuity Plan (TDA) employees can deposit 
money into to save for retirement.  This plan is covered under ERISA and employees who participate will 
receive a Summary Plan Description which describes the plan in more detail.  Anyone can enroll in this 
plan at any time.  There are no minimum hours you have to work and you do not have to be employed a 
certain amount of time. You can sign up for the 403(b) at any time.

• Cafeteria Plan - This is a program that allows employees to take part of their wages (many use their 
benefit allowance) and by running it through this IRS-approved plan, avoid having to pay state, federal 
and Social Security Taxes.  Because of these tax benefits, many employees opt to run part of their wages 
through this program, in addition to their benefit allowance.  Expenses allowed in the Cafeteria Plan are 
out-of-pocket (or unreimbursed) medical expenses (including prescriptions and some over-the-counter 
medicine) and child care.  To participate, you must work at least 50% FTE and have successfully complet-
ed your new hire probation.

• Benefit Allowance - OATS Transit offers its driving staff a monthly “allowance” of $100, $75, or $50 
and group life insurance - based on hours paid (or Full-Time Equivalency - FTE).   You are eligible to re-
ceive a benefit allowance if 1) you are paid for at least 50% full-time equivalency (FTE); and 2) you have 
been employed at least six months.

   Amount of
 If you work … You receive … Life Insurance

 90-100% FTE $50.00 per pay period $10,000.00
 75-89% FTE $37.50 per pay period $7,500.00
 50-74% FTE $25.00 per pay period $5,000.00
 0-49% FTE Not eligible Not eligible

The list of items you can use your allowance for is listed in the benefit brochure. Currently, we offer a va-
riety of voluntary group insurance plans, including short-term disability, additional life insurance, medical 
insurance, dental and vision insurance, and a variety of Aflac products  for which drivers can use their 
allowance towards the premium.   Group health insurance is offered to employees who work 30 hours 
or more on average over a 6 month period.  We also offer identity theft protection and legal services.   A 
complete listing and detailed information about the insurance offered will be mailed to your home ad-
dress when you become eligible for benefits.  Some plans are covered by COBRA. Cost and details on all 
benefits are available in the benefits brochure.

Unspent Benefit Allowance - An employee who opts not to “spend” any or all of their benefit allowance 
for any of the options will receive the unspent portion of their benefit allowance as part of their pay.  Its 
important to know any unspent benefit allowance will be subject to applicable employment taxes, so 
you will not receive the full amount.

Chapter 3 Pay & Benefits
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Enrollment in the Benefit Plan:  Initial eligibility is determined using a new driver’s first 10 complete 
pay periods to determine full-time equivalency.  If the driver works an average of 50% or greater FTE, 
a benefit enrollment packet will be mailed to their home upon successful completion of their new hire 
probation.  

Following initial enrollment, full-time equivalency is redetermined during the annual “open enrollment” 
period.  FTE is based on hours paid during July 1 through June 30 to determine the amount of benefit 
allowance the driver is eligible for during the next benefit plan year, which runs January 1 - December 
31.   To qualify, an employee must have been paid for a minimum of 1,040 hours during that 12-month 
period. During the month of October, re-enrollment paperwork is mailed to the home of each driver who 
receives a benefit allowance. Throughout the year, the allowance will be suspended if an employee is 
in inactive or suspended status for a length of time that exceeds one pay period. When employment is 
terminated for any reason, the allowance will be suspended at the end of the previous full pay period in 
which the employee worked.  The OATS Transit paid life insurance cancels upon termination of employ-
ment.

Privacy:  An employee’s privacy is important.  All insurance companies OATS Transit uses have issued pri-
vacy notices stating they have policies in place to protect privacy and that they do not share or use per-
sonal health information for marketing purposes. Further, copies of  applications are retained at Home 
Office for the sole purpose of maintaining a record that the employee did submit an application (in case 
the insurance company misplaces the original); information contained on the application is not used for 
employment purposes and is kept confidential.

Worker’s Compensation

All employees of OATS Transit are covered by worker’s compensation insurance, which compensates an 
employee for lost time, medical expenses and loss of life or dismemberment from an injury arising out of 
or in the course of work.  Employees must immediately report any accident or injury to their immediate 
supervisor so that the necessary paperwork may be completed. Driving staff are to report immediately 
to the Regional Director or their designated representative. 

A completed Accident/Incident Intake Form (V-2229) is to be completed by the supervisor for processing.  
OATS Transit Safety Manager, who is the designated company representative who oversees the Worker’s 
Compensation Program, is to be notified either by phone or an email of the work comp injury immedi-
ately.   The employee will be sent to the approved medical facility in their region. If the injury is of a seri-
ous nature, the employee will be sent to an emergency room for treatment.  The employee will continue 
to receive pay for that day of the incident while seeking treatment either from the work comp physician 
or while in an emergency room. Upon the Safety Manager receiving the paperwork from the region, we 
will notify our insurance carrier of the work comp injury and complete the required intake forms associ-
ated with notification to the insurance carrier.  

On The Job Injuries and Investigation: All employee injury accidents shall be investigated thoroughly by 
the Supervisor or the Safety Manager for the purpose of preventing further accidents.  After an injury 
requiring medical treatment, the injured employee will be counseled by their Supervisor or the Safety 
Manager to determine if there were contributing factors involved.  For example: equipment failure, haz-
ardous conditions, non compliance with company policy, personal problems, work problems, etc.  The 
Supervisor, or their designated representative, will insure that photos or video recordings of the incident 
will be collected and this information emailed to the Safety Manager. 
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The supervisor shall also determine if retraining is necessary before an employee returns to their normal 
work routine.  This investigation will also consider whether or not the injury was work related.

Review of Incident: Once the injury has been investigated, the incident will be shared by the Safety 
Manager to the Review Committee for determination if the incident was preventable or non-preventable 
by the employee.   If there are unique circumstances, the employee’s Supervisor can ask for an oral 
review of the incident. After the investigation and review have been completed, the Safety Manager shall 
complete all required paperwork, including a Documentation of Significant Events form, summarizing the 
decision of the Review Committee.  The paperwork will then be sent to the Executive Director for review.   
If the employee is unable to return to work immediately, see the return to work procedures listed below. 

Passenger and employee safety are of utmost importance to our company.  Therefore, an employee who 
has repeated on-the-job injuries that are a result of non-compliance with company policy, will be subject 
to disciplinary action, up to termination of employment.

Return to Work Procedures:  OATS Transit offers a return to work program for all employees where it is 
logistically feasible to do so.  If it has been determined by the work comp physician that an employee 
cannot perform their normal duties such as driving, OATS Transit will make it available for that employee 
to continue to work.  Work will be provided at the office the employee reports to.  If the employee lives 
too far from an OATS Transit office to make reporting to work there impractical, OATS Transit and its 
insurance carrier will try to find temporary work in the area where the employee lives.  This work will 
be in accordance with the work restrictions provided to OATS Transit by the work comp physician.   An 
employee’s failure or refusal to utilize OATS Transit return to work program could mean complete loss of 
benefits under the Missouri Worker’s Compensation laws.

Unemployment Insurance

All employees of OATS Transit are covered by unemployment insurance. The Missouri Employment Secu-
rity Law provides unemployment insurance benefits for workers who become totally or partially unem-
ployed if they meet the eligibility requirements of the law. No deductions are made from employees’ 
paychecks for this insurance.

Awards & Bonuses
Referral Bonus

OATS Transit employees are eligible to receive a $50 bonus for referring a new employee. To receive the 
bonus, the following guidelines shall be followed:

• The employee making the referral must have been employed by OATS Transit at least six (6) 
 months and successfully completed their probationary period by the time the award is 
 received. They must also be in “pay status” at the time they are eligible for the award.
• The referred individual must be employed by OATS Transit, and remain employed with OATS   
 Transit for at least six (6) successive months and successfully complete their probationary period.
• At the conclusion of the probationary period, a check shall be issued to the OATS Transit 
 employee who made the referral if the guidelines outlined above were met.   In making referrals, 
 employees are encouraged to select only those individuals who will meet the minimum 
 qualifications for the position.
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Recognition of Length of Employment

To recognize the value of long-term employees, the following are awarded to those who reach significant 
employment anniversaries:

Five (5) years of employment —  Receive a certificate and $50.  
Ten (10) years of employment —  Receive an engraved award and $100. 
Fifteen (15) years of employment —  Receive a small engraved clock and $150. 
Twenty (20) years of employment — Receive a diamond lapel pin and $200.
Twenty-five (25) years of employment — Receive an engraved mantle clock and $250.
Thirty years (30) of employment — Receive a Select-A-Gift Catalog valued at $1,200.
Thirty-five (35) years of employment — Receive a Select-A-Gift Catalog valued at $1,450.
Forty years (40) of employment — Receive a Select-A-Gift Catalog valued at $1,900.
Forty-five (45) years of employment — Receive a Select-A-Gift Catalog valued at $3,325.
Fifty (50) years of employment — Receive a Select-A-Gift Catalog valued at $4,750.

Driver Safety Awards

Drivers will be recognized for their adherence to safety policies and for operating the OATS Transit ve-
hicle without preventable accidents or injury to themselves or passengers.  The ways drivers are recog-
nized are:

Quarterly Bonus: OATS Transit drivers are eligible to receive a monetary bonus as recognition of having 
worked safely during the quarter.   To be eligible to receive this award, drivers must:

• Have not incurred personal injuries which resulted in lost time and/or medical expenses 
 during the quarter which were reviewed and determined to be preventable by negligence or 
 failure to follow established policies.
• Have not had a preventable vehicle accident during the quarter.
• Have not had passenger injuries which were caused due to the employee’s negligence or 
 failure to follow established policies during the quarter.
• Have not been convicted of nor forfeited bond or collateral for any moving traffic violation(s) for   
 which the employee received points on their driving record during the quarter.
• Have worked at least 25% full-time equivalency during the quarter.  The amount of the bonus will be   
 based on hours spent driving as follows:

If You Drove Approximate Hours* Bonus Amount
90% or more 468 or more  $90.00
75-89% 390-467  $75.00
50-74% 260-389  $35.00
25-49% 130-259  $30.00
Less than 25% Less than 130  N/A

*These hours are estimated based on 2080 hours per year; to determine eligibility, actual hours spent 
driving (does not include leave hours, time worked in office, etc.) will be used.
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Eligibility:
• Have been employed for the entire quarter, and be in good standing (not be on new hire 
 probation, disciplinary probation or on suspension ) at the time all record checks are 
 complete. 
• Backing accidents will cause a driver to be ineligible for all safety bonuses for an entire year.

Bonuses are issued in the month following the quarter (April for the Jan/Feb/Mar quarter; July for the 
April/May/June quarter; October for the July/Aug/Sept quarter; and January for the Oct/Nov/Dec quar-
ter). Bonuses are issued via direct-deposit.

Annual Drawing:  A driver who receives a safety bonus all four quarters of the fiscal year will have their 
name placed in an annual region-wide drawing to be held at the first drivers meeting following the end 
of the fiscal year (June 30). To participate in the prize drawing, the driver must be employed when the 
drawing is held.

Annual Safe Driver Pins:  Each year, drivers receive a lapel pin denoting the number of years driven 
without a preventable accident. To be eligible, a driver must first drive two years without a prevent-
able accident to receive their first award. Drivers who work 500 or more hours in a one year period of 
time are eligible for the safe driver pin. Pins are issued at the first drivers meeting following the end of 
the fiscal year (June 30) if no preventable accidents occurred during the fiscal year. Drivers who have a 
preventable accident are penalized for one year for each preventable accident.

Payroll Deductions
Garnishments

Garnishment is the process by which a creditor who obtains a judgment in court against a debtor may 
have the wages of the debtor paid to the creditor through a mandated payroll deduction. OATS Transit 
will comply with federal and state guidelines regarding the execution of the garnishment. However, all 
employees are expected to handle their personal financial affairs in such a manner that garnishments of 
wages are not required because of the additional paperwork and bookkeeping necessitated. Missouri 
law and the federal Consumer Credit Protection Act prohibit discharge of an employee because of gar-
nishment on any one indebtedness.

Payroll Deduction for Bus Match

OATS Transit has a voluntary program in which employees may choose to donate to our company bus 
match account through a payroll deduction.  The average contribution is $1 - $2 per pay period.  The 
program, which was implemented at the suggestion of a driver, raises over $5,000 per year.  If you 
would like to make OATS Transit a part of your charitable giving plan, ask your regional office for a 
Payroll Deduction for Bus Match form.  Contributions to OATS Transit are tax-deductible and a notice is 
mailed at the end of the year to all who participate for income tax preparation purposes. 

If you own a business or farm, you may be eligible for Neighborhood Assistance Program (NAP) tax cred-
its. Contact the home office for more details.



Chapter Highlights:

• Policies are designed to help employees understand what is expected of them.
• Our policies are developed with our Mission, Vision and Values in mind.
• The Regional Director can initiate any of the disciplinary steps, depending on the severity or   frequency 

of the infraction.
• All personnel and operational issues a driver has are to be discussed with their Regional Director first.  

No action will be taken at a higher level until and unless this first step is taken.
• OATS Transit is an equal-opportunity employer and service provider; discriminating or harassing be-

havior will not be tolerated.
• A positive, cooperative attitude is expected of all who work at OATS Transit.

Our Values
 These are the three core values which guide our decisions and actions.
• Safe – Safely transporting passengers to their destinations.
• Caring – Treating passengers with respect and compassion.
• Reliable – Achieving and maintaining maximum standards of performance.

Code of Ethics Policy
OATS Transit is committed to maintaining high standards of integrity and honesty in all its business prac-
tices.   Staff, drivers, and Board members are expected to accept certain responsibilities in helping OATS 
Transit meet this goal.  The purpose of the Code of Ethics Policy is to, along with the Employee Policy 
Manual, bylaws, and corporate goals, assist employees and board members in assuring they exercise 
good judgment, honesty and integrity when performing their duties.

If you know of, or suspect, improper conduct, you should talk to your immediate supervisor or Depart-
ment Head if you are an employee; the President or Executive Director if a board member.   All such 
reports shall be investigated immediately by the appropriate staff and/or Board Committee.  Further, all 
such reports shall be kept confidential to the extent possible.

While it is understood that the code cannot address every issue, it summarizes many existing OATS Tran-
sit policies and provides a guide on ethical and legal business conduct for employees.  This code will help 
OATS continue its reputation for fairness, integrity and honesty which is a source of pride to us all.

Policy Statement:  It is the policy of OATS Transit to conduct its business in accordance with OATS Transit 
policies; applicable Federal, State, and local laws; and the rules and regulations set forth in contract 
agreements by funding agencies with whom OATS Transit contracts.  It is the responsibility of each OATS 
Transit employee and members of the Board of Directors to adhere to acceptable business principles in 
matters of personal conduct and to exhibit a high degree of personal integrity
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at all times in order to help OATS follow this policy.  Employees and Board Members are to receive a 
copy of this policy and initial beside each practice listed below to indicate they have read and under-
stand it.  They are then to sign the acknowledgment of receipt of this policy for placement in their file.

Competition:  OATS Transit and its employees and board members will treat other providers, vendors, 
funding agencies, and others fairly and honestly at all times.  When submitting bids to potential or cur-
rent funding agencies, the information contained therein shall be accurate and in compliance with the 
funding agencies’ regulations pertaining to bid submission.  When OATS Transit is purchasing services, 
supplies or equipment, our Procurement Policy shall be adhered to.  Further, if, during the course of em-
ployment or service, employees or board members of OATS Transit  acquire confidential or proprietary 
information about OATS Transit, its funding agencies, its clients, or its vendors, such information shall be 
handled in strict confidence and shall not be discussed with outsiders.  

Work Environment:  It is the policy of OATS Transit to provide a safe, non-hostile, non-discriminatory, 
and drug- and alcohol-free work environment for all its employees and board members.  OATS Transit  
provides equal employment opportunities to all persons.  Unlawful discrimination by OATS Transit em-
ployees and board members against fellow employees and board members, riders, potential employees, 
etc. will not be tolerated.  Nor will sexual or other forms of harassment be tolerated by OATS Transit .  

Conflict of Interest:  OATS Transit employees and board members are to conduct their private business 
and personal activities in a manner which avoids conflict with the interests of OATS Transit. Employees 
and board members are not to use any information they have about OATS Transit, nor their contacts 
made with the ridership of OATS Transit, for personal gain.  Further, OATS Transit employees and board 
members shall avoid outside activities which would compete or conflict with OATS Transit interests or 
which would affect their judgment to act in OATS Transit interests.  OATS Transit employees are not al-
lowed to be in the employ of other transportation companies during their employment by OATS Transit  
without prior approval from their supervisor.

Improper Incentives:  OATS Transit employees and board members are not to solicit or accept personal 
items, gifts or tips from OATS Transit  passengers.  Further, OATS Transit employees may not solicit for 
part-time work or odd jobs for pay from OATS Transit passengers, other employees, funding agencies, cli-
ents, or vendors.  When purchasing supplies, materials, and services on behalf of OATS Transit, they are 
to be selected objectively, in accordance with our Procurement Policy, and not selected using personal 
bias or self-serving motivations. OATS Transit also prohibits employees and board members from offering 
or receiving bribes, kickbacks or other payments to influence business or personnel decisions.  

Protection of OATS Transit Assets: OATS Transit employees and board members have a responsibility to 
protect OATS’ assets from unauthorized or improper use.  Assets of OATS Transit  include vehicles, office 
supplies, training materials, computers and computer equipment, postage meters, as well as “intellectual 
property” such as personnel policies, proposal guidelines, training manuals, etc.  OATS’ physical assets 
are to be protected from loss, theft, misuse or damage.  The use and reproduction of OATS’ intellectual 
property must be consistent with intellectual property laws.

Use of OATS Transit Assets:  The use of any of OATS Transit employees, equipment, supplies and other 
resources for purposes other than promoting the goals and mission of OATS Transit is prohibited.  It is 
also prohibited to use OATS Transit letterhead, envelopes and postage meters to distribute materials 
and/or information that are not directly related to the goals and mission of OATS Transit.  OATS Transit 
assets, including OATS Transit vehicles,  are never to be used by employees or board members for per-
sonal reasons.  
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Privacy and Confidentiality:  OATS Transit takes privacy laws and its ethical obligation to protect informa-
tion very seriously.  To that end, OATS Transit has standard confidentiality procedures in place through-
out the organization to ensure protection and security of personal data collected on employees, appli-
cants and riders.  OATS Transit makes sure any personal information it has on file is not disclosed to any 
unauthorized person.  

It does this through:
• Security measures that block outside access to any confidential information stored on OATS Transit  
 computers, 
• Retention and destruction policies, including requiring drivers who don’t have access to a 
 shredder to turn paperwork with confidential information on it (i.e. rider’s names, ad-
 dresses, social security number) in to their regional office to be shredded;
• Annual internal audits to ensure that employees observe all information security protocols 
 and confidentiality procedures, and
• A requirement that all OATS Transit employees and board members receive a copy of this policy 
 and sign an acknowledgement of receipt. 
 
All information regarding riders, contractors, employees, clients, customers and others with whom there 
is a business or fiduciary relationship is private, confidential and privileged in accordance with State 
and Federal laws, regulations and/or statutes as well as the policies of OATS.  The term “information” is 
understood to include, but is not limited to, verbal, electronic, telephonic and written information such 
as documents, records, medical records, personnel files, board minutes, or any other type of information 
or communication. The names and addresses of the users of OATS Transit are never to be sold, or in any 
way distributed outside of OATS Transit.  Medical information about the users of OATS Transit  shall be 
kept confidential. All personnel issues, including workers’ compensation claims, disciplinary action, sal-
ary, medical condition, etc. shall be kept confidential.

Discussions of any of OATS Transit legal matters is also restricted to those with a need to know.  Employ-
ees and Board Members of OATS Transit agree not to make any voluntary disclosure of any such confi-
dential information obtained in the course of their duties to any unauthorized individual or agency.  

Use of Personal Data:  It is the policy of OATS Transit that all its employees shall respect and preserve 
the privacy, confidentiality and security of confidential information . Violations of this statement include, 
but are not limited to: 
• Accessing information that is not within the scope of your duties; 
• Misusing, disclosing without proper authorization, or altering confidential information; 
• Disclosing to another person your sign-on code and/or password for accessing electronic or 
 confidential information; 
• Using another person’s sign-on code and/or password for accessing electronic confidential 
 information; 
• Intentional or negligent mishandling or destruction of confidential information; or
• Attempting to access a restricted file without proper authorization or for purposes other 
 than official OATS Transit  business. 

Misuse or intentional mishandling or destruction of confidential information by an employee of OATS 
Transit will result in their immediate dismissal from OATS Transit and will make them subject to several 
laws that provide stiff penalties (including jail time) for unauthorized release of confidential information.  
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Financial Responsibility:  All OATS Transit employees and board members have a responsibility to assure 
the best possible use of OATS Transit funds is made at all times.  Employees and board members are to 
be cost-conscious when spending OATS Transit funds and when incurring reimbursable expenses.  Em-
ployees are expected to conduct their personal financial affairs in such a manner that garnishment of 
wages is not required.  A credit history check shall be conducted on all OATS Transit employees hired for, 
or promoted to, management positions.  All OATS Transit employees must be eligible for bonding.  

Political Action:  OATS Transit is non-partisan without preference to a political party.  Occasionally, OATS 
Transit staff, board and/or volunteers will be asked to make a public statement, in writing or verbally, 
asking local legislators for support of a particular piece of legislation or political issue.  The purpose of 
such statements is to educate legislators on the impact such legislation would have on OATS Transit and/
or transportation in general. At no time will OATS Transit actively support a candidate or political party.  
While OATS Transit employees and board members may elect to make personal political contributions or 
support a candidate, such support should be done on personal time only and at no time is the employee 
or board member to infer, either directly or indirectly, that OATS Transit is involved.  No political state-
ment is ever to be made on behalf of OATS Transit without direct authorization from an employee’s im-
mediate supervisor or a volunteer’s Regional Director.  Regional Directors should seek authorization from 
the Executive Director.  

Fraud:  All OATS Transit employees and board members have a responsibility to follow the strict proce-
dures established by OATS Transit to assure accurate record-keeping and billing.  Knowingly presenting 
or causing to be presented a false record or claim in order to have a fraudulent claim for services paid or 
approved by any agency – government or private - by an employee of OATS Transit will result in their im-
mediate dismissal from OATS Transit and will make them subject to several laws that provide stiff penal-
ties under the False Claims Act.  

Employee Protection: If any employee reasonably believes that some policy, practice, or activity of 
OATS Transit is in violation of law, a written complaint must be filed by that employee with the Executive 
Director or the Board President by using the formal Grievance Procedure provided to all employees in 
the Driver’s Handbook and Employee Policy Manual. 

It is the intent of OATS Transit to adhere to all laws and regulations that apply to the organization and the 
underlying purpose of this policy is to support the organization’s goal of legal compliance. The support 
of all employees is necessary to achieving compliance with various laws and regulations. An employee is 
protected from retaliation only if the employee brings the alleged unlawful activity, policy, or practice to 
the attention of OATS Transit  and provides OATS Transit with a reasonable opportunity to investigate and 
correct the alleged unlawful activity. The protection described below is only available to employees that 
comply with this requirement. 

OATS Transit will not retaliate against an employee who in good faith, has made a protest or raised a 
complaint against some practice of OATS Transit, or of another individual or entity with whom OATS 
Transit has a business relationship, on the basis of a reasonable belief that the practice is in violation of 
law, or a clear mandate of public policy. 

OATS Transit will not retaliate against employees who disclose or threaten to disclose to a supervisor or 
a public body, any activity, policy, or practice of OATS Transit that the employee reasonably believes is in 
violation of a law, or a rule, or regulation mandated pursuant to law or is in violation of a clear mandate 
of public policy concerning the health, safety, welfare, or protection of the environment.
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Our Mission Begins With You!

OATS Transit takes pride in the professional conduct of its employees.  You are the public face of OATS 
Transit  and your actions reflect the caring, rider-oriented philosophy which has made OATS Transit a 
national leader.  OATS Transit recognizes that attention to this basic fact is critical to our continued suc-
cess.  OATS Transit expects every employee to conduct themselves at all times and on every occasion in 
accordance with this philosophy and to observe the policies of OATS Transit and its standards of conduct.

Performance is the barometer for determining qualifications for a position.  At times throughout an 
individual’s employment with OATS Transit, various problems in performance may come to the attention 
of an employee’s supervisor; problems which have caused performance to drop below acceptable stan-
dards. These are usually negative, significant events that have become more serious.

When an employee’s performance fails to meet OATS Transit standards, or a single incident occurs which 
is serious enough to warrant formal steps, the supervisor will have several options, depending on the 
seriousness of the situation.  Depending on the severity of the infraction, the supervisor can initiate any 
of the following steps, including a recommendation for termination.  

The options, or steps, of the performance correction system are: 
 1. Documentation of Verbal Warning

2. Documentation of Significant Events (DSE)
3. Notice to Employee of Probation or Suspension
4. Notice to Employee of Recommended Termination

Documentation of Verbal Warning

Purpose:  To document verbal warnings on infractions of OATS Transit policies and procedures or poor 
performance.  It does not replace a DSE which is still used for serious infractions or if improved perfor-
mance is not noted following two verbal warnings.  The form is structured in such a way to allow the 
employee to provide input and make comments on how they can improve performance.  

Distribution:  Once completed, a copy of the form is kept on file at the Regional Office; the original is sent 
to the Home Office for review by the Executive Director and placed in the employee’s personnel file.  It is 
the goal of OATS to solve most problems during this step.

Documentation of Significant Events (DSE)

Purpose:  Throughout the course of an individual’s employment with OATS Transit, their supervisor is to 
document significant events that occur, both positive and negative. Examples of the documentation to 
be maintained:

1. Positive 
• Worthwhile suggestions whether implemented or not  
• Efforts beyond the ordinary  
• Consistent performance over a period of time  
• Willingness to assume greater responsibility on own
• Compliments on job performance  
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2. Negative  
• Violation of OATS Transit safety policies, including accidents and injuries
• Violation of OATS Transit Substance Abuse Policy
• Violation of OATS Transit Code of Ethics Policy
• Log violations
• Failure to attend mandatory training or meetings
• Non-production of work
• Complaints from patrons
• Traffic violations
• Dishonesty, stealing, falsification of records  
• Poor working relationship with patrons, other employees, or  supervisor
• Negative attitudes which employee refuses to resolve  
• Tardiness or Absenteeism
• Quality of Work or Attitude towards work  

Distribution:  Once completed and signed by both the supervisor and employee, the original of the form 
is sent to the Home Office for review by the Executive Director and placed in the employee’s personnel 
file.  

Probation or Suspension

Purpose:  This is used when a supervisor  becomes aware of continued occurrence of minor violations or 
commission of a major offense.  If placed on probation (or new hire probation is extended), the em-
ployee’s basic abilities are evaluated with a goal of improvement by the end of the probationary period.  
During this period, an employee is  not eligible for leave.  (Holiday pay will be  received only if probation 
is new hire; it will not be received if employee is on disciplinary probation.)  A performance evaluation 
is given at the end of new hire probation to determine if employee is eligible for continued employment 
with OATS Transit.

Upon becoming aware of employee conduct for which the supervisor deems disciplinary action is neces-
sary or an investigation needs to occur prior to recommending termination, the employee’s supervisor 
will suspend the employee from work pending resolution of the issue. Such suspension shall be without 
pay or leave benefits. After concluding the investigation, the employee’s supervisor may recommend dis-
ciplinary action, up to and including termination of employment, to the Executive Director. The Executive 
Director shall make the final decision as to discipline, up to and including termination of employment, 
in consultation with the supervisor and Department Head. The reasons for disciplinary action, including 
termination, shall be given to the employee.

Distribution:  Once completed and signed by both the supervisor and employee, the original of the form, 
along with back-up documentation (the DSE) is sent to the Home Office for review by the Executive Di-
rector and placed in the employee’s personnel file.  

Recommended Termination

Purpose:  The purpose of this form is to notify the employee he/she is suspended with a recommenda-
tion for termination.  The form, along with back-up documentation, is then forwarded to the Executive 
Director for review and action on the supervisor’s recommendation.  If the Executive Director concurs 
with the recommendation, a formal termination letter will be mailed to the employee’s home address 
via certified mail.
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Examples of grounds for termination of employment include, but are not limited to, the following: 
A. Single Incidents 
• Use of intoxicants or controlled substances while on the job or being in a condition unfit to 
 assume the responsibilities of work 
• Accidents caused by serious neglect of employee 
• Fighting, physical or verbal  
• Serious neglect which caused harm to a patron  
• Physical or verbal abuse of a patron
• Falsification of records  
• Stealing
• Misuse of records and files  
• Serious traffic or criminal violations
• Disruption of normal work production, including gross disrespect of supervisory authority 
• Involving riders or volunteers in a grievance or disciplinary action.
• Passenger injury resulting from negligence on the part of the driver.

B. Repeated Incidents Over Time 
• Disregard for the safety, comfort, or physical well-being of patrons
• Negative attitude toward patrons or fellow employees
• Minor infractions of safety practices
• Minor accidents caused by thoughtlessness
• Disregard for the policies and regulations of OATS Transit or the laws of municipalities, the State or 
 the  Federal government
• Excessive absenteeism or tardiness 
• Garnishment of the employee’s earnings on more than one indebtedness

Since no policy can anticipate every situation that may arise, this listing is meant as a guide only. OATS’ 
management staff shall review every situation in which termination of employment is an option and 
make its decision based on the circumstances surrounding that particular situation. 

Severance of Employment
OATS Transit is an at-will employer; employment of its drivers does not constitute a contract of employ-
ment.  Although OATS Transit hopes that its relationships with employees are long-term and mutually 
rewarding, they reserve the right to terminate the employment relationship at any time.  Methods of 
severing employment include:

1. Resignation:   Resignation is a voluntary act initiated by the employee to end employment with   
OATS Transit.  Hourly employees must provide a minimum of two (2) weeks notice prior to resignation.   
If an employee does not provide advance notice ,or fails to actually work the remaining two weeks, the   
employee will be ineligible for rehire.
• Unused sick leave and personal days are not paid at the end of employment.
• Employees who give more than two week’s notice may use personal days or unused sick leave   
during their final weeks of employment with approval from their supervisor. If two week’s or less notice 
is given, then the employee’s leave benefits are frozen and may not be used unless specifically approved 
by their supervisor for the purpose(s) of documented FMLA or hardship circumstances.
• Any employee who severs employment with OATS Transit and has any cash account responsibility, i.e. 
petty cash, equipment, transfer bank accounts, etc., must have these amounts verified and property 
returned before final pay is released. The final paycheck will not be released to the resigning employee 
until all accounts are verified and time sheet for last work period is received.
2. Termination for Misconduct:  OATS Transit expects every employee to conduct himself at all times 
and on every occasion in accordance with good taste, and to observe the regulations of the company, 
the laws of municipalities, the State and Federal governments, both on and off the job. Examples of 
grounds for termination of employment include, but are not limited to the list above.
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3. Termination for Lack of Qualifications:  Problems handled under the section of this handbook titled 
Documentation of Significant Events may cause an employee to be terminated for poor performance or 
lack of qualifications. Termination in this category is not intended to say anything other than the person 
was not qualified for the work available in the company.  

The employee’s supervisor will recommend to the Executive Director that the employee’s employment 
be terminated.   All terminations are decided by the Executive Director. The reason(s) for the termination 
will be given to the employee.

4. Layoffs:  When service reductions require OATS Transit to eliminate a position, or positions, the 
affected employee(s) shall be laid off if there is potential service levels will increase again in the near 
future. If lack of work is of  a permanent nature, and there are no other positions open in the county in 
which the employee is interested or for which the employee is qualified, their employment with OATS 
Transit will be terminated. If an employee is laid off, they will not lose already accrued seniority; how-
ever, neither seniority nor leave accrues during that period. Also, the employee’s benefit allowance will 
be suspended if the employee is laid off for a length of time that exceeds one pay period.  The decision 
on which employees are to be laid off is not based on seniority.

Automatic Termination
If an employee has not returned to full-duty status from an authorized leave of absence(s) at the end 
of six (6) months, employment will be automatically terminated. An employee will be considered un-
able to return to work if he or she cannot perform the essential functions of the job in full capacity, with 
or without reasonable accommodation. Under no circumstances may an employee be absent from the 
workplace for more than six (6) consecutive months, unless on military leave or with approval of the 
Executive Director. 

Rehire
Former employees who left OATS Transit in good standing and were classified as eligible for rehire may 
be considered for re-employment. An application must be submitted to the appropriate regional office, 
and the applicant must meet all minimum qualifications and requirements of the position.  Supervisors 
must obtain approval from the Executive Director prior to rehiring a former employee. Rehired employ-
ees begin benefits just as any other new employee. 

Final Pay & Deductions After Severance of Employment
Upon severance of employment for any reason, a driver’s final paycheck is processed within the regular 
time frame for the pay period in which the severance occurred. If the driver’s employment with OATS 
Transit is severed for any reason during the new hire probationary period, the cost of the medical exam 
(up to $75) and the cost of the fingerprint background check (up to $50) will be deducted from your final 
paycheck. Any property that was issued to the driver (i.e. briefcase, uniform shirt, clip board, etc.) must 
be returned within 10 days of last day of employment or the amount of the value of the property may be 
withheld from final pay.

Personal leave and unused sick leave is never issued upon severance of employment.

Employees participating in OATS Transit Benefit Plan will receive a memo outlining their rights and re-
sponsibilities for continuation or closure of any plan in which they are enrolled.
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New-Hire Probationary Period

Drivers have a probationary period of six months from date of employment. It is a period for demonstrat-
ing the basic ability to perform the job for which employed. The probationary period is a period when 
the supervisor must spend extra time with an employee to establish safe, courteous, and efficient work 
habits while determining the employee’s basic abilities. During this period, an employee is not eligible 
for leave or benefits. Holiday pay will be received if criteria is met.  The supervisor’s responsibility during 
this period is to ensure that the new employee:
• Avoids accidents which might cause injury to themselves or OATS Transit patrons.
• Avoids damage to vehicles and other equipment.
• Comes up to the quality and quantity requirements and standards of the position as quickly 
 as possible.

The probationary period may be extended for 30 days or more by the Executive Director in cases where 
more time for evaluation is needed.  An employee performance evaluation is to be completed by the 
employee’s supervisor at the end of the probationary period.  The evaluation will record the employee’s 
progress toward filling the position for which they were hired. If the supervisor judges the necessary 
skills lacking, the employee may be terminated during or at the end of his probationary period without 
the documentation required in the case of senior employees. 

Successful completion of the new hire probationary period in no way signifies permanent employment.  
OATS is an at-will employer and as such can terminate employment at any time.

Performance Evaluations

Every OATS Transit employee will receive an objective evaluation of their performance. This should be a 
constructive process and is a means of letting the employee know how their supervisor views their job 
performance. A driver’s first evaluation will be given at the end of the six months probationary period. 
Subsequent evaluations are due on the annual employment anniversary date.  Pay raises are based on 
merit and given at the employee’s annual evaluation. To receive a pay increase, the employee must be 
in good standing (i.e. not on disciplinary probation.)  Should an employee’s performance evaluation due 
date fall during the probationary period, the evaluation, and merit raise if applicable, will be delayed 
until the end of probation.  

Attendance and Punctuality

All OATS Transit employees are expected to be at work on time, and prepared to work when scheduled 
to do so. These factors are the first norms for judging an employee’s qualification for continued employ-
ment. There will be occasions when illness prevents an employee from coming to work, or there may be 
circumstances preventing punctual arrival. It is expected that those occasions will be kept at an absolute 
minimum. When it is noticed that an employee is absent several times within a short period of time, the 
fact will be brought to the employee’s attention and documentation of counseling will be entered into 
the personnel file. Tardiness is more a relative matter than absence. If an employee’s presence is needed 
for others to function, or is required for the convenience of the patrons of OATS Transit, it is more seri-
ous than if the employee is working alone. In either case, excessive tardiness will be entered into the 
personnel file.   
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Call-in Responsibility

Scheduled service is the driver’s responsibility. If a driver foresees any disruption of that service resulting 
from the driver’s absence for any reason, the driver is expected to call the supervisor. This call is to be 
made as early as possible.  Disruption of service delivery resulting from failure to notify your supervisor 
in a timely fashion of any absences is grounds for termination of employment.

Positive Attitude

All employees are expected to have a positive attitude toward their work, fellow employees, and the 
patrons of OATS Transit.  This is a prime requirement for initial employment and for continued employ-
ment.  Situations will arise, as in any human endeavor, that will cause periods of negative feelings and 
thinking.  It is imperative that employees work through these feelings as promptly and fairly as possible 
by discussing issues with their Regional Director or going through the Grievance Procedure.

Employment of Close Relatives

It is the general policy of OATS Transit to hire relatives provided they are qualified in all respects.  The 
determination of qualification rests with the Executive Director solely and is not to be influenced by the 
relative currently employed.  The following exceptions may apply:  
• A close relative will not be considered for any position which requires him to work under the
 supervision of another close relative.  
• A close relative of a driver may be employed in the drivers regional office in positions that involve  
 no supervision of the driver, work assignments, access to pay information, time/ expense sheet 
 editing or any task that would expose the employee to accusations of favoritism.
• Relatives of the Executive Director may not be employed except as part-time or temporary 
 help and then not  to work under the direct supervision of the Executive Director.
• Relatives of the members of the Board of Directors may not be employed.

For the purposes of this policy, a “close relative” includes any one of the following who is related to the 
employee, as defined: 
• Spouse 
• Parents 
• Daughter or Son 
• Brother or Sister 
• Mother-in-law or Father-in-law 
• Son-in-law or Daughter-in-law 
• Brother-in-law or Sister-in-law 
• Grandparents or Grandchildren
• A person who is legally acting in the capacity of one of the above or a person living in the employee’s 

home in the capacity of one of the above.
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Workplace Posting Requirements

Employers are required to post the following notices for their employees to see:
• Equal Employment Opportunity is the Law
• Fair Labor Standards Act – Federal Minimum Wage 
• Missouri State Minimum Wage
• Your Rights Under the Family and Medical Leave Act of 1993
• Military Family Leave
• Notice:  Employee Polygraph Protection Act
• Job Safety and Health Protection
• Notice to Workers Concerning Unemployment Benefits
• Workers’ Compensation
• Discrimination in Employment
• E-Verify

These are posted at your Regional Office in an area frequented by employees.  Be sure to see your Re-
gional Director if you have any questions concerning the information contained in these notices.
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Personnel Files
Employee files are maintained by the Human Resources Director at OATS Transit Home Office and are 
considered confidential. Managers and supervisors other than the Executive Director and the employee’s 
immediate supervisor may have access to personnel file information only on a need-to-know basis. A 
manager or supervisor considering the hire of a former employee or transfer of a current employee may 
be granted access to the file.  Current employees wishing access to their personnel files must notify the 
Administrative Services Director to set up an appointment to come to the Home Office during regular 
business hours to view their file in the presence of a member of OATS Transit staff.  Items in the per-
sonnel file cannot be added, deleted or copied.  Personnel files may not be taken outside of the Home 
Office.

Representatives of government, our funding agencies or law enforcement agencies, in the course of their 
business, may be allowed access to file information. This decision will be made at the discretion of the 
Human Resources Director in response to the request, a legal subpoena, or court order. 
 
Former employees are considered third parties and therefore do not have access to confidential OATS 
Transit records without provision of an authorized release, legal subpoena, etc.

Sexual Harassment Policy
OATS Transit does not authorize or condone, and will not tolerate, any form of sexual harassment. OATS 
Transit will promptly investigate all complaints of sexual harassment by, among or affecting its employ-
ees, administrators, officers, directors, riders and others. OATS Transit will take immediate corrective 
action when investigation leads to a determination that sexual harassment has occurred or is occurring.
No complainant shall be subject to disciplinary action, transfer, loss of privileges, suspension, termina-
tion or other reprisals for making a complaint of sexual harassment when the complainant honestly 
believes sexual harassment has occurred or is occurring.
In accordance with guidelines of the Equal Employment Opportunity Commission, for the purposes of 
this policy, sexual harassment is deemed to include, but not necessarily be limited to, any unwelcome 
sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when-
ever:
• Submission to such conduct is made either explicitly or implicitly a term or condition of an 
 individual’s employment or ridership privileges;
• Submission to or rejection of such conduct by an individual is used as the basis for employment
 or ridership decisions affecting the individual; or
• Such conduct has the purpose or effect of unreasonably interfering with an individual’s work
 performance or ridership privileges or creating an intimidating, hostile or offensive working
 or ridership environment.

Complaint Procedure:  Each member of management is responsible for creating an atmosphere free 
of discrimination and harassment, sexual or otherwise. Further, employees are responsible for respect-
ing the rights of their co-workers. If you, as an employee, administrator, officer or rider, experience any 
harassment by an OATS Transit employee, volunteer or rider based on your sex, race, national origin, 
disability, or another factor, or believe you have been treated in an unlawful, discriminatory manner, 
promptly report the incident to the appropriate person, who will then investigate the matter and take 
appropriate action, including reporting it to OATS Transit Administrative Director.

Chapter 4 Personnel Policies
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• If you are an employee of OATS Transit, your complaint shall be lodged with your immediate 
 supervisor.  If your complaint is against your supervisor, you may bypass your supervisor and 
 report it directly to the head of your department or to the Administrative Services Director, 
 who will undertake an investigation.
• If you are a rider of OATS Transit, your complaint shall be lodged with the Regional Director. If your   
 complaint is against the Regional Director, the complaint shall be lodged with the Executive 
 Director.
• If your complaint is against the Executive Director, your complaint shall be lodged with the 
 President of the Board of Directors.
• If your complaint is against the President of the Board of Directors, your complaint shall be 
 lodged with the Vice President of the Board of Directors.

If OATS Transit determines that an employee, volunteer or rider is guilty of harassing another employee, 
volunteer or rider, corrective action will be taken. Corrective action shall be appropriate to the circum-
stances revealed by the investigation and may include, but is not necessarily limited to, disciplinary ac-
tion, transfer, change in working conditions, loss of privileges, suspension, or termination.
If, after investigating any complaint of harassment or unlawful discrimination, OATS Transit determines 
that the complaint is not bona fide or that an individual has provided false information regarding the 
complaint, corrective action may be taken against the individual who filed the complaint or who gave the 
false information.

Participants in the process of making sexual harassment complaints and investigating such complaints 
shall maintain as confidential all information concerning the complaint, except that appropriate informa-
tion may be divulged to those persons who have a need to know in the performance of their job duties. 
All records of sexual harassment complaints and the investigation and disposition thereof shall be main-
tained solely at OATS Transit Home Office and shall not be a part of any employee’s regular personnel 
file (provided, however, that notation of transfer, suspension, termination and other disciplinary action 
resulting from a sexual harassment complaint may be noted in an employee’s regular personnel file).

Improper Relationships

Every few years, OATS Transit receives at least one complaint from a rider or their guardian that a driver 
behaved improperly towards them.  Usually the improper behavior is either sexual advances or sexual 
conversation, both of which are expressly forbidden.  When OATS Transit receives such an allegation, the 
driver is suspended immediately pending investigation.  If the investigation reveals the driver did indeed 
behave in an improper manner, they are removed from duty and subject to dismissal.  Drivers are not to 
engage in improper relations with their riders!  This includes dating, romantic relations, sexual intimacy 
or displays of affection.  If you have any questions about what is or is not allowed, you are to discuss with 
your Regional Director.

Can You Be Too Friendly?
OATS Transit drivers are known for being friendly and personable.  But, we have in the past received 
complaints about the driver engaging in conversation that is “too personal”.  The complaints have been 
few, so we don’t want to over-react and make you feel like you can’t be yourself when on the bus. But, 
below are a few guidelines to assist you in assuring your conversations are friendly, but professional.
• While driving, your focus should be on the road, not talking to passengers.
• Be aware that some people on your bus are talkative and love to visit; however, others 
 perhaps are more reserved and don’t like to chat with people they don’t know very well.  
 Don’t try to pry a conversation out of them, or make comments about how quiet they are.
• Don’t ask personal questions, particularly of riders you don’t know very well.
• Don’t air your own personal problems, politics or religion.  
• Any talk or questions of a sexual nature are prohibited (it’s a surefire way to make someone 
 uncomfortable!)

Chapter 4 Personnel Policies
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Grievance Procedure

Misunderstandings or conflicts can arise in any organization. To ensure effective working relations, it is 
important that such matters be resolved before serious problems develop. Most incidents resolve them-
selves naturally; however, should a situation persist that you believe is detrimental to you or to OATS 
Transit, you should follow the procedure described here for bringing your complaint to management’s 
attention.

Step One:  Discussion of the problem with your immediate supervisor is generally required as a first step. 
If, however, unusual circumstances exist which cause you to believe a discussion with your supervisor is 
inappropriate, you may proceed directly to Step Two. It should be noted the department head, at their 
sole discretion, may decide to refer the matter back to the immediate supervisor.

Step Two:  If your problem is not resolved after discussion with your supervisor or if you feel discus-
sion with your supervisor is inappropriate, you may submit your grievance, in writing, to the depart-
ment head. In an effort to resolve the problem, the department head will consider the facts, conduct an 
investigation, and may also review the matter with the Administrative & Development Director. You will 
normally receive a response regarding your problem within ten working days of receipt of your grievance 
by the department head.

Step Three:  If the department head’s decision does not resolve your problem and you wish to pursue 
the grievance further, you may prepare a written summary of your concerns and request that the griev-
ance be reviewed by the Executive Director. This request must be submitted within five working days 
after you receive the response from the department head. The Executive Director, after a full examina-
tion of the facts (which may include discussions with all individuals concerned and a further investigation 
if necessary), will normally advise you of the decision within fifteen working days.

Step Four:  If you are not satisfied with the Executive Director’s decision and wish to pursue the griev-
ance further, you may, within five working days, prepare a written summary of your concerns and 
request that the grievance be reviewed by the Board of Directors. The Board of Directors meets every 
other month and your grievance would be scheduled for review at the next meeting. The Board of Direc-
tors, after a complete review of the facts, will normally advise you of its decision within fifteen working 
days following their routine meeting.  The decision of the Board of Directors shall be final.

OATS Transit does not tolerate any form of retaliation against employees availing themselves of this 
procedure. The procedure should not be construed, however, as preventing, limiting, or delaying OATS 
Transit from taking disciplinary action against any individual, up to and including termination, in cir-
cumstances (such as those involving problems of overall performance, conduct, attitude, or demeanor) 
where OATS Transit deems disciplinary action appropriate.  OATS Transit employees are not to discuss 
grievances with riders and/or volunteers.  When filing a grievance, the following form shall be used by 
the employee.

Chapter 4 Personnel Policies
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OATS Transit - Formal Grievance Form               P-1653
Copy and use this form if you wish to file a formal grievance.  Please refer to the Grievance Procedure on the 
previous page for additional information.  Any deviation from the instructions on this form or from the policy 
shall result in the grievance being denied and the grievance file being closed.

Step One — To be completed by the Employee

Employee Name:   ________________________________________ Emp ID# _______________________

Date Form Completed:   _____________________    Date Incident Occurred: ________________________

Nature of Grievance/Complaint (check one):

o Performance Appraisal o Disciplinary Action

o Leave Benefits o Work Assignment

o Pay/Overtime o Harassment

o Training o Other (specify)__________________________

Describe your grievance/complaint (use additional paper if necessary):

Desired Remedy:

_____________________________________________________
Employee’s Signature

NOTE:    Unless an employee’s grievance involves serious misconduct (conduct which is illegal, immoral and/
or clearly in violation of OATS Transit policies) by the employee’s immediate supervisor, this form shall not be 
used until the employee has first tried to resolve the situation informally by discussing the grievance with their 
immediate supervisor.

 Check here if you are unable to engage in the informal complaint procedure.  State the reason why 
 and proceed to Step Two.

 Check here if you discussed with your immediate supervisor but was dissatisfied with the remedy.     
 Date discussed with supervisor:   ________________________

Grievance Procedure Form - Page 1 of 3
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Step Two — To be completed by the Department Head (for most Drivers, this would be the Regional 
Director unless they report to an Operations/Area Manager) and returned to employee within 10 working 
days of receipt.

Date Completed Grievance Form Received:   ______________________________

 This grievance has been reviewed by the Department Head, and the following decision has been   
 rendered:

 I am referring this matter back to the immediate supervisor for the reason(s) outlined below (not   
applicable for drivers as their Department Head would be their immediate supervisor):

_________________________________________
Department Head’s Signature

Step Three — To be completed by the Employee and the Executive Director

If you are not satisfied with the Department Head’s decision, you may request a review by the Executive 
Director.  The following is to be completed and submitted to the Executive Director, along with page 1 of the 
form, within 5 working days of receipt of Department Head’s decision.

I received the Department Head’s decision (see Step Two) on this date:   _____________________

I am appealing this decision for the following reason(s):

The Executive Director will normally advise you of the decision within 15 working days of receipt of your 
grievance.

To be completed by the Executive Director’s office:

Date the office received the request: ______________________________________

Please refer to the attached letter for the Executive Director’s decision.

Grievance Procedure Form - Page 2 of 3
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Step Four — To be completed by the Employee and Vice Secretary of OATS Transit         P-1653

If you are not satisfied with the Executive Director’s decision, you may request a review by the OATS Transit 
Board of  Directors.  The following should be completed and submitted to the Vice Secretary of the Board of 
Directors, along with pages 1 and 2 of the form, within 5 working days of receipt of the Executive Director’s 
decision.

I received the Executive Director’s decision (see Step Three) on this date:   ________________________

I would like to be present at the Board Meeting when my grievance is reviewed:              Yes                  No

I am appealing this decision for the following reason(s):

To be completed by the Vice Secretary (located at the Home Office) and returned to the Employee:

Date office received request:   _________________________

Date of next Board Meeting:   _________________________

The next regular meeting of the Board of Directors is on the date above.  Your Grievance has been put on the 
agenda and will be reviewed by the Board at that time.  You will be notified, in writing, of the Board's decision 
within 15 working days following their meeting.  Please remember that the decision of the Board is final.

_________________________________________
Vice Secretary’s Signature

The Executive Director and Vice Secretary are located at the Home Office Address.

NOTE:  It is important that you include all three pages of the form as you go through the steps so each 
individual can review the previous decision.

Grievance Procedure Form - Page 3 of 3
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OATS Transit is dedicated to providing safe, dependable, and economical transportation services to our 
transit system passengers. OATS Transit employees are a most valuable resource and it is our goal to pro-
vide a healthy, satisfying work environment which promotes personal opportunities for growth. In meet-
ing these goals, it is our policy to (1) assure that employees are not impaired in their ability to perform 
assigned duties in a safe, productive, and healthy manner; (2) create a workplace environment free from 
the adverse effects of drug abuse and alcohol misuse; and (3) encourage employees to seek professional 
assistance anytime personal problems, including alcohol or drug dependency, adversely affect their ability 
to perform their assigned duties.

It is the policy of OATS Transit to enforce a strict “zero tolerance” policy for those individuals covered un-
der this policy. No “second chance” consideration will be made for those individuals who have a positive 
alcohol or controlled substances test as outlined in this policy.

Chapter 5Chapter 5
Substance Abuse Policy
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Chapter 5 Substance Abuse Policy

2.0 PURPOSE
The purpose of this policy is to assure worker fitness for duty and to protect our employees, passengers, 
and the public from the risk posed by the misuse of alcohol and abuse of prohibited drugs. This policy is 
also intended to comply with all applicable Federal regulations governing workplace anti-drug and alco-
hol programs in the transit industry. The Federal Transit Administration (FTA) of the U.S. Department of 
Transportation (US DOT) has published 49 CFR Part 655, as amended, that mandates urine drug testing 
and breath alcohol testing for safety-sensitive positions and prohibits performance of safety-sensitive 
functions when there is a positive test result. US DOT has published 49 CFR Part 40, as amended, that 
sets standards for the collection and testing of urine and breath specimens. This policy incorporates 
those requirements for safety-sensitive employees and others when so noted. Part 40 is available on-
line at http://www.dot.gov/ost/dapc/index.html.

3.0 APPLICABILITY
This policy applies to all safety-sensitive transit system employees, paid part-time employees, contract 
employees, volunteers (who receive remuneration in excess of expenses incurred while performing a 
covered activity or  are required to hold a CDL to operate a vehicle) and contractors when they are on 
transit property or when performing any transit-related safety-sensitive business. This policy applies to 
off-site lunch periods or breaks when an employee is scheduled to return to work.

A safety-sensitive function is any duty related to the operation of mass transit service including operat-
ing a revenue service vehicle (whether or not the vehicle is in revenue service), dispatching, maintaining 
a revenue service vehicle or equipment used in revenue service, carrying a firearm for security purposes, 
and operating a non-revenue service vehicle when required to be operated by a holder of a Commercial 
Driver’s License. Safety-sensitive positions within OATS Transit are identified in Attachment A.

4.0 PROHIBITED SUBSTANCES
“Prohibited substances” addressed by this policy include the following:

4.1 ILLEGALLY USED CONTROLLED SUBSTANCES OR DRUGS
The use of any illegal drug or any substance identified in Schedules I through V of Section 202 of the Con-
trolled Substance Act (21 U.S.C. 812), as further defined by 21 CFR 1300.11 through 1300.15, is prohib-
ited at all times unless a legal prescription has been written for the substance.  This includes, but is not 
limited to:  marijuana (including medical marijuana), amphetamines, opiates, phencyclidine (PCP), and 
cocaine, as well as any drug not approved for medical use by the U.S. Drug Enforcement Administration 
or the U.S. Food and Drug Administration. Illegal use includes use of any illegal drug, misuse of legally 
prescribed drugs, and use of illegally obtained prescription drugs.

4.2 LEGAL DRUGS
The appropriate use of legally prescribed drugs and non-prescription medications is not prohibited. 
However, the use of any substance, which carries a warning label that indicates that mental functioning, 
motor skills, or judgment may be adversely affected, must be reported to a transit system supervisor. In 
addition, the employee must obtain a written release from the attending physician releasing the person 
to perform their job duties any time they obtain a performance-altering prescription. Medical marijuana 
under a state law does not constitute a valid medical explanation under federal law and will be consid-
ered a positive drug test result.

A legally prescribed drug means that the individual has a prescription or other written approval from a 
physician for the use of a drug in the course of medical treatment. It must include the patient’s name, 
the name of the substance, quantity/amount to be taken, and the period of authorization. The misuse or 
abuse of legal drugs while performing transit business is prohibited.
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Transit employee(s) performing safety-sensitive job functions and taking OTC and legally prescribed 
drugs must:

•  Confer with their physician prescribing the medication to ascertain pertinent side effects of 
 prescription and/or OTC medications and inquire into alternative treatment options.
•  Seek medical advice, as appropriate, before performing work-related duties.
•  Advise  his/her  supervisor/management  staff  personnel  if  the  use  of  such  prescribed    
 drugs/medication affects his/her ability to drive and/or work safely.

A list of some of the medications identified by the National Transportation Safety Board and FTA as 
medications of concern, are covered in Attachment B of this policy.

4.3 ALCOHOL
The use of beverages containing alcohol or substances including any medication, mouthwash, food, 
candy or any other substance such that alcohol is present in the body while performing transit business 
is prohibited. The concentration of alcohol is expressed in terms of alcohol per 210 liters of breath as 
measured by an evidential breath-testing device. No safety-sensitive employee should report for duty or 
remain on duty when his/her breath alcohol concentration is 0.02 or greater. No safety-sensitive em-
ployee shall use alcohol while performing safety-sensitive functions, within four hours prior to perform-
ing a safety-sensitive function, or during on-call hours. Violation of these provisions is prohibited and 
punishable by termination. An Alcohol Fact Sheet is in Attachment C of this policy.

5.0  COMPLIANCE WITH TESTING REQUIREMENTS
In accordance with Part 655, all safety sensitive employees shall be subject to urine drug testing and 
breath alcohol testing as a condition of employment. Any safety-sensitive employee who refuses to 
comply with a request for testing shall be immediately removed from duty, referred to  a substance 
abuse professional (SAP), and terminated from employment. Any safety-sensitive employee who is sus-
pected by the collector during the specimen collection process of falsifying test results through tamper-
ing, contamination, adulteration, or substitution will be required to undergo an immediate observed 
second collection. Verification of these actions will result in the employee’s immediate removal from 
duty and termination of employment.

Any person who has been given a conditional job offer subject to pre-employment drug testing and 
leaves the testing site once testing has commenced (i.e., once the collector provides the individual with 
the urine collection cup), shall be deemed to have refused the test. Failure to show up for or leaving 
the collection site prior to commencement of the pre-employment drug test is not considered a refusal. 
Failure to undergo a medical examination or evaluation directed by the MRO shall constitute a refusal of 
a pre-employment test only if the pre-employment test is conducted after a contingent offer of employ-
ment.

The following circumstances constitute a test refusal:
1. Failure to appear for any test (except pre-employment) within a reasonable time after being   
 notified to go.
2. Failure to remain at the testing site until the testing process is complete.
3. Failure to provide adequate specimen for any drug or alcohol test required by DOT/FTA rules.
4. Refusal to allow the observation or monitoring of a specimen collection when it is required.
5. Failure to provide a sufficient urine or breath sample without an adequate medical explanation   
 for the failure.
6. Failure to take a second drug test that the employer or collector has directed the employee to   
 take.
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7. Failure to undergo a medical exam as directed by the employer or the medical review officer   
 (MRO) as part of the verification process, or “shy bladder” or “shy lung” procedures.
8. Failure to cooperate with the testing process (examples:  refusal to empty pockets when 
 requested, behaving in a confrontational manner that disrupts the process, or failure to wash   
 hands after being directed to do so by the collector).
9. For an observed collection, failure to follow the observer’s instructions to raise clothing above   
 the waist, lower clothing and underpants to mid-thigh, and to turn around to allow the observer   
 to see if employee is wearing a prosthetic or similar device that could be used to interfere with   
 the collection process.
10. Possession or wearing of a device as described above intended to help the employee pass the   
 drug test.
11. Admitting adulteration or substitution of the specimen to the collector or the MRO.
12. If the MRO reports a verified adulterated or substituted test result.
13. Refusal to sign Step 2 of the Alcohol Testing Form.
14. Failure to remain readily available for post-accident drug and alcohol testing until a decision is   
 made that no testing is required or until testing is completed.

A drug test can be performed any time a safety sensitive employee is on duty. A random or reasonable 
suspicion alcohol test can only be performed just before, during or immediately after the performance 
of a safety sensitive duty.

6.0 TREATMENT REQUIREMENTS
Any employee with a positive test result will be subject to termination.

All employees are encouraged voluntarily to make use of any available resources for treatment for alco-
hol misuse and illegal drug use problems. Under certain circumstances (such as a decision by the courts), 
employees may be required to undergo treatment for substance abuse or alcohol misuse. Any employee 
who refuses or fails to comply with transit system requirements for treatment, after care, or return-to-
duty shall be subject to termination. The cost of any treatment or rehabilitation services will be paid for 
directly by the employee or their insurance provider. Employees will be allowed to take accumulated 
sick leave and vacation leave to participate in the prescribed rehabilitation program. The provisions of 
this paragraph apply to employees who voluntarily seek treatment prior to notification for a drug or 
alcohol test.

7.0  TESTING PROCEDURES
All safety-sensitive employees shall be subject to pre-employment, reasonable suspicion, post-accident, 
and random testing as defined in sections 7.2, 7.3, 7.4 and 7.5.

Testing shall be conducted in a manner to assure a high degree of accuracy and reliability and using 
techniques, equipment and laboratory facilities, which have been approved by the U.S. Department 
of Health and Human Service (DHHS). All testing will be conducted consistent with the procedures put 
forth in 49 CFR Part 40, as amended. A copy of 49 CFR Part 40 is available from the DER upon request.

The five drugs that will be tested for in a urine specimen include marijuana, cocaine, opiates, am-
phetamines and phencyclidine. All urine specimen drug testing will be conducted at a DHHS-certified 
laboratory. An initial drug screen will be conducted on each urine specimen. For those specimens with 
non-negative initial drug screen results, confirmatory gas chromatography/mass spectrometry (GC/MS) 
testing is conducted. The test result will be considered positive if the amount(s) present are above the 
minimum thresholds established in 49 CFR 40.87, as amended.
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Breath alcohol testing will be conducted utilizing a National Highway Traffic Safety Administration 
(NHTSA)-approved testing device operated by a trained breath alcohol technician. If the initial test indi-
cates a breath alcohol concentration of 0.02 or greater, a second test will be performed by the breath 
alcohol technician. The confirmatory test will be performed using an NHTSA-approved evidential breath-
testing device operated by a trained breath alcohol technician. A safety-sensitive employee who has a 
confirmed breath alcohol concentration of 0.02 or greater but less than 0.04 will be immediately re-
moved from duty for eight hours or the remainder of the work day, whichever is longer, unless a retest 
results in a concentration measure of less than 0.02. A confirmed breath alcohol concentration of 0.04 
or greater will be considered a positive alcohol test in violation of this policy & a violation of the require-
ments set forth in 49 CFR Part 655 for safety-sensitive employees.

The consequences for covered employees, including applicants for safety-sensitive positions, who have a 
verified drug or a confirmed alcohol test result with an alcohol concentration of 0.04 or greater, or who 
refuse to submit to a test under this part, include the mandatory requirements that the covered employ-
ee be removed immediately from his/her safety- sensitive function and referred to a SAP.  Any employee 
who tests positive for drugs and/or alcohol or refuses to test will be terminated from employment. The 
cost of any treatment or rehabilitation services will be paid directly by the employee.

OATS Transit affirms the need to protect individual dignity, privacy and confidentiality throughout the 
testing process. 

Consistent with the requirements in 49 CFR Part 40, as amended, an immediate urine specimen col-
lection will be conducted under direct observation (by a person of the same gender) with no advance 
notice if:

1. The DHHS-certified laboratory reports to the MRO that a specimen is invalid, and the MRO   
 reports to the designated employer representative (DER) that there was not an adequate 
 medical explanation for the result.
2. The MRO reports to the DER that the original positive, adulterated, or substituted test result had   
 to be canceled because the test of the split specimen could not be performed.
3. The MRO directs the DER to conduct a recollection under direct observation because the 
 creatinine concentration of the initial specimen collected was equal to or greater than 2 mg/dL   
 but less than or equal to 5 mg/dL.
4. The collector must immediately conduct a collection under direct observation if:

• The employee is directed by the DER to do so, or the employees’ conduct clearly indicates an  
 attempt to tamper with a specimen.
• The collector observes materials brought to the collection site by the donor or the donor’s   
 conduct clearly indicates an attempt to tamper with a specimen.
• The temperature of the original specimen is outside the acceptable range of  90-100  
 degrees Fahrenheit.
• The original specimen appeared to be tampered with.

5. If, for any reason, the employee is not terminated for a positive drug test, the DER will direct an   
 employee to provide a urine specimen under direct observation for return-to-duty and follow-up   
 drug tests.

7.1  EMPLOYEE REQUESTED TESTING
Any safety-sensitive employee or applicant who questions the results of a verified positive required drug 
test or refusal to test may request that the split sample be tested at a second DHHS certified testing 
laboratory. This test must be conducted on the split specimen (the original specimen was separated into 
two bottles – the primary specimen and the split specimen). OATS Transit will seek to be reimbursed 
from the employee for all costs of such testing unless the test result of the split specimen invalidates the 
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test result of the primary specimen. The method of collecting, storing, and testing the split sample will 
be consistent with the procedures set forth in 49 CFR Part 40, as amended. The employee’s request for a 
split sample test must be made to the MRO within 72 hours of notice of the original sample verified test 
result. Requests after 72 hours will only be accepted by the MRO if the delay was due to documentable 
facts that were beyond the control of the employee.

7.2  PRE-EMPLOYMENT TESTING
All applicants for safety-sensitive positions shall undergo urine drug testing prior to hiring or transfer 
into a safety- sensitive position. All offers of employment for safety-sensitive positions shall be extended 
conditional upon the applicant passing a drug test. If any employee or applicant has not performed a 
safety-sensitive function for 90 consecutive calendar days or more, regardless of reason, and the em-
ployee had been removed from the random testing selection pool during that time, a pre-employment 
drug test is required. An MRO-verified negative result must be obtained prior to the performance of any 
safety-sensitive work. If an applicant fails a pre-employment drug test, the conditional offer of employ-
ment shall be rescinded.

OATS Transit will provide each applicant or employee who fails a pre-employment drug test with the 
name, address, and telephone number of the available SAP meeting the qualifications listed in 49 CFR 
Part 40, as amended.

Any individual who has previously either failed or refused a DOT required pre-employment test must 
provide evidence of successfully completing a SAP referral and evaluation, and treatment plan compli-
ant with the requirements in 49 CFR Parts 40 and 655, as amended, prior to further consideration for 
employment. The cost for the assessment and any subsequent treatment will be the sole responsibility 
of the individual. If the drug screen test is canceled by the MRO, the applicant must retake and pass the 
drug screen test before being hired.

7.3  REASONABLE SUSPICION TESTING
All safety-sensitive employees may be subject to urine and/or breath testing when there are reasons to 
believe that drug or alcohol use is adversely affecting job performance. A reasonable suspicion referral 
for testing will be made based on documented contemporaneous and articulable observations consis-
tent with substance abuse and/or alcohol misuse. Reasonable suspicion referrals must be made by one 
or more supervisors trained to detect the signs and symptoms of drug abuse and alcohol misuse and 
conclude that an employee may be adversely affected or impaired in his/her work performance due to 
possible prohibited substance abuse or alcohol misuse. The decision to test for alcohol under reasonable 
suspicion will be made based on observations made just before, during or immediately after performing 
a safety-sensitive function.

Examples of reasonable suspicion include, but are not limited to, the following:
1. Physical signs and symptoms consistent with prohibited substance use or alcohol misuse which   
 includes specific, contemporaneous, articulable observations concerning the appearance, 
 behavior, speech, or body odors of an employee.
2. Evidence of the manufacture, distribution, dispensing, possession or use of controlled substances,   
 drugs, alcohol or other prohibited substance.
3. Fights (to mean physical contact), assaults and flagrant disregard or violations of established   
 safety, security or other operation procedures.

In the event the conduct is witnessed by an OATS Transit rider, co-worker, a director or employee of an 
agency with whom OATS Transit contracts (i.e. a Senior Center Director), or other non-supervisor per-
sonnel, the employee’s supervisor shall investigate the allegations thoroughly and document his or her 
findings. Under OATS Transit policy, supervisors have the right to request a reasonable cause test if they 
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conclude that the reports were valid. A non-DOT/FTA Custody Control Form shall be used for this test; 
however, the same collection procedures outlined below shall be used.

7.4  POST-ACCIDENT TESTING
All safety-sensitive employees will be required to undergo urine drug and breath alcohol testing if they 
are involved in an accident involving the operation of an OATS Transit revenue service vehicle (regardless 
of whether or not the vehicle is in revenue service at the time of the accident) that results in a fatality. 
This includes any surviving safety-sensitive employee that was operating the vehicle and any other em-
ployee whose performance could have contributed to the accident.

In addition, post-accident drug and alcohol testing will be conducted if the accident involves the opera-
tion of a revenue service vehicle, whether or not in revenue service, and

• An individual suffers bodily injury and immediately receives medical treatment away from   
 the scene of the accident; or
• Any vehicle involved sustains disabling damage requiring a tow away from the scene.

For non-fatal accidents, drug and alcohol testing will be conducted on all covered employees operating 
the mass transit vehicle unless their performance can be completely discounted as a contributing factor 
based on the best information available at the time of the decision, and all other covered employees 
whose performance could have contributed to the accident, as determined by OATS Transit using the 
best information available at the time of the decision to test.

Following an accident, a safety-sensitive employee will be tested as soon as possible, but not to exceed 
eight hours for alcohol testing and 32 hours for drug testing. Any safety sensitive employee involved 
in an accident must refrain from consuming alcohol for eight hours following the accident or until he/
she undergoes a post-accident alcohol test, whichever occurs first. Any safety-sensitive employee who 
leaves the scene of the accident without justifiable explanation prior to submission to drug and alcohol 
testing will be considered to have refused the test and terminated from employment. Employees tested 
under this provision will include any covered employee whose performance could have contributed to 
the accident.

Post-accident testing is stayed while the employee assists in the resolution of the accident or receives 
medical attention following the accident.

OATS, Inc. will make every effort to complete breath alcohol testing within 2 hours of the accident. If 
alcohol testing cannot be completed within 2 hours, a report must be maintained that documents the 
reason for the testing delay. If alcohol testing cannot be accomplished within 8 hours of the accident, all 
attempts to obtain a specimen must cease and the documentation on the testing delay must be updat-
ed.

7.5  RANDOM TESTING
Employees in safety-sensitive positions will be subject to random, unannounced, and unpredictable drug 
and alcohol testing. The selection of safety-sensitive employees for random drug and alcohol testing 
will be made using a scientifically valid method that ensures that each covered employee has an equal 
chance of being selected for testing each time selections are made with no  influence from operations or 
management. Random  drug testing will be conducted throughout the calendar year and at all times of 
the day when safety-sensitive functions are performed.

Once an employee is notified of his/her selection for random testing, he/she must proceed to the test-
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ing site immediately. Random drug tests can be conducted at any time while an employee is on duty. 
Random alcohol testing will be conducted just before, during, or immediately after performing a safety-
sensitive function. At a minimum, OATS Transit will test at the current FTA established rates set forth in 
49 CFR Part 655, as amended. A copy of 49 CFR Part 655 is available from the DER upon request.

7.6 RETURN-TO-DUTY TESTING
All safety-sensitive employees who previously voluntarily entered into a rehabilitation program as set 
forth in the regulations must test negative on a drug or alcohol test (0.00 for alcohol) on a return-to-duty 
test and be evaluated and released to duty by the SAP before returning to work. Return-to-duty testing 
is conducted under OATS Transit authority using non- DOT testing forms.

This section is included for reference only as Return-to-Duty Testing is not permissible as employees 
with positive tests are terminated.

7.7 FOLLOW-UP TESTING
Safety-sensitive employees who previously voluntarily entered into a prescribed rehabilitation program 
will be required to undergo frequent, unannounced urine and/or breath testing following their return 
to duty. The follow-up-testing will be performed for a period of time determined by the company after 
conferring with the SAP. Follow-up testing is conducted under OATS Transit authority using non-DOT 
testing forms.

This section is included for reference only as Follow-Up Testing is not permissible as employees with 
positive tests are terminated.

7.8 DILUTE NEGATIVE POLICY
A dilute specimen is a specimen with creatinine and specific gravity values that are lower than expected 
for human urine. As permitted in 49 CFR 40.197, OATS, Inc. will not perform a second test on any ap-
plicant/employee with a dilute negative drug test result, unless directed to do so by the MRO. If the 
employee declines to take the second observed drug test as directed, it will be considered a test refusal.

8.0 REFERRALS FOR TREATMENT
Any safety-sensitive employee who tests positive for the presence of illegal drugs and/or alcohol above 
the minimum thresholds set forth in 49 CFR Part 40 and 49 CFR Part 655, as amended, will be referred 
for evaluation to a SAP that meets the qualifications set forth in 49 CFR Part 40, as amended. The SAP 
will evaluate each employee to determine what assistance (treatment and/or education) the employee 
needs in resolving problems associated with prohibited drug use or alcohol misuse. Any cost of treat-
ment will be paid solely by the employee.

9.0  CONSEQUENCES OF A POSITIVE TEST
All employees who test positive for the presence of illegal drugs or alcohol above the minimum thresh-
olds set forth above will be terminated.

10.0 EMPLOYEE AND SUPERVISOR TRAINING
All safety sensitive employees will undergo a minimum of 60 minutes of training on the signs and symp-
toms of drug use including the effects and consequences of drug use in personal health, safety, and the 
work environment. The training will also include manifestations and behavioral cues that may indicate 
prohibited drug use.

Supervisors will also receive 60 minutes of reasonable suspicion training on the physical, behavioral, and 
performance indicators of probable drug use and 60 minutes of reasonable suspicion training on the 
physical, behavioral, speech, and performance indicators of probable alcohol misuse.
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Information on the signs, symptoms, health effects and consequences of alcohol misuse is presented in 
Attachment C of this policy.

11.0 INFORMATION DISCLOSURE as required by 49 CFR Part 655
OATS Transit shall release information regarding a covered employee’s record as directed by specific, 
written consent from the employee authorizing release of the information to an identified person.

A covered employee is entitled, upon written request, to obtain copies of any records pertaining to his/
her use of prohibited substances, including any records pertaining to test results.

OATS Transit may disclose information that is required to be maintained to the decision maker in a law-
suit, grievance or other proceeding initiated by or on behalf of the employee tested.

When requested by the National Transportation Safety Board as part of an accident investigation, OATS 
Transit shall disclose information related to its administration of drug and alcohol tests following the 
accident investigation. Records shall be made available to subsequent employers upon receipt of written 
request from the covered employee. OATS Transit shall disclose data for its drug and alcohol testing pro-
gram and any other information pertaining to its anti-drug program, when requested by the Secretary of 
Transportation or any DOT agency with regulatory authority over OATS Transit.

OATS, Inc. shall disclose drug and alcohol testing information to the Missouri Department of Transporta-
tion as the oversight agency for the program.

To be considered for employment, all applicants will be asked to give consent to OATS Transit for a back-
ground check of the applicant’s previous DOT covered employer over the past two years. The informa-
tion requested will include:
 1. Alcohol test results of 0.04 or higher alcohol concentration.
 2. Verified positive drug tests.
 3. Refusals to be tested (including verified adulterated or substituted drug test results).
 4. Other violations of DOT agency drug and alcohol testing regulations.
 5. With respect to any employee who violated a DOT drug and alcohol regulation, 
  documentation of the employee’s successful completion of DOT return-to-duty 
  requirements (including follow-up tests).

12.0 PROPER APPLICATION OF THIS POLICY
The transit system is dedicated to assuring fair and equitable application of this substance abuse policy. 
Therefore, supervisors are required to use and apply all aspects of this policy in an unbiased and impar-
tial manner. Any supervisor who knowingly disregards the requirements of this policy, or who is found 
to deliberately misuse the policy in regard to subordinates, shall be subject to disciplinary action, up to 
and including termination.

13.0  SYSTEM CONTACT
Refer to Attachment D of this policy.

14.0  FUTURE CHANGES OR MODIFICATIONS
OATS, Inc., at the direction of the Missouri Department of Transportation, will update this drug and alco-
hol policy to reflect all regulatory modifications, clarifications, and FTA and US DOT interpretations that 
are relevant to our company. In addition, OATS Transit reserves the right to change the provisions of this 
policy and testing program in the future. Employees will be notified in writing of any change(s) pertinent 



Driver’s Handbook 5-10

Chapter 5 Substance Abuse Policy

to this policy.

15.0 FORMAL APPROVAL OF POLICY
This drug and alcohol policy has been approved by the OATS, Inc. Board of Directors and will be strictly 
adhered to.

Nolan G. McNeill
President- Board of Directors, January 23, 2018 
OATS, Inc.

Employee Assistance Program (EAP)
Employees who have an alcohol or drug abuse problem are strongly encouraged to seek substance 
abuse counseling and may contact their supervisor for referral. OATS Transit shall advise its employees of 
the resources available to them for treatment. OATS Transit will not, however, pay for rehabilitation nor 
is OATS Transit required to hold a job open for an employee undergoing treatment. Any employee that 
has a confirmed positive drug or alcohol test will be informed of educational and rehabilitation programs 
available, and referred to a Substance Abuse Professional (SAP) for assessment. A SAP is a licensed or 
certified physician, psychologist, social worker, employee assistance professional, or addiction counselor 
with knowledge of and clinical experience in the diagnosis and treatment of alcohol and drug-related 
disorders.

For a listing of qualified Substance Abuse Professionals check out the website at: www.saplist.com

Part 40 Policy Addendum Issued January 1, 2018

The United States Department of Transportation (USDOT) – Office of Drug and Alcohol Policy and Com-
pliance (ODAPC) has issued an update to USDOT’s drug and alcohol testing regulation (49 CFR Part 40). 
The new regulation has been revised and the changes (summarized below) will become effective on 
January 1, 2018. Therefore, the OATS Transit drug and alcohol testing policy is amended as follows:

1. Changes to the drug testing panel
a. Four new opioids added to the drug testing panel –
 i. The USDOT drug test remains a “5-panel” drug test; however, the list of opioids for    
 which are tested will expand from three to seven opioids.
 ii. The “opioid” category will continue to test for codeine, morphine, and heroin; however, the   
  “opioid” testing panel will now be expanded to include four (4) new semi-    
  synthetic opioids:
  1. (1) Hydrocodone, (2) Hydromorphone, (3) Oxycodone, and (4) Oxymorphone.
  2. Common brand names for these semi-synthetic opioids include, but may not be    
  limited to: OxyContin®, Percodan®, Percocet®, Vicodin ®, Lortab®, Norco®, Dilaudid®,   
  Exalgo®.
b. ‘MDA’ will be tested as an initial test analyte
c. ‘MDEA’ will no longer be tested for under the “amphetamines” category.
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2. Blind specimen testing
a. The USDOT no longer requires blind specimens to be submitted to laboratories.

3. Addition to the list of “fatal flaws”
a. The following three circumstances have been added to the list of “fatal flaws”:
 i. No CCF received by the laboratory with the urine specimen.
 ii. In cases where a specimen has been collected, there was no specimen submitted    
  with the CCF to the laboratory.
 iii.   Two separate collections are performed using one CCF.

4.   MRO verification of prescriptions
a. When a tested employee is taking a prescribed medication, after verifying the prescription and 
 immediately notifying the employer of a verified negative result, the MRO must then (after 
 notifying the employee) wait five (5) business days to be contacted by the employee’s prescribing   
 physician before notifying the employer of a medical qualification issue or significant safety risk.

 i. Specifically, in cases where an MRO verifies a prescription is consistent with the Controlled 
Substances Act, but that the MRO has still made a determination that the prescription may dis-
qualify the employee under other USDOT medical qualification requirements, or that the prescrip-
tion poses a significant safety-risk, the MRO must advise the employee that they will have five (5) 
business days from the date the MRO reports the verified negative result to the employer for the 
employee to have their prescribing physician contact the MRO. The prescribing physician will need 
to contact the MRO to assist the  MRO in determining if the medication can be changed to one 
that does not make the employee medically unqualified or does not pose a significant safety risk. If 
in the MRO’s reasonable medical judgment, a medical qualification issue or a significant safety risk 
still remains after the MRO communicates with the employee’s prescribing physician, or after five 
(5) business days, whichever is shorter, the MRO must communicate this issue to the employer 
consistent with 49 CFR Part 40.327.

5. Definitions
a. The term “DOT, the Department, DOT Agency”
 i. Modified to encompass all DOT agencies, including, but not limited to, FAA, FRA, FMCSA,   
 FTA, PHMSA, NHTSA, Office of the Secretary (OST), and any designee of a DOT agency.
 ii. For the purposes of testing under 49 CFR Part 40, the USCG (in the Department of    
 Homeland Security) is considered to be a DOT agency for drug testing purposes.
b. The term “Opiate” is replaced with the term “Opioid” in all points of reference.
c. The definition of “Alcohol Screening Device (ASD)” is modified to include reference to the list of   
 approved devices as listed on ODAPC’s website.
d. The definition of “Evidential Breath Testing Device (EBT)” is modified to include reference    
 to the list of approved devices as listed on ODAPC’s website
e. The definition of “Substance Abuse Professional (SAP)” will be modified to include  reference to   
 ODAPC’s website. The fully revised definition includes:
i. A licensed physician (medical doctor or doctor of osteopathy) or licensed or certified psychologist,   
 social worker, employee assistance professional, state-licensed or certified marriage and family   
 therapist, or drug and alcohol counselor (certified by an organization listed at https:..www.   
 transportation.gov/odapc/sap) with knowledge of and clinical experience in the diagnosis    
 and treatment of drug and alcohol related disorders.

Note: The revision listed in this addendum include only those revisions to 49 CFR Part 40 which may be 
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referenced in our drug and alcohol testing policy above.
 

ATTACHMENT A:  COVERED POSITIONS BY JOB TITLES

Job Title Safety Sensitive Function(s)
Regional Director Supervises Safety Sensitive personnel

Area Manager Supervises Safety Sensitive personnel, and/or
 May be called upon to operate a Revenue Service Vehicle

Operations Manager Supervises Safety Sensitive personnel, and/or 
 May be called upon to Dispatch.

Operations Coordinator Dispatching

Dispatcher Dispatching

Maintenance Coordinator Operating Revenue Service Vehicles 

Driver Operating Revenue Service Vehicles

Staff at OATS Transit Home Office are not safety sensitive as they do not operate, maintain or dispatch 
revenue service vehicles. Their functions are administrative, accounting and clerical.

ATTACHMENT B: MEDICATIONS OF CONCERN

List of some of the medications identified by the National Transportation Safety Board and FTA as medi-
cations of concern. This list is not definitive.

Analgesics: Aspirin  with codeine, Codeine, Darvocet, Darvon, Demerol, Dilaudid, Empirim Compound 
with codeine, Levo-Dromoran, Methadone, Morphine, Percocet, Perodan, Soma Compound with co-
deine, Talacet, Talwin, Tylenol with codeine, and Vicodin.

Anti-Motion Sickness: Antivert, Dramamine, Marezine, Phenergan, Transderm-Scop.

Tranquilizers and Sedatives: Ativan, Denadryl, Centrax, Compazine, Dalmane, Diazepam, Equani, 
Halcion, Haldol, Libritabs, Librium, Limbitrol, Paxipam, Phenergan, Prolixin, Serax, Stelazine, Thorazine, 
Tranxene, Valium, Valrelease, Xanax.

Antidepressants: Adapin, Amitriptyline, Asendin, Deprol, Desyrel, Elavil, Endep, Etrafon, Limbitrol, Lithi-
um, Ludiomil, Marplan, Nardil, Norpramin, Pamelor, Parnate, Petrofrane, Sinequan, Surmontil, Tofranil, 
Triavil, Vivactil.

Barbiturates: Alurate, Buttisol, Dilantin, Medaral, Nembutal, Pentobartital, Phenobarbital, Secobarbital, 
Seconal, Sedapap, Tuinal.

Skeletal Muscle Relaxants:  Flexeril, Parafon, Soma.

Chapter 5 Substance Abuse Policy
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Non-Prescription Cough & Cold Remedies, Antihistamines: Benadryl, Bromfed, Chlro-Trimetron, 
Comtrex, Contac, Deconamine, Dimetapp, Dristan, Drixoral, Externdryl, Fedahist, Kronofed, Naldecon, 
Nolamin, Novafed, Ornade, Phenergan, Rondec, Ryantan, Sinubid, Sinulin, Tavist-D.

Attachment C: Alcohol Fact Sheet

Alcohol is a socially acceptable drug that has been consumed throughout the world for centuries. It is 
considered a recreational beverage when consumed in moderation for enjoyment and relaxation during 
social gatherings. However, when consumed primarily for its physical and mood-altering effects, it is a 
substance of abuse. As a depressant, it slows down physical responses and progressively impairs mental 
functions.

Signs and Symptoms of Use
• Dulled mental process
• Lack of coordination
• Odor of alcohol on breath
• Possible constricted pupils
• Sleepy or stuporous condition
• Slowed reaction rate
• Slurred speech

(Note: Except for the odor, these are general signs and symptoms of any depressant substance.)

Health Effects
• The chronic consumption of alcohol (average of three servings per day of beer [12 
 ounces], whiskey [1 ounce], or wine [6 ounce glass]) over time may result in the 
 following health hazards:
• Decreased sexual functioning
• Dependency (up to 10 percent of all people who drink alcohol become physically and/or   
 mentally dependant on alcohol and can be termed “alcoholic”)
• Fatal liver diseases
• Increased cancers of the mouth, tongue, pharynx, esophagus, rectum, breast and 
 malignant melanoma
• Kidney disease
• Pancreatitis
• Spontaneous abortion and neonatal mortality
• Ulcers
• Birth defects (up to 54 percent of all birth defects are alcohol related)

Social Issues
• Two-thirds of all homicides are committed by people who drink prior to the crime.
• Two to three percent of the driving population is legally drunk at any one time.  This 
 rate is doubled at night and on weekends.
• Two-thirds of all Americans will be involved in an alcohol-related vehicular collision 
 during their lifetimes.
• The rate of separation and divorce in families with an alcohol dependency problem is 
 7 times the average.
• Forty percent of family court cases are alcohol problem related.
• Alcoholics  are  15  times  more  likely  to  commit  suicide  than  are  other  segments  
 of  the population.
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• More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, 
 and 76 percent of private aircraft accidents are alcohol related.

The Annual Toll
• 24,000 people will die on the highway due to the legally impaired driver
• 12,000 more will die on the highway due to the alcohol-affected driver
• 15,800 will die in non-highway collisions
• 30,000 will die due to alcohol-caused liver disease
• 10,000 will die due to alcohol-induced brain disease or suicide
• Up to another 125,000 will die due to alcohol-related conditions or accidents

Workplace Issues
• It takes one hour for the average person (150 pounds) to process one serving of an 
 alcoholic beverage from the body.
• Impairment in coordination and judgment can be objectively measured with as little 
 as two drinks in the body.
• A person who is legally intoxicated is 6 times more likely to have an accident than a 
 sober person.

Attachment D: System Contacts

Any questions regarding this policy or any other aspect of the drug free and alcohol free transit program 
should contact the following OATS Transit representatives:

Designated Employer Representatives (DER): 
Name:  Dorothy Yeager
Title:  Executive Director
Address:  2501 Maguire Blvd., Ste. 101, Columbia, MO 65201
Phone:  573-443-4516 ext. 9000
Fax:  573-874-1914
Email:  djyeager@oatstransit.org

Name:  Kim Wood
Title:  Human Resource Director
Address:  2501 Maguire Blvd., Ste. 101, Columbia, MO 65201
Phone:  573-443-4516 ext. 9012
Fax:  573-874-1914
Email:  kwood@oatstransit.org

Consortium/Third Party Administrator:
Name:  Western Pathology Consultants, Inc. (WPCI) 
Address:  1321 Broadway, Scottsbluff, NE 69361
Phone:  308-632-7411
Fax:  308-632-6448

Drug Testing Lab:
Name:  MedTox Laboratories, Inc.
Address: 402 W. County Road D, St. Paul, MN 55112 
Phone:  651–636–7466
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Medical Review Officers (MRO):
Name:  Dr. Alvin A Armstrong Jr MD
Address: 1321 Broadway, Scottsbluff, NE 69361
Phone:  308-632-7411
Fax:  308-632-6448

Employee Assistance Program (EAP)
Provider: Referrals made using http://www.eap-sap.com/eap/1-MO.htm

Substance Abuse Professional (SAP):
Provider: Referrals made using the Substance Abuse and Mental Health Services     
  Administration’s (SAMHSA) website at www.samsha.gov

OATS Substance Abuse Policy adopted by the OATS Board of Directors on the following dates-
1/1/96; 6/1/98; 4/1/99; 8/1/01; 12/1/03; 8/1/04; 7/1/07; 8/25/08; 8/31/09; 9/28/10, 3/28/11, 7/1/12, 
1/1/18
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Chapter Highlights:
• As a professional driver, you must be aware at all times of the four safety hazards:  Yourself; Others; 

Your Vehicle; and Road Conditions.
• There is to be no smoking on the vehicle at any time; even when not driving.
• There is to be no eating and drinking on the vehicle while you are driving.
• You are never to use your cell phone while driving; always pull over to make or receive calls.
• OATS Transit has an extensive Infectious Disease and Bloodborne Pathogen policy to protect drivers.
• You are responsible for keeping your vehicle clean, free of trash, and stocked with required equip-

ment.  
• OATS Transit stops at all railroad crossings with the exception of those few on Missouri’s exemption 

list.
• Safety Begins With YOU!

A driver of a vehicle that transports property or people is considered a “professional driver” and is 
therefore held to a higher standard of driving conduct than ordinary drivers.  OATS Transit has an exten-
sive safety program designed to eliminate or reduce the likelihood of accidents. This program is based on 
preventing accidents by keeping hazardous situations to a minimum. Drivers are required to successfully 
complete Defensive Driving courses to prepare themselves for unexpected driving conditions. The course 
instructs drivers on safe driving techniques and increases awareness of problem conditions. OATS Transit 
Preventive Maintenance program is designed to keep vehicles in good condition.

Keep in mind that safety hazards can crop up at any time and you should be on the lookout constantly. 
If possible, do something about them immediately, as you may not get a second chance. If an accident 
does occur, an extensive accident review is conducted. This review is done to determine whether the 
accident was preventable or non-preventable on the OATS Transit driver’s part. Reprimanding action is 
taken when the accident is considered preventable. This review also identifies possible ways to reduce 
future accidents. 

Environment of an OATS Transit Driver

OATS Transit drivers also perform simple and routine functions in assisting and transporting riders, which 
can be broken down into four parts in terms of preventing accidents.   Those four components are: 1) 
helping your riders outside of the vehicle, 2) loading and unloading your riders, 3) assisting our riders 
inside the vehicle, and 4) driving.

If an accident or breakdown does occur, you must be prepared to handle the situation. Hopefully this will 
never happen to you, but don’t be caught unprepared.   Remember, all of your riders will be depending 
on you. 
  
OATS Transit drivers encounter four basic hazards which can create an accident and must be faced and/
or dealt with each day they drive. 

Chapter 6Chapter 6
Safety
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Those hazards include: 
 1. Yourself
 2. Your vehicle and/or equipment, 
 3. Your passengers and/or other drivers, and 
 4. Road hazards and/or things outside your control.

Yourself as the Safety Hazard
Our Safety Statement

We believe in our mission-- “Enhancing quality of life by providing safe, caring & reliable transportation 
services” to better serve our customers. With this commitment, OATS Transit and it’s employees have 
accepted an obligation to our riders, employees and company to insure that the riders under our care 
are transported in a safe and efficient manner.  

OATS Transit seeks to provide a safe work place for our employees and to provide medical, shopping, 
essential business, work, education, day care, nutritional and social/recreational transportation which is 
both safe and reliable for our riders.  It is also imperative that OATS Transit be protected from negligence 
or criminal action. This will be accomplished by executing an effective loss control program. 

Our safety program addresses, but not be limited to: 
• Stringent driver qualifications as outlined by the United  States Department of Transportation 
 Federal Motor Carrier Safety Regulations. 
• Employee education and training.  
• Development of accident/injury loss control procedures, i.e., road observations, vehicle 
 inspection, maintenance, etc. 
• Accident/injury investigation and analysis.  
• Fire protection.  
• Disciplinary actions.  

OATS Transit employees will comply with our policies and procedures developed without exception.  

2-Way Radio Usage
• When using a 2-way radio, remember - you are on a public airwave – anyone with a scanner can hear 

what you say!
• Riders on the vehicle hear everything.
• Keep conversations strictly to business and brief – only exchange necessary information.
• Never discuss a person, problem or incident over the radio.
• If asked what type of rider you are transporting, use the Code not the person’s name – example, 22 

instead of saying Medicaid rider or Joe Smith.
• Rudeness, improper language, arguments, etc. on the 2-way radio will result in disciplinary action!

Technology
See Chapter 12 for OATS full technology/IT policy, which all employees are expected to follow.

Chapter 6 Safety
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No Cell Phone Use While Driving
NEVER answer or place a call while driving the vehicle. Always pull off to the side of the road in a safe 
place and come to a complete stop before using the cell phone. See Chapter 12 for our full cell phone 
policy.

Seat Belt Policy
All OATS Transit drivers and riders are required to fasten their safety belt before the vehicle is placed 
in motion. It is the responsibility of the driver to assure that usable seat belts are available for all rider 
positions and that all riders are properly belted in. Any driver observed by a Regional Director or other 
supervisory personnel not wearing a fastened seat belt at any time the vehicle is in motion will receive 
an automatic five working day suspension without pay.

No Smoking Policy
Exposure to smoke from cigarettes, including second-hand smoke, increases the risk of lung cancer, heart 
disease and other illnesses.  Providing a smoke-free working environment reduces this risk.  This policy 
strictly for bids smoking in or on any OATS Transit vehicle, within 20 feet of any OATS Transit bus and/or 
OATS Transit office building, and in any company owned vehicles, including staff vehicles. Smoking is not 
allowed on the vehicle at any time, including no electronic cigarettes. 

Eating and Drinking on the Vehicle
Eating or drinking by an OATS Transit driver while driving a bus is prohibited. Most accidents are caused 
by a moment’s inattention or distraction. Drivers are allowed to eat their lunch or drink coffee/soda on 
a vehicle as long as they are not driving and clean up any spills and throw away the trash. Keep all food 
and drink away from Tablets and other electronic devices. 

Foot Wear
To prevent injuries resulting from improper footwear, OATS Transit has established a strictly enforced 
footwear policy. At all times, drivers will wear sensible, low-heeled shoes that completely enclose the 
foot and have non-skid soles. Specifically prohibited footwear includes sandals, open-toed shoes, clogs, 
flip-flops, crocs, and wedge- or high-heels.  Any  driver who fails to comply with this policy will receive a 
warning. A second infraction may result in dismissal.

Ice Cleats
As part of OATS Transit safety program, ice cleats are a mandatory tool that all drivers are expected to 
carry with them during months where snowy and icy weather (approximately October 1 – April 1) is 
inevitable.   If a driver who was issued ice cleats sustains an injury due to slipping and falling on ice while 
not wearing their cleats, that accident will be judged “preventable” and appropriate points assessed.

Vehicles & Equipment as the Safety Hazard
Keeping the vehicle in good, safe working condition is of prime importance to the company. Only if the 
vehicles are available can we transport riders. One of the reasons most drivers are allowed to keep a vehicle 
at their home is that they are expected to keep it clean, inside and out, and to check its mechanical condition 
and make certain that their safety equipment is always ready to use. It is also possible to do minor mechanical 
maintenance, as it helps prevent a breakdown on the road and avoids major repair bills for the company.

Chapter 6 Safety
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Vehicle Cleanliness

Cleanliness is an often overlooked aspect of vehicle safety.  Dirty lights cut down on night visibility and a 
dirty windshield, windows, and mirrors lessen your ability to see at any time. Cleanliness on the inside is 
just as important as cleanliness on the outside. Trash on the floor can cause problems. Remember that
many of our riders have somewhat limited mobility and are not all sure-footed. If something  like a bottle 
or unconnected fire extinguisher is rolling around, they can easily slip or fall. Any item not fastened down 
may become a missile going forward if you have to stop suddenly. Fasten all items down which can be 
fastened and make sure everything else is properly disposed of  or stowed away safely. Your vehicle is to 
be thoroughly cleaned at least once a week, but don’t stop there. Make sure it is safe by keeping trash, 
etc. picked up daily.  Also, assure the dash and engine housing areas are kept tidy and free of trash.

Safety Equipment

When a driver is assigned an OATS Transit vehicle, the Regional Director/Area Manager and driver will 
complete a Vehicle Condition and Equipment Checklist form (V-2235).  This is to record safety equipment 
and items on the vehicle or that have otherwise been issued to the driver. Periodically, the vehicle will be 
inspected to assure all equipment is in proper working condition. A formal check will occur at the same 
time as the driver’s annual evaluation. The driver will be held responsible for any missing items at the 
end of their employment. Proper use of all safety items will be demonstrated by the Regional Director. 
Safety does not happen by accident; it is the result of a conscientious driver who recognizes hazardous 
situations and takes the appropriate corrective actions.

Use of Headlights

OATS Transit highly recommends that you drive with your lights on at all times.  All OATS Transit vehicles 
have daytime running lights.  Remember:  if your dash lights are not on, your rear lights are not on either.  
Your headlights are required to be turned on .....

• From 1/2 hour after sunset until 1/2 hour before sunrise.
• Anytime it is raining.  
• Anytime you need to use your windshield wipers (state law). 
• Whenever there is fog in the air.
• Anytime the conditions are such that your headlights would reflect on road signs.
• When in doubt, turn them on.  (Remember to turn them off when no longer needed.) 

Emergency/Parking Brake Policy
Drivers are to always set the emergency brake (also known as the parking brake) when parking their ve-
hicle. Even if your vehicle is placed in park and turned off, it could roll. Setting the emergency brake holds 
the vehicle and assures it won’t move while parked. Getting in the habit of using your emergency brake 
also helps keep the parts moving and therefore it will be ready to act in a real emergency. In case of ser-
vice brake failure, such as loss of brake fluid, you may have less than seconds to react, but resist the urge 
to yank the handbrake or stomp on the parking brake pedal as hard as you can, which could lock up the 
brakes. Instead, slowly engage the emergency brake to bring your car to a safe stop. True, the parking 
brake was designed to hold, not stop, your car, but it can help you regain control.

Chapter 6 Safety
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Anti-Lock Brake Systems (ABS)
An anti-lock braking system (ABS) works with the regular brakes on your vehicle. ABS simply keeps your 
base brakes from locking up.  The driver’s foot remains firmly on the brake pedal allowing the system to 
automatically pump the brakes. In many vehicles, drivers may experience a rapid pulsation of the brake 
pedal, almost as if the brakes are pushing back at you. Sometimes the pedal could suddenly drop. Also, 
the valves in the ABS controller may make a noise that sounds like grinding or buzzing. In some cars you 
may feel a slight vibration - this means the ABS is working. It is important NOT to take your foot off the 
brake pedal when you hear noise or feel pulsations, but instead continue to apply firm pressure.

Reducing the Risk of Rollover Crashes

The risk of a rollover crash is greatly increased when 10 or more people ride in a 15-passenger van. 
These two conditions change the van’s center of gravity.  As a result, the van has less resistance to roll-
over and handles differently from other passenger vehicles making it more difficult to control in an emer-
gency situation.

Most vehicle rollovers are single vehicle crashes in which the vehicle runs off the road and overturns 
when it strikes a ditch, embankment, soft soil, or other object. An excellent online resource for this - and 
other safety issues - is the National Highway Traffic Safety Administration:  www.nhtsa.gov.

Below are some tips for preventing a rollover:
• Be well rested and maintain a safe speed for weather and road conditions.
• Be especially cautious on curved rural roads and maintain a safe speed to avoid running off 
 the road.
• If the van’s wheels drop off the roadway, gradually reduce speed and steer back onto the 
 roadway when it is safe to do so.
• Make sure the van’s tires are properly inflated and the tread is not worn down.  Check tire 
 pressure  and treadwear daily during pre/post-trip inspections.

Riders & Other Drivers as the Safety Hazard
Rider Rules - What OATS Transit Expects From the Rider:
All OATS Transit riders are required to conduct themselves properly and in such a manner as not to of-
fend others when riding an our bus. Behavior which distracts the driver or annoys other riders will not 
be tolerated. To make the ride pleasant for everyone and to avoid safety risks, riders are asked to do the 
following:
• Refrain from talking in such a manner that disturbs other riders.
• Avoid talking to the driver when the bus is in motion; however, it is permissible for a rider to give the 

driver directions to an individual’s home or destination.
• OATS prohibits anyone from possessing or carrying weapons of any kind on company property, in 

company vehicles, or while on company time. Law enforcement officials, security guards, and other 
individuals who have been given consent by OATS Transit to carry a weapon on the property will be 
allowed to do so.

• Do not leave your seat when the vehicle is in motion.
• Do not eat or drink on the bus; open containers are not allowed.
• Clothing and shoes must be worn while on the bus.
• Always wear your seatbelt when the bus is in motion; wait until the vehicle has come to a complete 

stop before removing it.
• Do not smoke or chew tobacco or snuff on the bus.
• Do not spit on the bus; also, cover your mouth and nose when you sneeze or cough.

Chapter 6 Safety
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• To protect the health and well being of our riders and personnel, we require all riders maintain an 
acceptable standard of personal hygiene and to wear incontinence protection if needed. Failure to 
conform to this policy will result in follow-up by the Regional Director to determine if corrective ac-
tion is needed, including suspension of service until resolved.

• Do not fight, engage in horseplay or argue with others on the bus.
• Do not curse on the vehicle.
• Do not engage in inappropriate touching, visually or sexually offensive behavior.
• Do not solicit on the bus.
• Notify OATS Transit in a timely manner if you need to cancel your trip.
• Be ready to go when the bus arrives. Have your belongings together, your coat on and ready to walk 

out the door.
• Always treat your fellow riders and the driver with respect.

Failure to follow these rules may result in denial of service. When a rider violates any of these rules, the 
driver is to show the individual the rules and ask him to comply with them. Each time an individual re-
fuses to comply or repeats violations of the rules, the driver is to file an Incident Report with the Region-
al Director on the day the violation occurs. The Regional Director shall determine whether to suspend 
ridership privileges.

Other safety infractions which will result in denial of service include:
• The parent(s) or guardian of a child weighing less than 40 pounds shall provide an approved child’s 

seat which can be secured with a conventional seat belt. No child under 40 pounds shall be trans-
ported without an approved child seat. Children or infants are never to be held in the lap of an adult 
while the vehicle is in motion.

• Individuals known to have an infectious disease (such as tuberculosis, chicken pox, etc.), or head lice, 
or bed bugs, shall be denied service pending notification that the disease has been rendered non-
infectious.

• Bringing any form of flammable or combustible liquids, weapons, explosives, firearms, and all knives 
(except for small pocket knives) are strictly prohibited, no exceptions. 

• Drivers may deny transportation if the rider is intoxicated, is too ill or experiencing an emergency 
health episode; has a mobility limitation that prevents safe entry or exit from the vehicle even with 
reasonable human or mechanical assistance; demonstrates violent or unruly behavior; or insists on 
transporting prohibited items.

In these four cases above, the driver may deny service one time. The driver is then to contact the Re-
gional Director immediately (or at least prior to the next time the rider is scheduled to be picked up). The 
Regional Director will contact 
the appropriate individuals 
and/or agencies to determine 
if ridership privileges are to be 
suspended and for how long.
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Infectious Disease & Bloodborne Pathogens Policy

Infectious Diseases — It is the obligation of OATS Transit to provide a safe environment for its 
employees and riders. To help fulfill this obligation, OATS Transit has developed a policy to help reduce 
the risk of an OATS Transit driver or rider contracting a serious infectious disease spread from person to 
person by direct contact, through the air from an infected person’s coughing or sneezing or from aero-
solization of virus from skin lesions. Chicken pox, measles, tuberculosis (TB), Methicillin-resistant staph 
(MRSA), etc. are examples of such diseases. Head lice and bed bugs, are also easily spread through ca-
sual contact and is therefore included in this policy. HIV/AIDS, Hepatitis B and other bloodborne patho-
gens are not casually transmitted, but are covered in this Policy.

Methicillin — resistant staph (MRSA) refers to types of staph that are resistant to antibiotics and 
occur most frequently among persons in hospitals and healthcare facilities (such as nursing homes and 
dialysis centers) who have weakened immune systems. MRSA is transmitted most frequently by direct 
skin-to-skin contact or contact with shared items or surfaces that have come into contact with someone 
else’s infection (e.g., bus seat, towels, used bandages).

Tuberculosis (TB) — is a chronic disease that is also spread through the air from one person to 
another when a person with active TB disease of the lungs or throat coughs or sneezes. People nearby 
may breathe in these bacteria and become infected. However, not everyone infected with TB bacteria 
becomes sick. People who are not sick have what is called latent TB infection. People who have latent TB 
infection do not feel sick, do not have any symptoms, and cannot spread TB to others.

AIDS/HIV — It is OATS Transit's policy to provide non-discriminatory services to people who are 
disabled to the extent that their needs can be met by existing schedules under our group transportation 
concept. The term “disabled” as defined by Section 504 of the Federal Rehabilitation Act and the
Americans with Disabilities Act includes persons with AIDS and persons with HIV infection.
OATS Transit drivers will be informed in a general sense of the potential they will be transporting riders 
who have AIDS. For purposes of protecting a rider’s confidentiality, drivers will not be notified of any 
specific rider they are asked to transport who is known to be a person with AIDS or HIV infection. Drivers 
are cautioned to use care at all times and will be provided training on how to protect themselves. Refer 
to the Bloodborne Pathogen Policy for guidance on how to deal with potentially infectious materials. 
With proper training and availability of protective devices, driver refusal to provide service is not antici-
pated. Should such refusal occur, it will be considered as a resignation by the employee. Any employee 
who feels the need for additional information or reassurance should seek it from their Regional Director.

Serious Infectious Diseases, Head Lice & Bed Bugs — Riders known to be infected with 
a serious infectious disease, head lice, or bed bugs, may be denied service because of the direct threat 
they pose to their fellow riders and OATS Transit employees. If a driver knows, or it is obvious the rider is 
infected with a serious infectious disease (measles, chicken pox, etc.), head lice, or bed bugs, the driver 
may deny service one time. The driver is to then contact his or her Regional Director immediately (or at 
least prior to the next time the rider is scheduled to be picked up). The Regional Director will contact the 
appropriate funding agency and/or the local Department of Health to determine if the rider does have 
an infectious disease. If the rider does have an infectious disease, head lice or bed bugs, their ridership 
privileges shall be suspended immediately pending doctor notification that the disease has been ren-
dered noninfectious with proper therapy. In the case of head lice and bed bugs, a notice from the par-
ent, guardian, funding agency, etc. shall suffice in lieu of a doctor’s notice. If an incident occurs on your 
bus with bed bugs, ask your regional director immediately for clean-up procedures.
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Due to privacy laws, we will not always know if a rider has an infectious disease. It is not legal for you, 
the driver, to ask. If you suspect the rider has an infectious disease, you are to notify your Regional Di-
rector so they can do the appropriate follow-up. 

Employees — Because OATS Transit provides service to many in our communities who are highly 
susceptible to contagious diseases, all employees are to report to their supervisor immediately upon 
learning they have a serious infectious disease. They are not to work in the office, drive an OATS Transit 
vehicle, attend volunteer or employee meetings, etc. until OATS Transit receives a doctor’s notification 
that the disease is no longer infectious. Refer to OATS Transit leave policies and the Family and Medical 
Leave Act policy for information regarding length of time an employee may be off, pay during leave, etc. 
Because some people with latent TB infection go on to get TB disease, employees with a latent TB infec-
tion shall undergo an annual Mantoux TB skin test until OATS Transit receives written notification from 
the doctor that the employee no longer is in danger of developing the disease.

Protecting Yourself & Your Riders — Disinfectant sprays (such as Lysol) may be kept on the 
vehicle for the driver’s use. This is a legitimate expense which can be reported on the driver’s expense 
form. All vehicles are equipped with a Bloodborne Pathogen kit and drivers are to assure it is kept 
stocked with equipment. Follow the instructions in the Bloodborne Pathogen policy for cleanup of 
any bodily fluids, including blood. When cleaning your vehicle and disposing of trash, wear disposable 
gloves.

Washing your hands frequently throughout the day is one of the best precautions you can take. Also, 
be sure to practice cough etiquette by covering your mouth/nose when coughing and/or sneezing using 
the “cough pocket” – the crook of your elbow. When dealing with clients, this is the best way to assure 
germs don’t get on your hands.

It is OATS Transit policy to provide non-discriminatory services to people who are disabled to the extent 
that their needs can be met by existing schedules under our group transportation concept. The term 
“disabled” as defined by Section 504 of the Federal Rehabilitation Act and the Americans with Disabili-
ties Act includes persons with AIDS and persons with HIV infection. OATS Transit drivers will be informed 
in a general sense of the potential they will be transporting riders who have AIDS. For purposes of 
protecting a rider’s confidentiality, drivers will not be notified of any specific rider they are asked to 
transport who is known to be a person with AIDS or HIV infection. Drivers are cautioned to use care at 
all times and will be provided training on how to protect themselves. Refer to the Bloodborne Pathogen 
Policy for guidance on how to deal with potentially infectious materials.

With proper training and availability of protective devices, driver refusal to provide service is not antici-
pated. Should such refusal occur, it will be considered as a resignation by the employee. Any employee 
who feels the need for additional information or reassurance should seek it from their Regional Director.

Bloodborne Pathogens — In accordance with the OSHA Bloodborne Pathogens Standard, 29 CFR 
1910.1030, OATS Transit has developed an exposure control plan to eliminate or minimize employee 
occupational exposure to blood or other potentially infectious materials. A driver’s duties which may 
expose him or her to a bloodborne pathogen include administering first aid and cleaning any bio-hazard-
ous spills that occur on their vehicle.

All OATS vehicles and offices will be supplied with a Bloodborne Pathogen Protection Kit for use by an 
employee in the event they are exposed to blood or other potentially infectious material. The kits come 
equipped with the necessary protective devices, cleaning fluids and disposal bags. Employees will be 
trained on the proper use of the kits. After a kit is used, the materials are placed in the red bio-hazard 
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bag and taken to the nearest medical facility for disposal. Failure to follow OATS Transit safety proce-
dures when cleaning up blood and other potentially infectious material will result in disciplinary action 
up to and including termination of employment.

Urine and vomit are the two types of body fluids an OATS Transit driver comes into contact with most 
frequently. Neither of these fluids are listed as a potentially infectious material. However, when cleaning 
up these body fluids, drivers shall use gloves and clean the area with a solution of freshly diluted house-
hold bleach — one part bleach to 10 parts water. A Bloodborne Pathogen Protection Kit shall be used 
should either fluid contain blood.

Should a driver find a contaminated sharp on the vehicle (ie. a needle, broken glass, etc.), the sharp shall 
be placed immediately or as soon as feasible into a puncture resistant container that is leak proof on 
sides and bottom and then labeled. (A plastic soda bottle with a sealable cap is recommended.) The driv-
er is to wear puncture resistant gloves and to avoid touching the sharp by using tongs or brushing it into 
the container. The container with the sharp is to be taken to the nearest medical facility for disposal.

OATS Transit shall make available the Hepatitis B vaccine and vaccination series to all drivers and post 
exposure follow-up to employees who have had an exposure incident. These procedures shall be pro-
vided by OATS Transit at no cost to the employee and performed under the supervision of a licensed 
physician. Should an employee refuse the offered vaccination, they shall sign a refusal for placement in 
the file.

All incidents of exposure to blood or other potentially infectious material shall be reported, investigated 
and documented. When a driver incurs an exposure, it shall be reported via a Bloodborne Pathogen 
Incident Report (D-426) to their Regional Director. 

Following a report of an exposure, OATS Transit shall immediately make available a confidential medical 
evaluation and follow-up, which includes at least the following elements:

•  Documentation of the routes of exposure, and the circumstances under which the exposure inci-
dent occurred (via OATS Transit Bloodborne Patho-
gen Exposure Incident Form-see sample form).

•  Identification and documentation of the source in-
dividual. The source individual’s blood shall then be 
tested as soon as feasible after consent (via Blood-
borne Pathogen Testing Consent Form for Passen-
gers) is obtained in order to determine HIV and HBV 
infectivity. If consent is not obtained, OATS shall 
document that consent could not be obtained. (If 
the source individual is already known to be infect-
ed with HBV or HIV, testing need not be repeated.)

•  Results of the source individual’s testing shall be 
made available to the exposed OATS Transit em-
ployee. These results are to be kept confidential at 
all times and provision of such information beyond 
the “need to know” will result in disciplinary action. 
OATS employees are to respect the confidential-
ity of rider information including a person’s health 
status.
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•  The exposed employee’s blood shall be collected as soon as feasible and tested after consent (via 
Bloodborne Pathogen Testing Consent Form for Employees) is obtained. All post exposure follow-
up will be performed by an OATS Transit selected licensed health care professional. 

The following will be provided to the health care professional:
• A copy of 29 CFR 1910.1030.
• A written description of the exposed employee’s duties as they relate to the exposure incident.
• Written documentation of the route of exposure and circumstances under which exposure oc-

curred.
• Results of the source individual’s blood testing, if applicable.
• All medical records relevant to the appropriate treatment of the employee including vaccination 

status.

Service Animal Policy
Under the Federal Transit Administration, service animals are not limited to just guide dog; it may be any 
type of animal that has been trained to help an individual with disabilities. Permits and registration for 
the animal are not required, but bus operators may inquire about the tasks the animal has been trained 
to perform. The animal must be under the control of the handler at all times.

Therapy, comfort or emotional support animals are NOT considered service animals for the purpose of 
using transit, and therefore will be denied riding the bus. 

Service animals will not be denied boarding because passengers fear the animal or are allergic to it.  

Owners may be asked to remove their service animal if it is not under their control or poses a direct 
threat to the health and safety of others. Service animals are extremely well-trained and familiar with 
working in public places.  Passengers need to avoid feeding or petting service animals because these 
animals are working and should not be distracted. 

There are basic standards service animals need to follow: 

• The animal must remain under the handler’s control at all times. 
• Animals should not solicit attention or annoy the public (i.e. 

steal food, defecate or bark).
• Must be clean and well-groomed. 
• Remains quietly beside handler on the floor or in their lap, 

does not block aisle or sit in seats. 
• Does not show aggression toward other animals or riders.
• Owners are responsible for any damage or mess caused by the 

animal. 

OATS Transit has a Service Animal brochure that can be distribut-
ed to riders and agencies asking about our Service Animal Policy. 
Ask your regional office staff for a copy.
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Other Drivers

Defensive driving is the key to avoiding an accident.  You can’t control what the other driver is doing; 
however, you can control how you react. The defensive driving training you receive as part of your driver 
training program will give you tips on how to create a safe and stress-free personal driving space inside 
and around your vehicle and how to watch for and anticipate the actions of others.

Road Rage:  Do not demonstrate your emotions when driving. When you encounter another driver who 
is going too slow, tailgating, cutting in front of you, etc., you need to not allow them to make you angry.   
Your reacting angrily will only escalate the situation.  Obscene gestures are sure to anger anyone. Keep 
your hands on the wheel and avoid any expression of irritation, even shaking your head.  Remember, you 
are representing OATS Transit and displays of anger do not present the image we want in the community.

Road Conditions as the Safety Hazard
Road Conditions

Before traveling, you can call MoDOT at 1-888-275-6636 to find out conditions of roads throughout the 
state. You can also check MoDOT’s website for work zone locations and weather-related road conditions 
and the traveler Information Map- traveler.modot.org/map. Many cities and interstates have real-time 
cameras that appear on this website and can be checked as well to see how traffic is moving.

Inclement Weather Policy

OATS Transit's first concern is for the safety of our riders and employees. While every effort is to be made 
to operate our vehicles according to published schedules, weather conditions may cause operation of 
the vehicle to be unsafe. The following guidelines apply in these situations:
• As a general guide, OATS Transit service will be canceled in a county when school bus service is 
 canceled in that county due to inclement weather.
• In the event localized weather exists during which school bus operations continue, the OATS Transit   
 driver may still recommend to the Regional Director that service be canceled stating reasons for the   
 recommendation. While the Regional Director will make the final decision, the driver’s 
 recommendation will be carefully considered.
• Drivers are to closely coordinate such service cancellations with the Regional Director  and 
 local contacts.
• Drivers are to assure all riders scheduled to ride on the day of the cancellation are notified    
 of  the service cancellation, the reason, and a date when service can be rescheduled by the rider.

Severe Weather Precautions

Always monitor weather forecasts; do not attempt a scheduled run if there is a severe warning in effect.  
If you are out in a vehicle and severe weather occurs, you should follow these guidelines:

• Tornado:   In case of an approaching tornado, drive at right angles from the funnel cloud 
 and seek shelter; DO NOT try to out-drive a tornado.  If there are no buildings with adequate 
 shelter nearby, unload passengers and have them lie flat in a ditch or low-lying area.
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• Severe Thunderstorm:   Listen to your AM radio for the latest weather reports. If visibility 
 becomes limited, pull off the road and turn on your four-way flashers.
• Flooding:   Do not try to cross running water no matter how shallow it appears.  If neces-
 sary, seek an alternative route.
• Snow and Ice:  Listen to the radio for current weather information and check with your Regional 
 Office before attempting a trip in the winter time. Before starting out, assure you have a full tank of   
 gas and dress warmly.  Follow the guidelines for trip cancellation as stated in the Inclement Weather   
 Policy. If you are caught in a blizzard, take the following actions:

 - Pull off the road and turn on four-way flashers.  Stay in your vehicle.
 - Call or radio for help.
 - Keep fresh air in your vehicle; leave one or two windows slightly open.

Disaster Policy

A disaster is defined as a “sudden calamitous event bringing great damage, loss or destruction.” OATS 
Transit contracts for funding require a written, updated disaster plan. An OATS Transit Regional Disaster 
Plan to organize local transportation to assist the elderly in the event of a disaster situation will be pro-
vided by your Regional Office if needed.

Snow Removal

When removing snow from your vehicle prior to beginning a route, 
don’t forget to clear off bumpers (so lights are visible) and the roof 
of the vehicle so hardened snow and ice doesn’t come crashing down 
onto your windshield or on the people behind you. Clear snow and ice 
from windows and mirrors and remove as much snow as possible from 
the top of the vehicle.

Stopping at Railroad Crossings
OATS Transit vehicles are required to stop at all railroad crossings.  When you come to a railroad crossing, 
you must put on your four-way flashers and bring the vehicle to a complete halt.  Only after you have 
determined that it is clear can you proceed through the crossing. 

There are some railroad crossings that are exempt from this rule, many of which are in OATS Transit's 
service area.  It’s a good idea for you to familiarize yourself with the location of these crossings that are 
in your driving area. 

A complete list of the exempt railroad crossings can be obtained from your regional office. 

NOTE- Regarding the exemption in Columbia: the tracks on Vandiver right off Paris Rd. are not exempt; 
thus a stop must be made there.  Unfortunately, it occurs immediately after you turn off Paris onto 
Vandiver which puts you in the position of having to stop immediately after your turn, which is unsafe.  
Therefore, when traveling around Columbia, we ask that you avoid this intersection if at all possible.

Chapter 6 Safety

Driver Tip:

Linda Ketchum who has been 
driving for the Northeast Region 
since 1997 says she uses plastic 
grocery bags to put over her outer 
mirrors before she goes in for the 
evening.  This saves her time from 
trying to scrape the ice off the 
mirrors in the morning.  She keeps 
the bags in a tissue box secured in 
her vehicle.  
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Chapter Highlights:
• Failure to report an accident or injury will result in disciplinary action up to and including termination 

of employment.
• A post-accident drug and alcohol test will be required following certain vehicle accidents and some 

passenger injuries.
• If someone is injured, basic first aid training is provided.
• If injury is severe, or they hit their head, you are to call 9-1-1.
• Vehicles are equipped with First Aid Kits and Bloodborne Pathogen Kits.  It is the driver’s responsibil-

ity to assure they are kept stocked.
• If exposed to blood or other bodily fluid, a Bloodborne Pathogen Incident Report is to be filed.
• An Incident Report is to be filed with the Regional Office any time there is an injury to yourself or 

your passenger - regardless of how minor the injury.

If You Are Involved In A Vehicle Accident:
1. Stop immediately. Take all precautions to prevent further accidents by setting emergency flashers 

and placing reflective triangles and/or posting a person to warn traffic.
2. Send or call for help—DON’T GO!!!!   Use your cell phone, or ask a passing motorist or some other 

person to contact police and call a doctor. Check for personal  and/or passenger injuries.
3. Obtain the names and addresses of all witnesses, using the space provided on the Driver’s Report of 

Accident form that is kept on your vehicle and take license numbers of vehicle(s) at the scene of the 
accident.

4. Be sure to get names of all occupants of other vehicle(s) involved in accident.
5. Do not argue! Make no statement except to proper authorities. Sign nothing except official police 

reports, but read the report before you sign it. Make sure the facts are accurate.
6. Note all details and complete the Driver’s Report of Accident form. Do not plead guilty to any charge 

without consulting the Regional Director.
7. Secure assistance of a police officer. Get his or her name and badge number and record it on the 

Driver’s Report of Accident form.
8. Report all accidents to the regional office as soon after the occurrence as possible. Failure to notify 

the police, the  regional office, or to complete and mail in the accident reports can be grounds for 
dismissal. If you have any questions about what to do in case of an 

 accident, contact your regional office.
9. Use your camera to take pictures of the accident, being sure to photograph damage to both vehicles 

and anything else that might be crucial to determining cause of the accident (such as snow/ice, nar-
row bridge, etc.)

10. Depending on the nature of the accident, you may be sent for drug and alcohol testing 
 (refer to Chapter 5.)
11. If your supervisor determines the accident may ultimately be determined to have been 
 preventable, you will be suspended immediately pending investigation (refer to Chapter 8.)

• If a drug & alcohol test needs to be conducted, the driver is suspended from driving duties pend-
ing receipts of the results of the tests - regardless of the severity of the accident or the prevent-
ability of the accident.

• In the event of the accident that is clearly preventable by the driver and involves another vehicle 
or destruction of property, the driver shall immediately lose driving privileges pending a thor-
ough investigation by the Regional Director and Safety Manager.

• In both of above, it is understood that the driver may need to complete the route, if they are 
uninjured and able to do so. The driver may also be called upon to drive the vehicle to a vendor 
for an estimate while the investigateion is still pending. It is further understood that due to time 
constraints, an estimate of the other vehicle's damage may have to be used for initial decisions.

Chapter 7Chapter 7
Accident & Emergency Procedures
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Accident Photos

If you are involved in an accident, you will need to use the camera on your Tablet to take photos of the 
accident scene.  Photos should be emailed to your Regional Director, or designated Operations/Area 
Manager, as soon as possible. These pictures tell the story of what happened, and protect both you and 
OATS Transit. 

If an accident take multiple pictures of: 
1. OATS Transit vehicle
2. Any other vehicle or property damage, and 
3. The scene surrounding the accident so we can picture how it happened (such as curves, cor-

ners, street, etc.)

If a personal or passenger injury, take a picture of: 
1.  Anything that would help explain what happened. 

If you are involved in an accident you should call the OATS Transit Safety Manager immediately at 888-
875-6287.

If You Are Injured On the Job:
1. Assess the situation.  If emergency medical attention is needed, call 9-1-1 immediately!
2. If your injury is not an emergency, contact your regional office for direction on what to do next.    
 They will advise you on where to seek medical care.
3. A Report of Injury form is completed by the regional office and must be sent to OATS’ workers 
 compensation insurance carrier within 24 hours of the injury.  Failure to report injury to your   
 regional office as soon as possible following the injury will result in disciplinary action.
4. Follow-up care and treatment is coordinated by our Workers Compensation insurance carrier. 

Watch Your Step! Slips and falls while walking to and from the vehicle and slipping off the running board 
while entering and/or exiting the vehicle are the two most common activities that cause injury to our 
drivers. Be extra cautious if it is raining, freezing or snowing and be sure you are wearing appropri-
ate footwear. Drivers are to work safely when on duty at all times ... not just when they are behind the 
wheel.

If A Passenger is Injured:
1. Assess the situation.  If emergency medical attention is needed, call 9-1-1 immediately!
2. If the injury is not an emergency, contact your regional office for direction on what to do 
 next.  They will advise you on what to do.
3. If first-aid is needed, be sure to follow procedures.  If there is blood or other bodily fluids, 
 use the Bloodborne Pathogen Kit.  This chapter concludes with an overview of First Aid.
4. Depending on the nature of the accident, you may be sent for drug and alcohol testing.
5. If your supervisor determines the accident may ultimately be determined to have been 
 preventable, you will be suspended immediately pending investigation.
6. Complete an Incident Report form (refer to Chapter 10) being sure to get witnesses if anyone else 
 saw the incident.
7. Failure to report passenger injuries to your regional office as soon as possible following the injury   
 will result in disciplinary action.

Chapter 7 Accident & Emergency Procedures
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Emergency Breakdown Procedures
In the event of an emergency breakdown of your vehicle, the following procedure is to be followed. This 
procedure may be revised to fit the circumstances of  a particular breakdown. 

1. If the vehicle is in motion when the breakdown occurs, allow the vehicle to slow down as 
 much as possible before applying the brakes.
2. Steer the vehicle well off the road, onto the right shoulder.
3. Set up warnings to other motorists; turn on emergency flashers, set up reflectors, and raise 
 the hood of the vehicle  so that highway officials will be alert to your trouble.
4. Use your two-way radio or cellular phone to summon assistance.  If you have none, signal 
 for a motorist or highway official to stop and ask them to send help.
5. The driver should not leave the vehicle and passengers unless, after some time, no motorists 
 stop  to render assistance.
6. In severely cold weather, the driver should not get out of the bus. If the breakdown does not 
 prevent the driver from running the engine, make sure that some windows are open, and 
 keep the engine running in short spurts to maintain heat in the vehicle.
7. If the vehicle must be towed into a garage for repairs, the driver is to see that all riders are taken to a  
 place (all to the same place) to wait.  Passengers are not to ride in the bus while it is being towed.
8. The driver is to notify the regional office of the breakdown as soon as possible. If the re-
 gional office is closed, the driver is to contact the neighboring regional office, or they can 
 call their Regional Director’s cell or home phone.  The driver should evaluate the situation    
 and determine if the assistance of another vehicle is needed to take passengers on to their 
 destination(s).
If the breakdown can be quickly repaired, the driver should continue on the trip to avoid any 
additional delay. The driver is to notify the regional office of the incident at the first opportunity, 
BUT NO MORE THAN 24 HOURS LATER.

Vehicle Fires
There is always the possibility that your vehicle could catch on fire. A fire could occur while the engine is 
running or after it has been shut down for a period of time. If you suspect a fire while on board:

1. Shut off the engine.
2. Evacuate the riders.
3. Try to extinguish the fire, but do not endanger your own personal safety.

Stranded Motorists/Hitchhikers
As an OATS Transit driver, your first concern is for the safety of your passengers. If you should encounter 
a stranded motorist, do not offer them a ride to the nearest phone. Rather, offer to go to the nearest 
phone yourself (if by doing so you don’t jeopardize or greatly inconvenience your passengers) or use 
your two-way radio or cellular phone to summon assistance. Under no circumstances  are OATS Transit 
drivers to pick up hitchhikers.

Seizures
1.  Do not try to stop the person’s movements or restrain the person. Do not place any objects in the 

person’s mouth.
2.  Prevent injury during a seizure by moving away dangerous objects and putting soft padding such as a 

jacket under the person’s head. Remove eyeglasses.
3.  Loosen tight clothing around the neck to ease breathing.
4.  After the seizure, ensure the victim’s airway remains open with the recovery position or head   

tilted if needed. Gently turn the person onto one side if vomiting occurs.

Chapter 7 Accident & Emergency Procedures



Driver’s Handbook 7-4

Chapter 7 Accident & Emergency Procedures

5.  Call 9-1-1 if the seizure lasts more than 5 minutes; if the person is not known to have epilepsy; if the 
person recovers very slowly; has trouble breathing or has another seizure; if the person is pregnant; is 
wearing a medical ID bracelet; or if the person is injured.

6. Document with an Incident Report

First Aid Information
• First Aid is the immediate and temporary care given the victim of an accident or sudden illness until 

the services of a physician can be obtained.  
• First Aid Training is a requirement for OATS Transit drivers; CPR training is also provided. Both will 

provide the skills to deal with emergency situations which may arise both in your OATS employment 
and in your personal life.

• Training is particularly important as a driver because the type of riders transported (elderly and dis-
abled) are very susceptible to accidental injury and sudden illness.

• The purpose of First Aid is to train people to do the right thing at the right time; to prevent added 
injury or danger; to make more people safety conscious; and to train people to know what not to do 
when an injury or accident occurs.

• Always be sure First Aid is followed by medical aid as needed. Always summon or have summoned 
needed medical assistance at the earliest possible time or transport the victim, when possible, to the 
nearest medical facility.

From the Red Cross Booklet, ‘Til Help Arrives:
Recognizing Emergencies:  Your senses - hearing, sight, and smell - may help you recognize an 
emergency.  Emergencies are often signaled by something unusual that catches your attention.
• Unusual Noises  such as screams, moans, calls for help, breaking glass, crashing metal, 
 screeching tires, changes in machinery or equipment noises, sudden and loud voices.
• Unusual Sights  such as smoke or fire, downed electrical wires, broken glass, a stalled vehicle,
 a spilled medicine container.
• Unusual Odors  such as odors that are stronger than usual or unrecognizable to you.
• Unusual Appearances or Behavior  such as difficulty breathing, clutching the chest or throat,
 slurred, confused or hesitant speech, unexplainable confusion or drowsiness, sweating for no
 apparent reason, unusual skin color.

Emergency Action Steps
In the excitement of an emergency, you may be frightened or confused about what to do.  Stay calm, you 
can help.  These emergency action steps will help:

1. Check the scene and the victim.
2. Call 9-1-1.
3. Care for the victim.

Check the Scene & the Victim:

• Check the scene for safety.
• Check the victim for level of consciousness, breathing, pulse and bleeding.
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Call 9-1-1:

Give the dispatcher the necessary information.  Be prepared to give:
• The exact location or address of the emergency.  Include nearby intersections, landmarks,    
 and  the building name, floor, or room or apartment number.
• The telephone number from which the call is being made.
• The caller’s name.
• What happened.
• How many people are involved.
• The conditions of the victims.
• What help is being given.

Do not hang up until the dispatcher hangs up.  The EMS dispatcher may be able to tell you how to best 
care for the victim until the ambulance arrives.  

When to Call

Call for an ambulance if the victim: Or call if the situation involves:
• Is or becomes unconscious. • Fire or explosion.
• Has trouble breathing. • Downed electrical wires.
• Has chest pain or pressure. • Swiftly moving or rapidly rising water.
• Is bleeding severely. • Presence of poisonous gas.
• Has pressure or pain in the abdomen that  • Vehicle collisions.
 does not go away. • Victims who cannot be moved easily.
• Is vomiting or passing blood. 
• Has seizures, a severe headache, or slurred speech.
• Appears to have been poisoned.
• Has injuries to the head, neck or back.
• Has possible broken bones.

Provide Care for the Victim

Care for life-threatening conditions first.  If there are none:
• Watch for changes in the victim’s breathing and consciousness.
• Help the victim rest comfortably.
• Keep the victim from getting chilled or overheated.
• Reassure the victim.

• If victim is unable to speak, cough, or breathe, give abdominal
 thrusts (if person is conscious):

 Place fist just above navel and give quick, upward thrusts
 until object is removed (see figure 1.)

Chapter 7 Accident & Emergency Procedures
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If victim is not breathing:

Tilt head back and lift chin. (See figure 2.)

Pinch nose shut.  Give 2 slow breaths, Take a breath, give a 
breath.  (See figure 3.)

If your breaths do not go in, retilt head and give breaths again.
 

If air won’t go in, give 20 chest compressions: (See 
figure 4.)

Look for and clear any objects from mouth.  (See figure 5.)

Tilt head back.  Give 2 slow breaths.  If they do not go in, retilt 
head - give breaths again.  If you still can’t get
breaths in, repeat thrusts, finger sweeps, and breaths until they 
go in.  (See figure 6.)
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If not breathing and no pulse:
Find hand position on center of breastbone. (See figure 7.)

Compress chest 20 times.  Give 2 slow breaths.  Repeat sets of 
compressions and breaths until ambulance arrives.
(See figure 8.)

If victim is bleeding, control bleeding:
If bleeding is severe, apply pressure against the wound using a 
clean cloth.  (See figure 9.)

Raise the injured area if you do not think the wound involves a 
broken bone.  (See figure 10.)

Apply a bandage snugly over the dressing. (See figure 11.)

Remember:  Use your Bloodborne Pathogen Kit when dealing 
with blood.  Always file a Bloodborne Incident Report following 
exposure to blood or other bodily fluids.

Chapter 7 Accident & Emergency Procedures
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Head Trauma:

• Whenever there is an incident involving a head injury or bump on the head call 9-1-1.

To care for a burn:

• Stop the burning.  
• Put out flames or remove source.
• Cool the burn.  Use large amounts of cool water.
• Cover the burn with dry, clean dressings.

If burn is caused by:
• Chemicals - flush skin or eyes with large amounts of cool running water.
• Electricity - make sure power is off.  
• Check breathing and pulse if unconscious.  
• Cover burn with a clean, dry dressing.

A critical burn needs immediate medical attention.  Call for an ambulance if a burn:
• Involves breathing difficulty.
• Covers more than one body part.
• Involves the head, neck, hands, feet or genitals.
• Is to a child or elderly person (other than a very minor burn).
• Is caused by chemicals, explosions, or electricity.

If victim is unable to move or use a body part:

• Keep the injured part from moving.
• Apply ice to the injury site.
• Get medical care.
• Splint the body part only if the victim must be moved and only if you can do it without 
 causing more pain.  Splint the body part in the position you find it.
• To splint an injury:  Support the injured area above and below the site of the injury.  Soft 
 materials, such as folded blankets, towels, pillows, folded triangular bandages, or a triangular 
 bandage tied as a sling can be used.

If a person is suddenly ill, care for life-threatening conditions first.  Then:

• Help the victim rest comfortably.
• Keep the victim from getting chilled or overheated.
• Reassure the victim.
• Watch for changes in consciousness and breathing.
• Do not give anything to eat or drink unless the victim is fully conscious.

If the victim ...

• Vomits:  Place the victim on his or her side.
• Faints:  Position victim on back and elevate legs if no head or back injury suspected.
• Has a Diabetic Emergency:  Give the victim some sugar.
• Has a Seizure:  Do not hold or restrain the person or place anything between the teeth.  
 Remove any objects that might cause injury.  Cushion the victim’s head using folded clothing 
 or small pillow. 
• Has Been Poisoned:  Call the local emergency number or the Poison Control Center.

Chapter 7 Accident & Emergency Procedures
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Legal Responsibility of First-aid

Each “Good Samaritan” has, at one time or another, asked themselves “If I give First Aid, can I be sued?” 
This question needs some degree of resolution.  The answer is: Yes, you can be sued for giving First Aid. 
But the real question is whether you can be sued successfully.

The American Red Cross responded to this question in this way: In response to your request for informa-
tion concerning the legal liability of a person giving first aid, we referred your question to the American 
Red Cross headquarters here in New York City. The chief first aid instructor very kindly supplied us with 
the following information:

If action is taken that is reasonable and performed with no hope of gain, a first-aider 
(who may be sued) can usually expect no adverse decision from the courts. There is no 
law which prevents a victim from suing a first-aider, but such suits are nearly always 
thrown out of court. In fact, our informant tells us that no Red Cross first-aider in the 
history of the organization has ever been successfully sued. If lawsuits against first-aid-
ers were to be taken seriously by the courts and if adverse decisions were often 
rendered against them, people would never stop to help others in need of help again. 
(This type of condition exists in Japan, by the way, where people step over victims of 
accidents or sudden illness, rather than offer aid because they fear heavy lawsuits and 
are unwilling to risk such action.)

If first-aiders follow a prescribed course of action such as that found in Red Cross 
manuals, Boy Scout manuals, etc., they have nothing to fear from any court. If, howev-
er a first-aider invents their own method of treating an injury or sudden illness simply 
because a victim is helpless to prevent such action, they are “skating on thin ice.” The 
purpose of first aid is to provide, in the case of sudden accident or illness, immediate, 
temporary care and to make the patient as comfortable and safe as possible until the 
arrival of a qualified doctor.

First aid methods may be employed in cases of sudden injury or illness: a layman who 
attempts to redress an old injury and in doing so causes infection, is liable for prosecu-
tion.

For further information on this subject, contact your local American Red Cross Chap-
ter.

Director of Safety Services
Midwestern Area Office of the American Red Cross
www.redcross.org

Chapter 7 Accident & Emergency Procedures
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Chapter Highlights:
• Accidents and injuries have an impact on your employment with OATS Transit.  All accidents and 

injuries are reviewed by the Accident Review Committee and, if found to be preventable, points will 
be assessed against your OATS Transit safety record.

• Multiple accidents and a high number of points will result in disciplinary action up to and including 
termination of employment.

• All accidents, regardless of how minor are to be reported to the regional office immediately.  Delayed 
reporting results in additional points and could lead to termination.

• In the event of a vehicle accident, it is the driver’s responsibility to ensure the police are notified.  
• If you believe you have been injured on the job, you must immediately notify your regional office 

regardless of the severity.  Your regional office will file a Report of Injury.  Delayed reporting results in 
additional points and could lead to termination.

• A post-accident drug and alcohol test will be conducted if the accident or passenger injury meets the 
criteria.  Even if the criterion has not been met, a reasonable suspicion test may be conducted.

Backing is the most common accident reported by OATS Transit drivers AND is the most preventable.

It is the expectation that all OATS Transit employees work safely at all times. An employee’s safety record 
encompasses not only how they drive a vehicle, but also their ability to transport their passengers with-
out injury to their passengers and their ability to perform their duties without injury to themselves. 

All accidents involving an OATS Transit vehicle or injury to personnel or riders are reviewed by our 
Accident Review Committee comprised of the eight Regional Directors and the Executive Director. This 
review generally occurs once per month. The purpose of the review and related actions is:

• To reduce the number of accidents and injuries and improve the overall safety program;
• To determine the cause of each accident and injury;
• To determine whether the accident or injury was preventable or non-preventable by the driver;
• To develop recommendations to the Executive Director on each accident or injury regarding the 

need for 1) remedial action, 2) administrative recommendation for actions exhibited by the driver 
which lessened the damages from an accident or injury, and 3) other progressive measures deemed 
necessary.

For purposes of determining applicability to a specific accident of the traffic accident review procedure, 
the following initial classification of accidents will occur:

• Traffic — accidents where there is movement by the vehicle(s) involved.
• Non-Traffic — incidents in which there is no vehicle movement, including but not limited to fire, theft 
and injuries to personnel or passengers. 

Reporting: In the event of an accident or injury, you must contact your Regional Office  IMMEDIATELY 
and use the appropriate forms. Failure to do so could jeopardize your employment with OATS Transit.

In the event of a vehicular accident, the following will occur immediately (prior to the review process):

Chapter 8Chapter 8
Accident Review Policy
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1. If a drug and alcohol test needs to be conducted, the driver is suspended from driving duties    
 pending receipt of the results of the tests – regardless of the severity of the accident or the    
 preventability of the accident.
2. In the event of an accident that is clearly preventable by the driver and involves another vehicle   
 or destruction of property, the driver shall immediately lose driving privileges pending a    
 thorough investigation by the Regional Director.
3. In both the above, it is understood that the driver may need to complete the route, if they are   
 uninjured and able to do so. The driver may also be called upon to drive the vehicle to a vendor for   
 an estimate while the investigation is still pending. It is further understood that due to time    
 constraints, an estimate of the other vehicle’s damage may have to be used for initial decisions.
4. The Regional Director will expedite the investigation to reinstate driving privileges as quickly as   
 possible, if the driver is eligible to return to driving.
5. If the accident is determined preventable and would result in either a one-time or cumulative   
 total of 19 or more points against a driver’s safety record, the driver shall be placed on    
 immediate suspension pending further investigation of the accident and/or accident review    
 committee action. The Regional Director is to consult with the Executive Director and/or Home   
 Office staff assigned accident oversight to determine when or if the driver may regain driving    
 privileges.  If bodily injuries resulted from a one-time preventable accident, immediate    
 termination may be the recommendation.
6. In the event of a vehicular accident, the driver is to contact the police immediately even if the   
 accident occurs on private property. If the driver fails to do so, they will automatically be    
 suspended for five (5) working days following the accident. A second offense may be grounds for   
 termination. Exceptions to this rule are:
 a. Accident is minor and does not include another vehicle, such as backing into a mailbox.
 b. If during inclement weather, especially in the metro areas, walk-in reports can be done only   
 after first calling and receiving instructions from the authorities.

1. The Traffic Accident Review Procedure is as follows:

A. Following accident investigation the Regional Director:
 1. Completes initial review of driver’s on-the-spot accident form to assure completeness and    
  accuracy.
 2. Analyzes the accident and makes a decision whether the accident was preventable or non-   
  preventable by the OATS Transit driver.
 3. Completes the Regional Director portion of the Vehicle Accident Review Checklist form    
  within a reasonable time-frame to bring the accident before the Accident Review Committee.
 4. Discusses the accident with the driver. 
 5. Prepares the following visual aids for presentation to the Accident Review Committee:    
  Damage to the OATS Transit vehicle, damage to other vehicles and/or objects and pertinent   
   contributing objects, landmark features, etc.
 6. Submits the following completed forms to the Safety Manager for review before presentation   
  to the Executive Director:

a. On-the-Spot Accident Report
b. Diagram of Accident and other visual aids, including pictures taken by you.
c. Investigating traffic officer’s report, when available. The Investigating traffic    

officer’s report is important.



B.  The following will be done by the Safety Manager before presentation to the Executive Director:
 1.  Reviews record of accident as presented (written) as well as all other accident forms.
 2.  Assures completeness and accuracy; returns to the Regional Director for additional information   

if necessary.
 3.  Makes additional comments as necessary for inclusion in the accident file.

C. Reviews by the Accident Review Committee of simple, non-complicated accidents are conducted   
by electronic mail. Accidents which are more complex or for which preventability is not easily   
determined are orally reviewed at the monthly Management meeting at the request of the   
Regional Director. (Should a meeting not be held that month, detailed information on the    
accident will be sent to the Committee for review to expedite the determination.)

D. After the accident has been reviewed by the Accident Review Committee, the Executive Director   
forwards a DSE with the decision to the driver, via the regional office.  

A copy is kept by the regional office and a copy of the decision is placed in the driver’s personnel file at 
Home Office.
 1.  It is the responsibility of the Accident Review Committee to:
   a.  Determine probable cause of the accident;
   b.  Determine whether the accident was preventable or non-preventable on the part of the   
   OATS driver;
   c. Provide recommendations regarding appropriate administrative actions.
 2.  The Regional Director who supervises the involved driver presents the accident to the    
   Accident Review Committee but is not involved in determining preventability or 
   non-preventability.
 3.  The Regional Director presents the facts of the accident as precisely and completely as    
   possible, after which the Accident Review Committee is allowed an opportunity to ask    
   questions.
 4.  The Accident Review Committee has the option of requesting additional information before   
   rendering a decision. If this occurs, the accident review will be held over until the next    
   meeting of the Accident Review Committee.
 5.  The Accident Review Committee votes by written ballot indicating: a)probable cause of the   
   accident, b) whether the accident was preventable or non-preventable by the OATS Transit driver
   and c) any comments or recommendations.
 6.  Written ballots are tallied and results reviewed by the Accident Review Committee. The    
   Executive Director also reviews to assure completeness.

NOTE: Point assessments are made on a scale of 2 to 27. Points are assessed according to guidelines 
provided below. Should there be doubt of preventability, benefit is given to the driver and the 
determination is made that the accident was “undetermined”.  Should more evidence become 
available after the review, the Accident Review Committee may re-review the accident and change the 
classification of the accident.

II.  The Non-Traffic Incident Review Procedure is as follows:
A. The Regional Director completes initial review of driver’s Incident Report to assure 

completeness and accuracy.
B. Passenger injuries that are the result of operation of the vehicle or lift and require immediate 

treatment away from the scene and/or the vehicle to be towed, will require the driver to 
undergo a USDOT Drug and Alcohol post-accident test as described in Chapter 5.

Chapter 8 Accident Review Policy
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C. In the event of a passenger injury, the passenger is also interviewed by the Regional Director 
and/or Safety Manager.

D.  After the incident has been reviewed by the Accident Review Committee, the Executive Director 
forwards a DSE with the decision to the driver, via the regional office.  A copy is kept by the 
regional office and a copy of the decision is placed in the driver’s personnel file at Home Office.

III. Point Assessment and Administrative Action taken is as follows:
A. Administrative action, to be recommended to the Executive Director based on the Accident    
Review Committee’s findings, is developed by the Regional Director as follows:
  1. Accident Review Committee results are reviewed. Any relevant facts as to a driver’s record as   
   an OATS Transit employee not previously included are presented by that driver’s Regional   
   Director.
  2. If the accident or injury is determined to be non-preventable, no corrective action is    
   initiated.  The accident is returned to the accident file for the current fiscal year. A DSE of   
   decision from the Executive Director is forwarded to the driver, via the Regional Director, a   
   copy is kept by the Regional Director and a copy of the decision is placed in the driver’s    
   personnel file at the Home Office.
  3. If the accident or injury is determined to be preventable:

a. Point assessment occurs based on point scale
b. Determination is made of what action, if any, should be taken towards the driver    

using the guidelines in paragraph C below.
c. A  DSE of decision is written to the driver from the Executive Director. This letter is    

hand delivered, or personally discussed, by the Regional Director. This is so the    
accident can be discussed to assure any action being taken is understood by the driver.

d. Points are continuously accrued by a driver during their employment at OATS Transit. After   
 completing one year of accident/injury-free driving following an accident, the driver’s  
points will be reduced by one-third. Following a second one-year of accident/injury-free 
driving driver’s points will be reduced by one-half. Following the third one-year period of  
accident/injury-free driving, the remaining points will be eliminated. (Point reduction will not 
occur if the driver has another preventable accident or injury during the year.)

e. If at any time during a driver’s employment with OATS Transit their total points accrue to the   
 levels shown below, the corresponding action is recommended.

Points   Action
2-9   DSE of reprimand sent to driver from the Executive Director of OATS Transit.
10-18   Driver placed on a 60-180 day probationary period without benefit of holiday or 
   leave pay.
19-27   Driver subject to termination from employment.

B. Accident Review Committee decisions and recommendations for administrative action, if any,   
will be forwarded to the Executive Director who makes the final determination of administrative   
action. The Executive Director notifies the driver in writing of the Accident Review Committee’s   
decision of any action to be taken as noted in paragraphs A2 and A3(c) above. Consideration of   
employment record, safe driving and accident records will be a determining factor in disciplinary   
action taken.  

A driver’s accident record impacts their performance evaluation and eligibility for merit raises. 

NOTE: Points only are considered related to personal or passenger injuries; cost of medical payments is 
not factored in the assessment.  Bodily injury during a preventable accident also incurs points that will be 
factored into that total.
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C. A driver’s accident and injury record impacts on their continued employment as follows:
 1. Drivers who have a preventable traffic accident or preventable passenger or personal injury   
  during their probationary period are subject to termination.
 2. Drivers who have more than 2 preventable traffic accidents or preventable passenger or    
  personal injuries during their employment with OATS Transit are subject to termination.
 3. Drivers with more than 19 points on their accident and injury record are subject to    
  termination. (As noted above, consideration of employment record, safe driving, accident   
  records, and amount of damage will be a determining factor in disciplinary action taken.)

D. If a driver feels the decision of the Accident Review Committee is not just, the driver may make a   
written request for a re-review of the accident through the Regional Director. Any such     
request must include all information pertaining to the accident and the reasons why the driver    
believes the decision was incorrect.

If a re-review is granted, the driver may attend if they wish. Any such attendance will be coordinated by 
the supervising Regional Director with the Executive Director.  A request for re-review may be denied by 
the Regional Director, the Executive Director or the Accident Review Committee if no new information 
can be provided by the driver.

Any new information uncovered during such an appeal must be investigated thoroughly.  The right also 
exists to file a grievance in accordance with Section 3.450 of the Employee Policy handbook found in 
Chapter 4 of this handbook.  Reviews may occur every other month if necessary; however, generally they 
are conducted monthly.

Backing Accidents:
By far the most frequent type of accident reported by OATS Transit drivers is the most preventable... 
BACKING! A backing accident will be “preventable” if…...

•  You backed up when backing could have been avoided by better planning
•  You backed into traffic stream when such backing could have 

been avoided
•  You failed to get out of bus and check proposed path of 

backward travel
•  You depended solely on mirrors instead of also looking back
•  You failed to get out of bus periodically and recheck conditions.
•  You failed to check behind vehicle parked at curb before leaving 

parking space.
•  You relied solely on a guide to help you back.
•  You backed from blind side instead of sight-side approach.

It is not always possible, but the best way to prevent a backing accident is to not put yourself in a 
position where you have to back up to leave the area. This is sometimes impossible for those carrying 
wheelchair passengers that are picked up in their driveway, but cover your bases when backing!  

Backing accidents will cause the driver to be ineligible for all safety bonuses for an entire year and 
will result in a minimum 90 day probationary period, and minimum of 9 points on the driver’s safety 
record.

Passenger Injury: 
Any passenger injury that is determined to be preventable by the driver and assessed 10 or more points 
will result in the driver being placed on probation for 60 days. 

Chapter 8 Accident Review Policy
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Vehicle Accident Classification Point Scale
Accidents at Intersections

Points Type of Accident
9 Straight Across - other vehicle from left
9 Straight Across - other vehicle from right
3 Turning Right - other vehicle from ahead
7 Turning Right - other vehicle from left
7 Turning Right - other vehicle from right 
5 Turning Right - other vehicle from rear
9 Turning Left - other vehicle from ahead
7 Turning Left - other vehicle from left
7 Turning Left - other vehicle from right
5 Turning Left - other vehicle from rear

Accidents Away From Intersections
Points Type of Accident
9 Head on
4 Sideswipe  van passing other vehicle 
 (includes vehicles standing in traffic or 
 double parked)
6 Sideswipe  van and other vehicle from 
 opposite direction (includes vehicles 
 standing in traffic or double parked)

Points Type of Accident

9 Backing accident
9 Any pedestrian accident
9 Upset or rollover
9 Van rear ends vehicle
6 Rollaway
6 Hitting fixed object
6 Pulling away from loading zone, van hits, or is hit,  
 by moving vehicle
5 Leaving the roadway
5 Pulling into loading zone, van hits 
 standing vehicle
5 Collision with vehicle parked at curb 
 (includes open doors and pulling from/to curb)
4 Collision with parked vehicle in parking lot or   
 driveway
4 Scrapes at corners, nonclearance curves, and   
 intersection
4 Clearance Accidents involving roof overhang,   
 canopies, etc.
3 Miscellaneous accident

9 UNREPORTED ACCIDENT  (will be added to   
 total for the unreported accident type).

Chapter 8 Accident Review Policy

A Zero Damage Accident is still noted in the driver’s record as a means to track patterns.  
Preventability is still determined and a DSE issued.

Points will be multiplied by the following cost factor:

• If total property damage is under $3,000, total points will be multiplied by 1
• If total property damage is $3,001 - $6,000, total points will be multiplied by 2
• If total property damage exceeds $6,001, total points will be multiplied by 3
• 5 points are added if accident results in a bodily injury

Passenger Injuries
Points Type of Accident
19 Lift Operation – passenger falling off
19 Improper wheelchair 6-point tie down
10 Passenger Fall while walking , entering or   
 exiting the vehicle- not properly assisted by driver.
10 Wheelchair – Shoulder and lap belt not used 
 properly
5 Per Passenger injured in a preventable Vehicle 
 Accident
5 Lift Operation- body parts pinched in mechanism
5 Routine driving

Personal Injuries
Points Type of Accident
5 Push/Pull – Wheelchair 
5 Push/Pull – Other (ie. vehicle door, etc.)
5 Lifting
5 Vehicle Accident (preventable)
5 Stepping Up/Down
5 Walking - Slip/Fall
5 Walking – Trip/Fall
5 Repetitive Motion
5 Dog Bite

Injury Classification Point Scale
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Chapter Highlights:
• As a driver, you will encounter a variety of people with varying needs.
• You must always exit the vehicle and assist passengers on and off the bus.
• OATS Transit provides “door-to-door” service for most of its riders.
• The vehicle is never to move until everyone on board, including yourself, is securely buckled in.
• Wheelchairs and other mobility devices must be properly secured.
• Rider information is to be kept confidential.  Care must be taken to assure that Tablet screens con-

taining personal information is not seen by others riders.
• It is important you be aware of, and sensitive to, your riders’ disabling conditions.

In rural areas, OATS Transit is available to anyone no matter what their age or physical condition.  We are  
a specialized door-to-door service that is primarily designed to meet the needs of individuals who are 
restricted in mobility due to age, physical limitations, cost or availability.  (Exception:  Some contracted 
services are curb-to-curb.) OATS Transit may be the only form of transportation our riders have, and they 
rely on the OATS Transit bus as a means of leading an independent life.

Rider Rights - What Riders May Expect from the OATS Transit Driver:
• Assistance when getting on and off the bus.
• Courtesy and respect.
• A safe manner of driving including following the posted speed limits.
• Assistance to and from the door of your home to the door of your destination. (OATS Transit drivers 

will not go inside a rider’s home, nursing home room, etc. and provide personal care such as dressing 
the rider.)

• Assistance in fastening seat belt when needed. (Your driver has the right to refuse service to anyone 
who will not wear a seat belt.)

• Guidelines as to how much time may be spent at each destination.
• Assistance in carrying purchases from the bus to rider’s doorstep (riders who can carry their own 

purchases, should.) OATS Transit does reserve the right to limit the number, and size, of packages 
allowed on the vehicle. This will be at the discretion of the Driver based on that day’s space con-
straints.

• Overall assistance with regards to their trip. Riders should NOT expect the driver to help inside the 
home, administer medication, or provide personal care, etc. This should be left to trained personal 
attendants for the safety of the rider.

• The right to bring on board service animals and necessary medical equipment. Therapy, comfort and 
emotional support animals are not considered service animals.

• Guidelines concerning scheduling of the bus.
• Timely notification of any trip cancellation.
• The right to request that each rider follow the Rules of Conduct; when necessary, report infractions 

to Regional Director.

Riders who feel their driver has not followed these guidelines should report the infraction to their Re-
gional Director including date, time, and place. These guidelines and the Riders Rules of Conduct can be 
found online at www.oatstransit.org.

Driver Tip:  Mid-MO Driver Ted Helms suggests that if you do shopping runs, take along several stretch 
cords of different colors. When loading the bags, thread a cord through the tops of each bag - a different 
color for each rider. When he gets to the rider’s home, all he has to do is look for their color.  

Chapter 9Chapter 9
Passengers
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Passenger Assistance
The major concern of an OATS Transit driver is the comfort and well-being of our riders. Before stopping 
to load or unload the bus, a driver should:
1. Find the best location possible to load and unload.
2. Load and unload from the curb side only.
3. Turn on four-way flashers.
4. Place transmission in park.
5. Set emergency brake. See Chapter 6 for emergency brake (parking brake) policy.
Loading and unloading can be very hazardous and falls are not uncommon. Be close and assist the pas-
senger in and out of the vehicle. Don’t let anyone load or unload without assistance. To avoid possible
injury, only the driver should open and close the doors. Most passengers will not require assistance get-
ting to and from the vehicle, but be ready to provide assistance anyway. This is particularly true when 
the passengers have packages and groceries. Be alert at all times, as steps, curbs, patches of ice, etc. can 
lead to serious injuries.

Some riders will require assistance to sit or stand. Allow the passenger to use your arm as a grabrail to 
maintain their balance as they sit or stand. Use your foot as a block to prevent the passengers’ feet from 
slipping. After the rider is seated, ensure that they buckle their seat belt. DO NOT move the vehicle until 
all passengers (including you) have fastened their seat belts. Assure that all packages are secured before 
putting the vehicle in motion.

Passenger Assistance Techniques
All OATS Transit drivers are required to successfully complete a full Passenger Assistance Techniques class 
course within their first year of employment. The course will train drivers in the techniques necessary to 
transport passengers with special needs.

Accessible Parking Spaces
OATS Transit vehicles are NEVER to be parked in a accessible parking spot!  The handicapped sticker on 
the OATS Transit bus means the bus is accessible; it is not a permit to park the vehicle in accessible park-
ing spots.  You may have to park there temporarily to load or unload your vehicle; however, you then 
must move to a non-accessible spot to park.

Transporting Individuals Using Wheelchairs and/or Other Mobility Aids
Federal regulations require OATS Transit compliance with the Americans with Disabilities Act (ADA).   
Briefly, the ADA requires the availability of transportation service to persons with disabilities on the same 
basis that those services are available to ambulatory riders.  It also sets forth very specific guidelines re-
garding what restrictions, if any, can be placed on service delivery for non-ambulatory riders. This policy 
provides guidelines for use by OATS Transit staff and drivers regarding delivery of transportation services 
to riders who use a wheelchair or other mobility aid.  The purpose of this policy is to assure ADA compli-
ance while protecting both the rider and driver from injury and to empower the driver to make decisions 
regarding the safety of service.

Minimum & Maximum Sizes
One of the biggest challenges faced by an OATS Transit driver is when they are faced with a wheelchair 
(or other mobility device) that is too big to handle or fit on the lift.  The lift platforms on OATS vehicles 
are 30 inches wide and 48 inches long.  Our bus lifts are factory-set by the manufacturer not to exceed 
800 lbs. Any rider using a mobility device with three or more wheels and the combined weight of that 
rider, accessories and chair is no more than what the lift is set to hold can be eligible to ride.  Service can 
be denied if these requirements can’t be met or the oversized mobility device blocks an aisle or inhibits 
the safe evacuation of others in case of an emergency. 
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To allow OATS Transit to safely transport our 
riders, wheelchair users may be asked to provide 
a Personal Care Attendant (PCA) if the combined 
weight of a manual chair and rider is more than 
350 lbs. These conditions can be a direct threat 
of injury to the rider, the driver and the vehicle. 

A driver may deny service on a one-time basis 
only when any of the above conditions are not 
satisfied.   The service denial must be followed 
up with written documentation via an Incident 
Report providing all detail surrounding the 
service denial.  The Incident Report (D-425) is 
to be sent to your Regional Director that same 
day.  All service denials will be fully investi-
gated by the Regional Director. Drivers should 
first discuss specific circumstances with their supervisor or his/her designee if questions arise regarding 
mobility limited service.

Transport of Passengers Who Use Wheelchair/Scooters for Mobility Purposes

Drivers will encounter a variety of difficult situations in handling of wheelchairs and scooters.  Communi-
cation with the regional office when problem situations are encountered is essential to protect both the 
rider and the driver from injury.  Wheelchairs must be forward-facing.

Communicate:    As you assist your rider, be sure to communicate with the rider what you are doing.  It 
is necessary as part of the process of loading a wheelchair for the driver to get in and out of the vehicle.  
Be sure to communicate with the rider what you are doing and especially what you want the rider to do.  
For instance, we have had situations where riders who are trying to be helpful try to get on a lift before 
the lift is in position and the rider has driven their wheelchair out of the vehicle—tell them you will assist 
them on and off the lift and they should remain where they are. Power wheelchairs and scooters should 
always be powered down once they are safely on the lift platform. Likewise, communicate with your Re-
gional Director or his/her designee.  Tell them when you have a problem with transportation of a mobil-
ity limited individual.  It is their job to assist you in problem solving. 

Attendants:   Under the ADA, OATS Transit may not require a personal care attendant, but can request 
someone accompany the rider to assist the driver in wheelchair movement and maneuvering.  An atten-
dant rides free of charge and can assist with getting the rider to and from the vehicle.  Actual lift usage 
and tie-down remains the responsibility of the driver even when an attendant is available.  Attendants 
are also allowed for legitimate non-wheelchair management reasons (i.e., to assist a visually impaired 
rider or a person with Alzheimer’s, etc.).

It is important that OATS Transit drivers not attempt to transport a wheelchair rider if he/she cannot 
handle the weight.
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Terrain:   When assisting individuals in wheelchairs (or walkers) over irregular ground surfaces, drivers 
should take every precaution to insure the safety of the passenger and driver.   If you encounter danger-
ous terrain, consult with your Regional Director for possible long-term solutions.

Steps:   OATS Transit will assist an individual in a manual wheelchair up and down one step only.  This 
means if you arrive for a scheduled pickup and find it is necessary to move the wheelchair down multiple 
steps, service is to be denied on a one time basis.  Immediately report the service denial to your regional 
director who is responsible for follow-up with the rider to seek solutions. 

Torso Restraints:   It is best practice that wheelchair passengers be secured with a torso pad supplied 
by OATS Transit or by the wheelchair’s own seat belt system as this assures they are secure in their seat 
for both loading and unloading and during the ride.  However, OATS Transit cannot make a rider wear 
the torso pad; but, it is our policy that the driver asks the rider if they would wear the torso pad. It is 
a driver’s responsibility to assure there is a torso pad available on their lift-equipped vehicle for each 
wheelchair position on the vehicle.  It is also the driver’s responsibility to assure the torso pad is removed 
at the end of each leg of the trip for use with the next rider.  Some passengers may require the use of a 
“gait”, or transfer belt, or similar device.  Such devices are to be provided by the rider and/or their care 
provider.  OATS Transit will only provide a torso pad.  If a rider refuses to wear a torso pad, the driver is 
not to deny service. However, do document the refusal by submitting an Incident Report to the Regional 
Director.

Tie-downs:    The mobility device must be secured inside the vehicle with the six point tie-downs pro-
vided.  Securement with all tie-downs may be difficult with some mobility aids, especially with scooters, 
but MUST always be secured to the best of the driver’s ability and training. A driver cannot transport a 
wheelchair or scooter that is not securely fastened to the vehicle. This is to ensure the safety of every-
one on the vehicle. Tie-downs are to be secured only to the welded junctions of the wheelchair frame 
or to other structural areas where the frame is fastened together with hardened steel bolts indicated 
by six raised lines or bumps on the bolt head. Under no circumstances may tie-downs be attached to 
adjustable, moving, or removable parts of the wheelchair and/or scooter such as armrests, footrests, or 
wheels.  Also refer to the Inspection of Tie Downs, under the Wheelchair Tab.

Lap and Shoulder Belt: It is OATS Transit policy to require the use of a lap and shoulder belt by all riders to 
ensure their safety. This belt secures a rider in a wheelchair to the vehicle. If a rider refuses to wear a lap 
and shoulder belt, he or she will be asked to sign a Release Form for Seatbelts, complete with a doctor’s 
signature.

Transfer from Scooters to Regular Seats: It is the position of OATS Transit that three-wheeled scooters 
present a major safety risk when being transported because of their propensity to tip.  This is due to the 
size and center of gravity of a scooter with a client seated on it.  The safest way for riders who use scooters 
to board an OATS Transit vehicle is to board the vehicle on foot with assistance from the driver.  It is OATS 
Transit policy to request that riders using scooters transfer to a regular seat to ensure they are safely secured 
using a seat belt. The scooter can then be secured without the fear of passenger injury from tip over.  

OATS Transit strongly recommends no rider be transported while seated on their scooter.  Per ADA, we 
cannot require this transfer and cannot deny service based on refusal to transfer.  Most passengers will 
comply with this request.  Again, assure the scooter is secured properly with the six point tie-downs prior 
to placing the vehicle in motion.  
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Passport to Safety:    To assist drivers in informing riders on safety issues, each 
vehicle is  provided with a safety brochure entitled “Passport to Safety” outlining 
the safe way to board the vehicle if assistive devices are used.   This brochure is to 
be provided to riders who need information regarding our safety policies.

Service Denial:    A driver may deny service on a one-time basis only when any of 
the above conditions are not satisfied. The service denial must be followed up with 
documentation via an Incident Report providing all detail surrounding the service 
denial. An Incident Report is to be mailed or handed in to your Regional Director 
that same day. All service denials will be fully investigated by the Regional Director.

Specific situations or circumstances may dictate alternative action to those stated 
above.   Drivers should first discuss specific circumstances with their supervisor or 
his/her designee if questions arise regarding mobility limited service.

As a driver, you are responsible for the safety of all our riders, specifically the  
mobility-limited rider.   You are also responsible for performing your duties in a manner that will avoid 
any personal injury to yourself.  Improper securement will result in disciplinary action up to and including 
termination of employment.  All drivers are to complete a Wheelchair Policy Acknowledgement form 
that is placed in their personnel file.

Wheelchair Training

Because of the complexities involved in handling and transporting wheelchair passengers, the driver 
must first receive special training before attempting to transport anyone in a wheelchair. Completion of 
the Passenger Assistance Techniques is required of all OATS Transit drivers. If a situation arises where you 
need to transport a rider in a wheelchair prior to receiving training, contact the Regional Director who 
will ensure you’re trained in the proper techniques for wheelchair management. 

Transporting Children

OATS Transit requires children who weigh less than 40 pounds, regardless of age, to be secured in a child 
passenger restraint system. 

• Infants (less than 20 lbs. and at least 1 year old) — Rear facing infant seat that is NEVER to be put
 in the front seat of a vehicle with dual air bags.
• Children (over 1 year old and between 20 and 40 lbs.) — Forward facing position in an 
 approved child safety seat.
• Children over 40 pounds are required to be secured by a safety belt or a booster seat if one is pro-

vided by the client. 

Air Bags
An air bag has a tremendous force when it begins to open and could cause serious injury or death to an 
infant or small child.  OATS Transit policy is that no child under the age of 16 will be transported in the 
front seat regardless of whether the vehicle has dual air bags. (This applies to our fleet of sedans and 
minivans.
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With some vehicles, it is necessary to use the metal locking clip to secure the seat belt in a locking posi-
tion around the child’s safety seat.  Thread the seat belt webbing onto the clip.  The clip should be no 
farther than one-half inch from the sliding tongue on the seat belt.  Be sure the clip is securely in place.  
The locking clip will stay in place until you remove it.   Instructions on how to use are on the next page.

It is OATS Transit policy that the parent/guardian who accompanies an infant who is transported by OATS 
Transit is the person who carries the child and the car seat to and from the vehicle.  The OATS Transit 
driver is expected to assure the seat is secured by the safety belt and to remove the belt, but not to carry 
the child and/or the child and the child restraint.  The driver is also expected to provide other needed 
assistance to the parent/guardian if needed (i.e., carrying of diaper bag, opening doors, etc.) while the 
parent/guardian assumes the role of the safety of the infant to and from the OATS Transit vehicle.

The parent(s) or guardian of a child weighing less than 40 pounds shall provide an approved child’s seat 
which can be secured with a conventional seat belt. No child under 40 pounds shall be transported 
without an approved child seat. Children or infants are never to be held in the lap of an adult while the 
vehicle is in motion.  The driver can deny service if there is not an approved safety seat for the child to 
be transported.

The website www.usa.safekids.org is an excellent resource for information on child safety.

How to Use a Locking Clip to Secure a Child Safety Seat

To attach the locking clip:

1. Buckle the seat belt around or through the car safety seat
 according to the manufacturer’s instructions.
2. Tighten the lap belt on the seat by pulling on the shoulder
 portion and feeding the excess into the retractor.  Tighten 
 the lap belt as snugly as you can.
3. Pinch the belt webbing together behind the sliding 
 tongue (latchplate) and unbuckle the seat while still 
 holding the webbing so that it won’t loosen.
4. Thread the belt webbing onto the clip, one side at a time.
 Keep the clip close to the sliding tongue (no farther than 
 1/2 inch.)
5. Pull the lap portion and the shoulder portion of the belt
 separately to be sure the clip is securely in place.
6. Move the vehicle seat back one or two notches to make the buckling easier.  Rebuckle the belt  
 around or through the safety seat and slide the vehicle seat forward to its original position to tighten  
 the belt.  The belt should be tight enough that the safety seat will not move easily.  If the safety seat  
 moves easily, repeat these steps with a lap and shoulder belt; you may need to push down on  
 the safety seat with your hand or knee in order to re-buckle the belt.

The locking clip will stay in place until you remove it.  Be sure to remove it before the lap/shoulder belt is 
used without a safety seat.  Refer to the Child Seats tab for more information.

Refer to Child Seat section for detailed information on securing child seats.
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Seat Belt Usage
It is our firm policy that all riders will use safety belts, that they be snugly buckled, and that they remain 
fastened at all times when the vehicle is in motion.  You are never to transport more riders than there 
are usable safety belts.

From time to time you may encounter a rider who indicates they cannot use a safety belt for health rea-
sons.  OATS Transit has developed a Release Form (next page) for your use on these occasions.
• No rider is allowed to ride without using a safety belt unless OATS Transit has the release form on 
 file.  
• Drivers may deny service one time to a rider who refuses to use the seat belt.  Drivers are to then   
 notify the Regional Office if any rider makes the assertion they cannot, for physical reasons, use   
 a safety belt.
• The Regional Director or driver will provide the form to the rider, review it with them to assure they   
 understand our position regarding the need for safety belts, and explain the need for a completed   
 form to be received - signed by the rider, witnessed, and certified by the physician - before we will   
 transport them without using a safety belt.
• The original of the release form will be kept at the Home Office with a copy in the Regional 
 Office.  The driver may also keep a copy if desired by the Regional Director.

Oxygen Tanks
Some of your passengers may need to carry oxygen tanks. OATS Transit policy requires that these tanks 
be secured before placing the vehicle in motion. Secure the tank in the seat next to the rider with a seat 
belt.  If the tank  is placed on the floor, secure the tank to the seat frame with a bungee strap.

Other Common Assistance Devices
Elderly and disabled riders often require the use of assistance devices such as canes, walkers and braces. 
A driver must be familiar with these devices and know the best method of providing assistance. Make 
sure all assistive devices are safely stowed where they will not present a tripping hazard to other riders 
and tied down so as not to become a projectile in the case of a sudden stop or accident.  Return the as-
sistive device to the rider prior to making any attempt to assist the rider in leaving the vehicle.  Below is a 
list of some of the assistance devices you may encounter.
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Crutches and Canes
1. Standard underarm crutch
 a. most common
 b. temporary
 c. user not experienced
 d. difficult to use.
 e. station yourself to prevent falls
2. Triceps underarm crutch
 a. weakness or paralysis in shoulder or  arm
 b. makes arm stable
3. Adjust aluminum forearm crutch
 a. common to permanently disabled
 b. reasonably  agile
4. Platform forearm
 a. general weakness
 b. significant loss of arm and hand function
Note: *20% more energy is required to walk with crutches.
Standard Non-folding White Cane
1. user is legally blind
2. store cane near rider
Adjustable One-Hand Walker
1. use one-handed
2. boarding a vehicle is a problem
3. do not let rider walk up a ramp, too steep

Standard Folding Two-Handed Walker 
1. used with both hands
2. rider leans heavily, place walker ahead  and lean into it
Leg Braces
1. Short Leg Brace - picks up front of foot
2. Long Leg Brace-
 a. picks up front of foot
 b. stabilizes knee
 c. supports body weight
Artificial Legs
1. two of the most common types known
2. generally, users do not need much assistance (elderly may)
3. climbing steps can be difficult
Artificial Arms
1. controlled by shrugging the shoulders
2. one motion locks/unlocks  elbows
NOTE:  A person loses body heat through the skin. Loss of an arm or leg 
reduces the ability of body to dissipate heat:  arm 9%; leg 18%.
Arm Sling
1. supports weight of arm
2. don’t grab person by arm supported by sling
3. stroke victims often use slings
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Going Inside the Rider’s Home
It is OATS Transit's responsibility to assist riders to and from the DOOR of their home (unless your service 
is curb-to-curb service.)  OATS Transit drivers are not personal attendants. Entering the rider’s home, 
helping them get dressed, putting away packages, administering medication, etc. is NOT allowed for both 
liability and scheduling issues. 

If you have a rider who needs assistance “above and beyond” what we can provide, let your Regional 
Office know so we can find resources for this person and get them the help they need.  If you are faced 
with a situation where you feel you have no choice but to enter the rider’s home (illness, injury, etc.), 
complete an Incident Report (D-425) and contact your Regional Office as soon as possible so that appro-
priate follow-up can be done.

Rider Privacy & Confidentiality
Legislation – entitled HIPAA (the Health Insurance Portability and Accountability Act) – makes it illegal 
for health care providers to fail to maintain the confidentiality of a person’s private information, includ-
ing name, address, social security number, etc.  Since OATS Transit contracts with health care providers, 
nursing homes, etc., we have an obligation to protect the information given to us.  As a driver, you are 
often privy to more information than OATS Transit needs to know to provide transportation; you either 
observe, or are freely told, very personal health information.  It is your responsibility to keep any such 
information confidential.  As you gather information for the trip sheet, make sure you are keeping it 
shielded from other riders.  Protected information includes signatures.  Your Regional Director will pro-
vide tips and suggestions on how to protect the information you gather for your route.

Dialysis Clients
OATS Transit transports several people to their routine dialysis treatments.  Below are some tips for this 
special service:
• Notify the dialysis staff when any patient health problems occur during transport. This would include  
 lethargic, disoriented behavior, fainting and getting sick.
• Do not give patients any type of food or drink.  The diet for a dialysis patient includes restrictions on   
 fluids, potassium, phosphorus and sodium.  In addition, many dialysis patients are diabetics with   
 further limitations.  The only exceptions are foods or drinks given to the patients by dialysis staff   
 or nursing homes.
• Bleeding.  Occasionally dialysis patients will have problems clotting.  If you notice any abnormal   
 bleeding, immediately return the patient to the dialysis clinic.
• If a serious condition arises and you are too far from the dialysis center or the center has closed for   
 the day, you may have to transport the patient to the nearest hospital emergency room or call 9-1-1.    
 Whenever possible, coordinate any emergency with the Regional Office.

Tips for Dealing With the “Difficult” Customer
Our riders are also our customers.  As such, tips that Customer Service professionals offer to people who 
work in retail, call centers, etc. can also help you deal with an irate or difficult rider.  Dealing with angry 
people requires three major skills:  Communication, Problem Solving and Relationship Building.   When 
faced with an angry or demanding rider, the first step before you can proceed further is to keep your 
own cool!  Don’t take it personal; this isn’t about you.  They may be angry because they had to wait at 
the doctor’s office; traffic made you late in picking them up; or they want to do something that is against 
OATS Transit policy.    Here are some suggestions to keep in mind when face-to-face with an angry, de-
manding or difficult rider.

Chapter 9 Passengers



Driver’s Handbook 9-10

• Be as empathetic and understanding as you possibly can. This will help diffuse the anger. It 
 is hard to stay angry at someone who agrees you have a problem.
• Don’t take it personally, take it professionally. They are not angry at YOU. They are angry 
 with the company, the traffic, the process – not YOU.  For example; they are a Medicaid rider 
 and after you pick them up from their doctor’s appointment they tell you they need to go to   

 another doctor that isn’t scheduled.  When you explain that OATS is only authorized to take 
 them to their scheduled appointment then back home, when they become angry they are    

angry at the process - not you.  So, keep your professional attitude.
• Respond in a positive, self-controlled way. Assure them you will do your best to help them. 
 Responding  with the same attitude they have will only make them angrier.
• Listen to them. Maintain eye contact. Paraphrase what they are saying. Determine what the   

 real issue is  and try and respond to it.  Using the same example above, after you explain 
 that we can’t take them to an unauthorized appointment, explain that the next time they call 
 in to schedule a ride be sure to tell the dispatcher everywhere they need to go so we can get 
 them on the schedule.
• Don’t be judgmental. It is not up to you to decide whether the individual has the right to be 
 angry or not.  
• Find something to agree with them on. E.g., “Yes, I agree. The wait was far too long; how-
 ever I got held up in traffic and it took longer than usual to get over here.”
• Use the person’s name.
• Slow down and lower your speaking voice.
• Allow the person to talk – don’t interrupt.
• Deal with feelings first, then issues.

Persons Who are Developmentally Disabled
We transport a number of people with  severe or chronic impairments as a result of physical or mental 
disability that began prior to age 21.  Developmental disabilities (DD) may include: mental retardation, 
mental illness, cerebral palsy, epilepsy, Down’s Syndrome, autism or other characteristics that limit daily 
living activities.

Treat DD riders in the same way you would treat your other riders.  Emphasize their achievements, abili-
ties and individual qualities.  Changes in the normal routine (different pickup order, new driver, different 
seat on the vehicle) can be traumatic for some DD clients. Report any behavior problems to the work-
shop or care facility.  Be sure to file an Incident Report with your Regional Office as well.

Characteristics of the Aging Process
Many of your riders will be people who are elderly.   An OATS Transit driver must have an understand-
ing of the aging process to effectively deal with riders. No one ages at the same rate. Some riders will 
begin to lose some of their mental capacity earlier than others. As a person ages, they also lose physical 
strength, resiliency and muscular flexibility. Their immune system begins to break down. These condi-
tions are complicated by the fact that most of today’s elderly live alone, giving them a sense of isolation 
and loneliness. The role of a driver is to recognize these conditions and know how to deal with them 
effectively.
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Alzheimer’s Disease

Alzheimer's Disease is a degenerative disease that attacks the brain and eventually leaves its victims 
incapable of caring for themselves. It is not a normal process of aging. It begins slowly; at first, the only 
symptom may be mild forgetfulness. In this stage, people may have trouble remembering recent events, 
activities, or the names of  familiar people or things. They may not be able to solve simple math prob-
lems. Such difficulties may be a bother, but usually they are not serious enough to cause alarm.
However, as the disease goes on, symptoms are more easily noticed and become serious enough to 
cause people with Alzheimer's Disease or their family members to seek medical help. For example, 
people in the middle stages of Alzheimer's Disease may forget how to do simple tasks, like brushing their 
teeth or combing their hair.   They can no longer think clearly. They begin to have problems speaking, un-
derstanding, reading, or writing. Later on, people with Alzheimer's Disease may become anxious or ag-
gressive, or wander away from home. Eventually, patients need total care. Riders with severe Alzheimer's 
Disease should not be allowed to ride unless accompanied by a helper/attendant.  Please contact your 
Regional Director if you suspect  one of your riders is exhibiting the symptoms.

Attitudes Towards Persons who are Elderly and/or Disabled

People who are elderly and/or with disabilities have the same rights and desires as non-disabled per-
sons.  The driver should not talk down to the elderly and disabled passenger. Just because a person is 
blind, they are not deaf. Because a person has lost their speech, they are not mentally disabled. Because 
a person’s speech is slurred, they are not less intelligent. Because a person staggers when they walk, 
they are not drunk. The driver should always make an effort to be honestly concerned, patient, and un-
derstanding of all passengers. 

Attitudes of Persons who are Elderly and/or Disabled

Some seniors and people with disabilities are apt to be fearful, anxious, and very unsure of transporta-
tion programs or services. For many, merely leaving the confines of their home presents a major chal-
lenge and undertaking since it means leaving a secure, well-known world for a mysterious, frightening, 
unknown world where everything is moving at an extremely fast pace.

Many have learned from experience not to trust strangers who do not know the nature or extent of their 
problems. Perhaps in the past they have been hurt or injured by another person attempting to “help” 
but not knowing what to do, how to do it, and when to do it. This would naturally make a person unwill-
ing to be trustful of your efforts to help until they understand that you really do know how to help.

Abuse, Neglect and Exploitation of the Elderly and Disabled

OATS Transit contracts for funding require the reporting of any suspected cases of abuse, neglect, or 
exploitation. If you suspect a case of abuse or neglect, consult with your Regional Director who will then 
report the case to the Missouri Abuse & Neglect Hotline (1-800-392-0210).  Only call this hotline without 
first consulting your Regional Director in an emergency.  Missouri state law provides the Department of 
Health and Senior Services and law enforcement officials the right to intervene on behalf of an elderly 
person, or person with a disability, to provide help. However, these officials cannot help unless they are 
notified. An elderly individual, or person with a disability, can be the victim of another’s neglect or of 
their own neglect for personal care. A driver should be alert to symptoms of neglect or abuse.
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Child Abuse

Drivers shall also report any suspected case of child abuse to their Regional Director who will then report 
the case to the Misouri Child Abuse Hotline (1-800-392-3738).  As stated above,  don’t call this hotline on 
your own except in an emergency.

Treat passengers with respect and they will more likely respect you and OATS Transit.

Major Disabling Conditions
Most of these losses are readily detected, except for loss of hearing, sight, sensation, and perhaps pain. 
These losses may occur singly or in any combinations with each other. Each of these losses may have 
substantial implications for you as a driver.    We will attempt to briefly describe these losses and the way 
they affect either how you attempt to assist the passenger or how you handle your vehicle.

Spasticity  — Spasticity is an uncontrolled contraction of a muscle. Cerebral Palsy and Parkinson’s Disease 
are examples of this impairment. An individual experiences tremendous mobility difficulty. An afflicted 
individual is required to expend a lot of energy to walk, stand up, or maintain their balance. The motion 
of your vehicle can overstimulate resting muscles thus causing spasms. Be alert to individual problems. 
As a driver you should avoid excessive starts and stops. Seat the person where they will not injure them-
selves or someone else.

Loss of Skin Sensation — Elderly individuals lose their sense of touch to some degree. They may not be 
able to distinguish between hot and cold. Their impairment may be to the extent that they will not react 
to a sharp object. They could be cut and not know it — watch for blood.

Stroke Condition — A stroke victim is paralyzed down one side of the body. This side is useless. Never 
take hold of the paralyzed side for any reason. When helping a rider, stay on the side that is not affected. 
Their walking will be slow and unsure. Rising from a seated position is slow and deliberate. Braces are 
used by some individuals as a support device.

Loss of Balance — Loss of balance may result from one of several things. The most common will be the 
loss of muscle strength which prevents a person from quickly adjusting to changes in rate of motion 
or direction. Another cause is related to the balance mechanisms of the inner ear being impaired. This 
is not an uncommon problem for the elderly. These individuals may also have difficulty in adjusting to 
changes in speed or direction. People who experience balance problems are often fearful and anxious in 
crowds and may well be anxious  when boarding a vehicle. It will be important that these passengers be 
safely seated before moving the vehicle. 

Walking or other movement will tend to be deliberate and often slow. Care should be exercised in taking 
hold of these people, particularly catching them unaware. Unexpectedly grabbing their arm may be suf-
ficient to cause them to lose their balance and fall. This problem is the greatest when the passenger is 
sitting or walking. Wait for the passenger to request assistance.

Chapter 9 Passengers



Driver’s Handbook 9-13

Pain — Many elderly or disabled passengers will have intermittent or constant chronic pain. The bulk of 
this pain will be attributed to arthritis. Pain may occur while just sitting, as well as during motion. The 
bounce of the vehicle, either by the design of the suspension system or due to rough streets or roads, 
may cause pain in these individuals.

Breathing Disabilities — Some people will be disabled as a consequence of insufficient lung capacity. 
Movement causes a shortness of breath and almost a gasping for air. Emphysema is an example of this 
kind of problem. Any physical activity will be difficult. Climbing steps, running to catch a bus, or walking 
any distance pose very real problems for these individuals. Most should avoid open windows, dust, ex-
haust fumes and smoking. Never allow anyone to smoke on the vehicle. Ordinarily this type of passenger 
will need little in the way of assistance unless other functional losses exist.

Mobility Limitations — Mobility limitations will, for the most part, be obvious. With practice and by 
being observant, you will learn to quickly discern whether or not mobility limitations are severe and 
when assistance is apt to be needed. Among this group will be persons with braces, prosthesis, crutches, 
wheelchairs, walkers, etc. Store any assistance devices in the vehicle where they will not injure other 
passengers. This group will require the greatest degree of assistance.

Visual Impairment — Visual losses may also be quite variable and can range from a total loss of sight 
to a very restricted field of view, or to vision which is essentially a blur.  Assuming there is no additional 
disabling condition, the visually impaired person will require a minimum of physical assistance. However, 
they will need to be warned of the existence of obstacles such as steps, wheelchairs, etc. If possible, seat 
individuals by an armrest or wall for support and close to the driver. Driver should call out any sudden 
maneuver and assure they know what is happening around them. Also let them keep their cane if pos-
sible. OATS Transit allows service dogs on the vehicle, as needed (see service animal policy for allowable 
animals). 

Hearing Impairment — Hearing loss may also be quite variable and range from partial loss to total loss. 
These individuals often experience an isolation that their impairment imposes on them. As a driver, you 
will have riders that are afflicted with this difficulty.   The following hints will aid you in working with the 
hearing impaired.

• A hearing deficiency may cause a rider to have difficulty knowing when they reach the proper 
 destination.  Be alert to their special needs.
• When you meet a person who seems inattentive or slow to understand you, consider the 
 possibility that their hearing, rather than their intellect, may be at fault. Some hard-of-hearing 
 persons refuse to wear a hearing aid. Others wear aids that are so inconspicuous or camouflaged so   
 that you may not spot them at first glance. Others cannot be helped by a hearing aid.
• Remember, the hearing impaired may depend to a considerable extent on reading your lips to 
 understand what you’re saying. They do this even though they may be wearing a hearing aid, for 
 no hearing aid completely restores hearing. You can help them by trying always to speak to them 
 in good light, and by facing them and the light when you speak.
• Speak distinctly but naturally. Shouting does not clarify speech sounds, and mouthing or 
 exaggerating your words, or speaking at a snail’s pace, make you harder to understand. On the other 
 hand, try not to speak too rapidly.
• Don’t start to speak to a hearing impaired person abruptly. Attract their attention first by facing 
 them and looking straight into their eyes. If necessary, touch their hand or shoulder lightly. Help 
 them grasp what you’re talking about by starting with key words or phrases.
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• If the person you are speaking to has one “good” ear, always stand or sit on that side when you
 address them. Don’t be afraid to ask a person with an obvious hearing loss whether they have a
 good ear and, if so, which one it is. They will be grateful that you care enough to find out.
• Facial expressions are important clues to meaning. Remember that an affectionate or amused tone
 of voice may be lost on a person with a hearing impairment.
• In conversation with a person who is especially hard of hearing, don’t be afraid to occasionally jot
 down key words on paper. If they are really having difficulty understanding you, they will be
 grateful for the courtesy.
• Many people who are hard of hearing are sensitive about their impairment and will pretend to
 understand you even when they don’t. When you detect this situation, tactfully repeat your
 meaning in different words until it gets across.
• The speech of a person who has a hearing impairment may be difficult to understand, since 
 natural pitch and inflection are the result of imitating the speech of others. To catch such a 
 person’s meaning more easily, watch their face while they are talking.
• Don’t say such things as “Why don’t you get a hearing aid?” or “Why don’t you see a specialist?"
 to a person who is hard of hearing. Chances are they have already explored these  possibilities
 and there’s no need to emphasize their impairment.
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Chapter Highlights:
• Timely submission of paperwork is an essential part of your job.
• Medicaid riders will need to sign the Medicaid Log each time they get on the bus; so, for a round 

trip, they will sign twice.
• An Incident Report must be completed and sent to your Regional Office any time something out of 

the ordinary happens.  When in doubt, file an Incident Report.
• Drivers Expenses over 90-days old will not be reimbursed.
• A Driver’s Daily Log is required when total hours (ON ALL JOBS) exceed 12 hours in succession, re-

gardless of pay status. Failure to file a log will result in disciplinary action.

In this chapter, we will provide you with instructions and samples of the forms required by OATS Transit.

Medicaid Paperwork
OATS Transit is one of the vendors used by the state-wide broker for Non-Emergency Medical Transporta-
tion (NEMT) for Medicaid recipients.  We do a lot of trips under this program; so, chances are, you will 
be called upon to do this service.  There is a special trip log that we must complete, then submit to the 
broker in order for us to get paid for this service.  When completing this trip log, please remember to: 
• Sign and print your legal name.  When the log is sent to the broker, they compare it to their 
 computer database and automatically reject the bill for that trip if your name doesn’t match 
 what’s in their computer (which is our payroll listing –so, it is your legal name.)  So, if your 
 name is William but you go by Billy, sign your paperwork as William.   
• One of the most important things to remember is to get a signature from the rider for every 
 leg of the trip - when you pick them up and when you drop them off.  To bill, we are required 
 to mail the trip sheet with signatures to the broker.  They will not pay without signatures.
• Write the pick up and drop off times for each leg of the trip.
• Give a card or contact information for pick up if not waiting on the client.

If a rider has a need to go elsewhere 
other than what is authorized; you 
need to contact your regional office 
prior to taking the individual.  For ex-
ample, during their doctor’s appoint-
ment, they are told they have to go 
to another clinic for a test - call your 
regional office before you take them 
there so the office can get appropri-
ate authorization from the broker.

Chapter 10Chapter 10
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Chapter 10 Records & Forms

Deposit Slips

Transfer bank accounts are set up in many local communities for the deposit of money collected 
as a result of bus operations; your regional staff will let you know where your nearest transfer 
bank is located. Some drivers may be asked to deliver or send money collected to their regional 
office. 

If more than one day’s receipts are deposited in a transfer bank, a summary  must be prepared 
on the deposit slip itemizing each day’s receipts. The dates indicated on the deposit slip must 
match the dates the money was received. This summary deposit is to be recorded on your post-
trip on the date that it is deposited. Do not report daily receipts as daily deposits if you are not 
depositing everyday, as this would duplicate the amount deposited. 

A deposit slip is prepared when a deposit is made and a validated copy is sent to the Regional 
Office.  Assure that the correct amount is listed on the deposit ticket, and that the bus number 
and your name are on the deposit slip.  Your regional office will instruct you as to whether to 
scan a photo of the receipt to the office, or mail to the office, and how often.
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Incident Reports  (D-425)

An incident is any occurrence that takes place while the driver is on duty which is worthy of note. Ex-
amples might include non-vehicular accidents involving passengers, stolen cash or property, passenger 
fights or passenger illnesses. The driver is to complete the report and forward it to the Regional Office 
not more than 24 hours after the incident occurs. The report is to include all known details including 
who, what, when, where, why and how.  For incidents involving exposure to Bloodborne Pathogens, a 
separate Bloodborne Pathogen Incident Report is used. 

Confidentiality

Your riders’ privacy is important.  Be sure to keep their personal information, including name, social se-
curity number, address, etc., private.  Do not pass around trip sheets with that information for signature; 
do not leave forms with that information out where it can be easily seen.  Your Regional Director will 
provide instruction on how to protect the information on your route.
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Driver Daily Logs & Hours of Service 
Studies have shown that drivers who are tired are as impaired and dangerous as drivers who are drunk!  
This concern about the effect of fatigue as a contributing factor in commercial motor vehicle crashes, 
resulted in the Federal Motor Carrier Safety Regulations (FMCSR) as prescribed by the U.S. Department 
of Transportation to develop rules to increase driver alertness and reduce fatigue-related incidents.  The 
two rules that impact on OATS Transit are the Hours of Service and Driver Daily Logs.

Hours of Service
The FMCSR has established the following maximum amounts of time a driver can spend driving or on-
duty.  
• A maximum of 10 hours driving, after which a driver must have at least 8 consecutive hours 
 off duty before they can drive again.  If a driver encounters adverse weather conditions, 
 or unusual road or traffic conditions on a run that could normally be completed in 10 hours,    

they are allowed an additional 2 hours of driving.
• A maximum period on-duty of 15 hours, after which a driver must have at least 8 
 consecutive hours of rest before they can again drive.
• A maximum of 60 hours on-duty in any 7 consecutive days, or if working every day in the 
 week, a maximum of 70 hours on duty in any 8 consecutive days.  Once a driver reaches 
 these limits, they cannot drive.

These maximums include time spent on-duty at another job; therefore, drivers will be asked to report 
any other job(s) they have in addition to working at OATS Transit using the Hours of Service Sign-Off 
Form (D-406).  Further, drivers are to record these hours on a separate time sheet.  The driver is to write 
“Other Employment – Name of Employer” across the top of the time sheet and submit it with their OATS 
Transit time sheet.

Driver Daily Log
To assure we do not violate the Hours of Service rule, your driving time and periods of on-duty-not-driv-
ing time, as well as off-duty time are recorded on a grid that is part of a “daily log” form.  Your drive time 
CANNOT exceed 10 hours.  On duty time plus drive time CANNOT exceed 15 hours.  You MUST be off 8 
hours between each work day.  

You must track your time in writing-- called a “record of duty status” or “Driver’s Daily Log”. Every driver 
shall prepare a Driver’s Daily Log for each 24-hour period, unless you come under the 100 air-mile radius 
exception.  

100 Air-Mile Radius Exemption – No Driver’s Daily Log is required when ALL of the following are true:
•  You drive within a 100 air-mile radius of your normal work reporting location. 
•  You return to your work reporting location and are released from work within 12 consecutive hours 

(12 hours in succession regardless of pay status). 
•  Each 12 hours on duty are separated by at least 8 consecutive hours of off duty.
•  You did not exceed a maximum of ten hours driving time following 8 consecutive hours off-duty.

Commercial drivers are required to use electronic logging devices 
(ELD’s) IF they log more than 8 times out of every 30-day period. 
No OATS Transit driver meets this criteria and therefore, we do not 
provide the electronic devices and instead use the paper logs. Office 
staff monitor logs carefully; so, understand that if it appears you may 
exceed the 8 logs allowed during a 30-day period, your schedule will be 
adjusted.
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Split-shift drivers may take advantage of the 100 Air-Mile Radius Exemption and are not required to log 
when ALL of the following are true:

• You drive within a 100 air-mile radius of your normal work reporting location. 
• You return to your work reporting location and are released from work at the end of each shift   
and each shift is less than 12 consecutive hours.
• You are off-duty for more than 8 consecutive hours before reporting for your first shift of the   
day and spend less than 12 hours, in the aggregate, on-duty each day.
• You do not exceed a total of 10 hours driving time and are afforded 8 or more consecutive   
hours off-duty prior to your first shift of the day.

When a driver does return to your work reporting location between shifts, you must note this on both 
your trip sheet for the day and your Time Sheet.

Completion of a Driver’s Log:
1. A Driver’s Daily Log is required for the day you travel beyond 100 air miles and/or the total 
 hours is greater than 12 hours; includes hours worked AND time off for lunch (exceptions 
 would be going home for lunch; split shifts; washing the vehicle or doing paperwork in the 
 evening.)
2. A Log is required if hours worked at OATS and another job – even a non-driving job – total 
 more than 12 consecutive hours (with the same exception listed above).  The time spent at 
 the other job is logged as On Duty (Not Driving).
3. Logs are also required the day before and the day after an overnight stay.
4. Submit completed original log sheet with the trip sheet for that day.
5. Keep the logbook and time sheet book in your possession while on duty.
6. Retain the completed log book and time sheet book in your possession while on duty for two weeks.

Instructions for Completing a Log (see sample log next page):
1. Date field- enter the date when you first come on duty. 
2. Total Mileage for the day.  These will always be the same since OATS Transit does not use co-drivers.
3. Vehicle Number 
4. Driver signature required.  DO NOT PRINT NAME.
5. Name of Carrier: OATS Transit
6. Main office address: Columbia, MO
7. Name of co-driver: Not applicable, just leave blank.
8. Home terminal address; The city and state where you reported to work.
9. Off-Duty: Time you are not being paid.
10. Sleeper Berth: Not Applicable
11. Driving: Time paid driving a vehicle. Total time cannot exceed 10 hours.
12. On-Duty (not driving): Being paid but not driving. Total time cannot exceed 15 hours. 
 12a- Examples include inspections, waiting on passengers, paperwork, drug testing, etc.
 12b- Any specified waiting time in excess of 1/2 hour when passengers are not ready for pickup.
13. Remarks: Enter whenever an event occurs that requires an entry in the remarks section.
 Examples: Inspections, assisting and/or waiting on passengers, paperwork, drug testing, ect.
14. Total hours- Total hours (recorded at the end of “Remarks” line) must equal 24.
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You are to keep the duplicate copy of any day’s log for a period of 7 days.  The completed log book & 
time sheet book must be in your possession while on duty for 2 weeks.  

Failure to file a log will result in disciplinary action:
First offense:  a DSE is issued by your Regional Director and retraining occurs.  
Second offense:  your paycheck is held pending receipt of appropriate logging information and a second 
DSE is issued.  
Third offense:  you are subject to disciplinary probation, suspension or termination of employment.

Deadline
Your region office will instruct you as to how often to submit the Drivers Logs to the regional office.

Chapter 10 Records & Forms
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Driver Expenses
Drivers are to use a Drivers Expense Form (Form #G-704), which is turned in monthly for reimbursement 
of allowable expenses.  These expenses are to be submitted to the Regional Director for approval. Forms 
must be received at the Home Office by the 15th  of each month to be paid on the 25th of each month 
through direct deposit. If date falls on a Saturday or Sunday, will be paid on the following Monday.

Reimbursable expenses include such items as supplies, bus washing, etc. The expense form is not to be 
used for gasoline purchase.  Receipts are required for all requested expense reimbursements except 
coins used in coin-operated car washes. For these items, prepare a slip showing the date, amount spent 
and sign this slip verifying its accuracy. All other expenditures require a receipt. Reimbursement will not 
be made until requests total $10.00 or more. No reimbursement will be made for expense account forms 
over 90 days old or for items without a receipt. Reimbursement sheets must be signed at the bottom 
with your position and official domicile (city/town) listed.  

Driver Expenses Guidelines

Driver’s expenses are paid electronically on the 25th of each month (if it falls on a Saturday or Sunday, 
the following Monday).  Your monthly expense sheet must be received at Home Office by the 15th to be 
paid by the 25th. Detail is not sent out with Driver’s expense reimbursements, so please make sure to 
keep a copy or record of expenses for your records. 

Below is a list of expenses that are allowed on the monthly expense request.
• Maintenance:  bus washes, wiper blades, windshield fluid, oil changes.
• Phone:  OATS Transit business calls on your personal phone; if you don’t have an OATS Transit  

 cell phone, we’ll contribute $15 toward a monthly service charge on your personal cell phone.  We 
will NOT pay for:  roaming charges or cell phone calls that have a $0 charge on them.

• Postage is paid for anything you mail to 
OATS Transit.

• Supplies:  Items to keep your bus clean. 
We will NOT pay for: fax machines, clocks, 
calculators.

• Repairs that you paid for.  However, MUST 
be pre-approved by Regional Director.  Any 

 major repairs should be done at a vendor 
OATS Transit has a charge account with.

• Gas & Oil that you paid for to put in OATS 
Transit bus.

• Mileage in personal vehicle on OATS Transit 
business only.  The mileage rate is based on 
the State of Missouri’s, which is currently 
$0.535.

Deadline

The Expense Form is to completed and turned 
in monthly to your Regional Office. It is due 
at Home Office by the 15th of each month to 
be paid on the 25th of each month by direct 
deposit. No reimbursements will be made 
for expense account forms over 90 days old. 
The expense account form is submitted to the 
Regional Office to be approved, and they will 
forward to the Home Office for payment. 
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Chapter Highlights:
• You are responsible for inspecting your vehicle before your trip and after you are finished for the day.
• You must report to your regional office any problems you note with your vehicle so that they can be 

taken care of immediately.
• Properly maintained vehicles are a key to safety; poorly maintained vehicles result in breakdowns, 

accidents, and high costs.
• Preventive Maintenance (PM) is done every 7,500 miles.  If assigned a vehicle, you will receive a 
 notice from your regional office advising you when to schedule PM with the local OATS Transit 
 approved garage.
• If assigned a vehicle, it will be your responsibility to schedule PM with the maintenance facility 
 approved by OATS Transit.  Before signing off on the maintenance and repairs, review the PM 
 Checklist with the mechanic to assure everything was done. 
• Your vehicle should be fueled as needed throughout your route and filled up at the end of the day.
• Your vehicle should be kept clean at all times.  If not assigned a vehicle, when you use one you 

should assure it is returned free of trash.

To ensure our riders are transported safely and that our vehicles are operating at the most efficient level 
possible, OATS Transit drivers must ensure their vehicle is being properly maintained. Preventive main-
tenance can keep the vehicle in safe operating condition and prevent most problems before they occur. 
The vehicle must be inspected daily and weekly by the driver and once each year by a certified state 
vehicle inspector prior to license renewal.

Daily Pre-Trip and Post-Trip Inspections
The daily inspections are completed in Ecolane- both pre-trip and post-trip.  Any problems discovered 
during pre-trip and post-trip inspections should be noted on the Tablet form.  If an item is checked that 
affects the immediate safe operation of the vehicle, drivers must immediately contact their regional 
office, because the Tablet won't accept trips for that vehicle if it is unsafe to operate, and you won't be 
able to be dispatched with that vehicle.  Items such as "adding oil" "low tire" will not do this, but major 
items will trigger this response. If no defects are found, place a check mark in the “acceptable” space for 
both the pre-trip and the post-trip inspection. If defects are found, contact the regional office for further 
instruction prior to operating the vehicle.  Remember, safety is your first priority. At the end of the day, 
record your ending odometer reading and write your ending time below the date.  Use the following 
standards for your inspection:

Battery  (excluding maintenance-free batteries):  Check for excessive corrosion to ensure that all connec-
tions are tight.

Belts:  When pushed on the middle between pulleys, any belt should not go down more than one-half 
inch. Turn the belt around and look for cracks and excess wear.

Brakes:  Make sure the engine is running when checking the power brakes. Push the pedal down. If it 
goes more than halfway to the floor, that is too far. If the pedal feels spongy there may be air bubbles 
in the brake lines. Push the pedal down and count to ten. If the pedal keeps going down, there may be 
master cylinder problems. Check the parking brake by setting the brake, and attempting to move the 
transmission into drive. If the vehicle moves, have the parking brake checked.

Chapter 11Chapter 11
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Climate Controls:  Check to see if front and rear blowers work properly and to ensure the vehicle is 
heated and cooled sufficiently.

CHECK THE OIL before you start the engine. Pull the dip stick out and wipe it clean. Put it all the way 
back in, then pull it out again. The oil level should be between "add" and "full" mark. This gives a much 
more accurate reading and can help us avoid oil that is not needed.

Condition of Safety Equipment:  The gauge on the fire extinguisher should read in the safe (charged) 
range. The first aid kit is to be full and have unused packages. The flashlight should work. The other 
equipment should be checked to see if it is there.

Windshield and Windows:  Note any cracks, pits or breakage.

Horn:  Does it honk?

Lights:  Check headlights, turn signals and four-way flashers for proper operation. Check both high and 
low beam settings on headlights. Interior lights should also be checked.

Mirrors:  Check for proper adjustment, and to ensure they are not cracked or broken.

Seat Belts:  Ensure each passenger and driver position seat belts are in place and function properly and 
that seat belt extenders are available.

Steering:
A. Excessive play in the wheel
B. Vehicle should not pull in either direction
C. Vehicle should not dart in either direction
D. Vehicle should not shimmy in either direction
E. Vehicle should not be hard to steer

Tires: Do a detailed check of all tires (including spare.) Look for cracks, bubbles, nicks and splitting in 
each tire. Check the tread depth of each tire. Check for uneven wear and bald spots. Check the air pres-
sure in each tire at least once a week. The amount of air carried should be on the PSI rating on the tire 
sidewall.

Windshield Wipers and Washers:  Check blades to see if they are torn or frayed. Check for proper align-
ment of wipers and sprayers.

Hoses:  Look for leaks in the hoses and around connections.

Leaks Under the Vehicle:  Clear water in the front is probably condensation from the air conditioner and 
is no problem. Blackish is oil, reddish could be coolant or transmission fluid.  Any of these three could be 
problems. Check for gas leaks in the back.
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Gauges:  Keep a close eye on all warning lights and gauges. If the oil light comes on, stop the ve-
hicle immediately and check the oil level. You can ruin an engine very quickly by running it without 
oil. Call your Regional Office for help and do not drive it until the oil level is adequate. If the tem-
perature gauge goes out of safety range, turn off the air conditioning, if it is on. This  might help, 
especially in town traffic. If it doesn’t help, then stop the vehicle and get help.   In any event, the 
vehicle will need to be checked out. The transmission warning light will  indicate low fluid. Get it 
checked.  If the alternator light comes on, drive to garage. Do not stop the engine because you 
might not get it started again. Keep an eye on the oil light and the temperature as you go.

Air Conditioners:  Modified vehicles with add-on rear air conditioners have externally mounted con-
densers.  The condensers are usually mounted under the vehicle on the  driver’s side.  With both 
the front and rear air conditioner turned on, inspect the external condenser and make sure the 
condenser’s fans are working.  Report any fan failure to your Regional Director.

Lift Equipment:  Check the items listed for Lift Vehicles; cycle your lift daily.

Preventive Maintenance (PM)

OATS Transit vehicles are monitored on a rigid maintenance schedule to assure  all possible steps 
are taken to keep the vehicles in good condition and prevent possible breakdowns or trip cancel-
lations due to vehicle problems. Also, it cuts down dramatically on costly, time-consuming major 
repairs. If you are assigned a vehicle, a Preventive Maintenance Checklist is a form that is used to 
notify you when your vehicle is due for service. The items that need to be  serviced and the proper 
mileage check points are marked with an “x” by regional office staff to show you what maintenance 
should occur.   You then take that list and your vehicle to the authorized shop to be serviced.  Make 
certain before you sign for repairs that the schedule has been followed and all has been checked.  

Preventive Maintenance is normally scheduled at 7,500 mile intervals.  It is the driver’s responsibil-
ity to help remind the Regional Director when their vehicle is approaching a service interval and 
that a preventive maintenance checklist is needed.

Emergency exits on all OATS vehicles (except sedans and minivans) are to be inspected quarterly 
during the first 2 weeks of every January, April, July and October.  After inspection, complete form 
V-2224 and return to your Regional Office for review. 

Fueling Your Vehicle

Depending on your region, you may be issued a card that is accepted at a wide variety of stations, 
such as the Comdata card.  As a general rule, always fill up your vehicle at the end of the day.  In an 
in-town operation, fill up at the end of your shift prior to parking the vehicle at the office.  No one 
likes to climb into a vehicle to start their shift only to find it empty! 
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You must keep all receipts and write your vehicle number on them then return to your regional office.

Gas Saving Tips

• Some simple driving tips can help save OATS Transit money on gasoline:
• Reduce engine idling time.  If parked more than 30 seconds, turn your engine off.  Ten seconds of 

idling can use more fuel than turning off the engine and restarting it; so, turn off the engine when-
ever possible.  (Of course, we cannot turn it off in hot weather when we have passengers on board 
as they must have air conditioning or cold weather when heat is needed.)

• Keep a steady speed; use cruise control.
• Avoid rapid acceleration.  Accelerate slowly when starting from a dead stop. Don’t push pedal down 

more than ¼ of the total foot travel.
• Do not overfill the gas tank and inflate tires to the recommended maximum.

Back-up Vehicles Procedures

OATS Transit strives to maintain a 1:5 ratio of back-up buses to regular vehicles.  Back-up vehicles are 
generally older, high mileage vehicles.  Whereas a regular vehicle is assigned to one particular driver 
who is responsible for its day-to-day upkeep, maintenance and appearance, a back-up vehicle does not 
receive the same attention.  Back-up vehicles are strategically placed throughout the region and may be 
found at any of the following locations: the regional office; a driver’s home; a convenient location acces-
sible to several drivers.  
Concerns that exist with back-up buses are:
1. Assurance that maintenance service is provided every 7,500 miles;
2. Annual inspection to verify that all necessary equipment is on the bus and in working 
 order, including the annual maintenance of the fire extinguisher along with the OSHA tag;
3. Mechanical problems that may exist prior to a scheduled PM;
4. Overall cleanliness of the bus;

These same concerns also impact on shared, in-town vehicles.  Strategies to address these concerns are:
1. Normal monitoring of mileage to determine when PM is to occur.  If vehicle is assigned to a 
 driver, the PM checklist is to be sent to them for scheduling with a local mechanic.  Often a 
 garage is willing to allow OATS Transit to leave a bus on their lot for use by several drivers.  In this 
 situation, one driver will be given the responsibility of scheduling PMs with the mechanic 
 once the regional office has sent the necessary PM checklist.
2. Regional Directors will inspect back-up vehicles not located at the regional office on an 
 annual basis and complete the Vehicle Condition and Equipment Checklist.  The regional 
 office will record when the fire extinguisher is to be inspected and arrange for the primary 
 driver to have this accomplished locally.  This driver also has the responsibility of checking 
 the charge on the fire extinguisher each month and placing their initials on the OSHA tag.  
 For vehicles located at the regional office, a staff person will be designated this responsibility.
3. The regional office pays close attention to the pre-trip inspection forms for any noted 
 problems prior to a scheduled preventive maintenance.  If a problem is noted, the primary 
 driver will be directed to make arrangements with the local garage to have it repaired.  
 Different drivers may not notice minor problems when driving the bus for only one day as 
 would a regular driver with the same bus every day.  Close attention should be paid to the 
 bus maintenance file for recently repaired items still under warranty.
4. Back-up vehicles may seldom be used and/or driven by several different drivers.  It is the 
 responsibility of each driver who drives a back-up vehicle to assure the bus is fueled and clean, 
 inside and out, prior to and at the conclusion of each trip.
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Wheelchair Lift/Securement Devices

Proper performance of your lift equipment, and the presence of securement devices that are in good 
condition, is a key to transporting wheelchair clients safely.  As part of your pre-trip inspection:
• Do a visual inspection of the lift, looking for hydraulic fluid leaks, frayed cables.
• Cycle the lift to ensure proper operation.  
• Check the wheelchair securement straps to make sure they are functioning properly.
• Check the channels on the A and L tracks to make sure they are free of dirt and debris.

Equipment on the Vehicle

Below is a list of items which are kept on the vehicle.  A Vehicle Condition & Equipment Checklist form 
is used to record that these items have been issued.  This form is completed when a driver is issued a 
vehicle and then annually as part of the employment evaluation.  This form also includes an inspection 
of the appearance of the vehicle, specifically:  overall condition of the body such as dents, scratches, 
cleanliness, etc., bumpers, lettering, paint, windows, flooring, seats.

Communication Equipment: Required Signs:
Two-Way Radio & Antenna and/OR Emergency Exit (3)
Cell Phone issued to Driver Emergency Exit Procedure
 Operating Instructions, door
Forms: Operating Instructions, window
Accident Report Suggested Donation
Vehicle Inspection Repair Railroad Crossing
Current Insurance Card No Smoking
MoDOT Registration Receipt 800 # - Exterior & Interior
Gas Card Clearance Sign
If a leased vehicle, lease agreement
 Spare Parts/Accessories:
Lift-Equipped Vehicles: Fuses (at least one spare required for each    
type) 
Torso Restraint Key
Tie Downs 
 Tools:
Safety Equipment: Flashlight 
Fire Extinguisher (to be inspected routinely and  Ice Scraper
   charged as needed)   Jack
First Aid Kit Tire Tool
Bloodborne Pathogen Kit Jumper Cables (optional)
Seat Belts Pliers
Seat Belt Extender Screwdriver, Phillips & Flathead
Seat Belt Cutter Tire Gauge
Reflective Triangles 
Emergency Blanket Other:
Emergency Exits (operational) Wheelchair Placard
 Website decal (www.oatstransit.org)
 Sign, Title VI Notification
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OATS Transit Technology Policy

OATS Transit is committed to preserving the highest possible safety standards for the protection of our 
riders, employees, property and the general public. 

Distracted driving is a serious, life-threatening practice. While there are many distractions that a driver 
faces in their vehicle (the radio, talking to passengers, etc.), use of cellular phones and other electronic 
devices is by far one of the leading causes of distraction.  Research on distracted driving has revealed 
that driving while using a cell phone reduces the amount of brain activity associated with driving by 37%. 
(Source: Carnegie Mellon) 

Because electronic devices are proven to be hazardous, it is OATS Transit policy that personal cell phones 
and other electronic devices (unless used for OATS’ purposes as outlined below) are to be turned off 
when driving an OATS Transit vehicle.

Under no circumstances are text messages or emails to be read, composed or sent while operating a 
vehicle.  (Note:  As a sub-recipient of federal funding, OATS drivers are prohibited from text messaging 
while driving during the course of doing work that is supported by the Federal government.)

Due to the rural nature of many of our services, OATS relies heavily on cell phones to communicate to 
drivers. If you use a cell phone for OATS business, it is important to remember:
Safe operation of your vehicle is your first priority at all times!

Cell Phones:
NEVER answer or place a call while driving the vehicle.  Always pull off to the side of the road in a safe 
place and come to a complete stop before using the cell phone.  

The only exception is if the cell phone is being used strictly for dispatching and a Bluetooth device is used 
to receive the call. If you do not have a Bluetooth device, when you receive a call on your cell phone DO 
NOT ANSWER IT. Rather, let it go over to voice mail. Then when safe to do so, pull over and check your 
messages.   OATS staff is aware of this policy, and it is not the expectation that you answer your cell 
phone immediately, as we know to do so when you are driving would be a violation of policy.

OATS-owned cellular phones will not be used for personal business except in an emergency (this in-
cludes both incoming and outgoing calls). 

OATS receives a monthly itemized statement of all charges, including the placement and receipt of all 
calls.  The statement will show date and time of call, phone number called, length of call and applicable 
charges for the call. OATS management staff reviews this statement carefully and has the right to ask an 
employee for an explanation for any calls that appear on the statement.

If an employee does use the cell phone for a personal call that is subsequently approved by the Regional 
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Director, they are to reimburse OATS at the rate of 15 cents per minute.  

If the OATS cell phone is abused, OATS may require the employee to use their personal cell phone, at 
the discretion of the Regional Director.

Do not use a cellular phone for directory assistance.  Employees should keep a directory of any numbers 
needed for a business purpose in the vehicle at all times.

Emergency calls on cellular phone service are free of airtime charges.  To initiate emergency (911) calling 
on a cellular phone, the user must use specific dialing instructions.  Consult the owner’s manual that 
came with the cellular phone assigned to you for instructions. (NOTE:  An OATS driver’s primary respon-
sibility is the safety and well being of his or her passengers.  Use discretion and insure the safety of your 
own passengers when determining to report emergencies.)

Additional applications such as ring-tones, texting, music and other downloads are not allowed on an 
OATS-owned cell phone.

Telephone numbers for OATS-owned phones are to be available only to those who have a business or 
emergency need to make contact with OATS personnel.

Report any equipment or service problems to your regional office as soon as possible. 

If a new cell phone is needed, a request must be made to, and approved by, the Executive Director.

Use of Personal Cell Phones
An employee may use their own cell phone if the Regional Director determines a need.  The general cell 
phone safety policy outlined above applies to the use of a personal cell phone while on the job as well. 

• OATS will reimburse the employee $15.00 per month.  All other charges are the responsibility of the 
employee.  
• OATS will pay up to $30.00 per month for the phone of a member of management.   Any amount over 
$30.00 will be the responsibility of the manager.

To receive reimbursement, attach a copy of your phone bill to your expense sheet. This reimbursement 
policy will not apply if you are issued an OATS-owned cell phone.

Tablets
Many of the OATS vehicles utilize tablets/rangers which connects to the software our office staff is using, 
allowing us to better serve our clients and better assist our drivers.

• NEVER use any electronic devices while driving the vehicle. That includes no reading or typing on your 
tablet/ranger while driving. Always pull off to the side of the road in a safe place and come to a com-
plete stop before using electronic devices.  

• Each tablet/ranger is assigned to the OATS vehicle, not the driver.  Once an OATS vehicle and tablet 
are assigned to a driver they are responsible for this assigned equipment.  This includes alternate, spare, 
and backup vehicles that are temporarily assigned. 

• Tablets are NOT to be kept in the OATS vehicles overnight.  For drivers who report to an OATS regional 
office, the tablet must be turned in each night.  For drivers who park their vehicles at alternate locations, 
including their homes, you must bring the Tablet in with them at the end of each shift.  All other tablet 
related equipment is to remain in the OATS vehicle at all times.
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• Depending on the type of power inverter assigned to the OATS vehicle, it will either need to be turned 
off, or the plug removed from the vehicle outlet at the end of each shift.  It can then be turned on or 
plugged in at the start of the driver’s next shift.

• OATS-owned IT equipment IS NOT to be used for personal business, no exceptions. 

• If the tablet, ranger or other electronic device assigned to you is damaged or missing, you must notify 
your supervisor immediately. If you have any questions or issues occur with the equipment in an OATS 
vehicle, please reach out to your regional office staff.

Specific situations or circumstances may dictate alternative action to those stated above.  Employees 
should discuss specific circumstances with their supervisor if questions arise regarding use of the cellular 
service or other electronic devices.

Passwords for OATS equipment and accounts
Employees are not to give their login credentials or password information to anyone.  No other OATS 
employee should know your passwords and if they do, your supervisor should be notified.

Technology Support
OATS IT Department will only provide support for OATS-owned equipment and software.  If you have an 
OATS-owned device, do not perform any of the following on the device yourself: troubleshoot or repair 
devices, install or upgrade software, or remotely access to assist for any reason.

Replacement of OATS Cell Phones & Other Electronic Devices
You are responsible for the cellular phone and any other OATS-owned Information Technology Equip-
ment assigned to you. If your cell phone, tablet, ranger or other OATS electronic devices are lost, stolen 
or broken, you are financially responsible for its replacement.

Internet
Access to the Internet has been provided to staff members for the benefit of the organization. This 
includes all wired and wireless connections.  It allows employees to connect to information resources 
around the world. Every staff member has a responsibility to maintain and enhance the company’s 
public image, and to use the Internet in a safe and productive manner. To ensure that all employees are 
doing so, the following guidelines have been established. 

Acceptable Uses of the Internet: Employees accessing the Internet on company resources or over com-
pany provided wireless internet are representing the company; therefore any and all use should be for 
professional reasons. Employees are responsible for seeing that the Internet is used in a safe, effective, 
ethical and lawful manner. Webinars may be used to conduct official company business and to gain ad-
ditional training. Databases may be accessed for information as needed. 

Unacceptable Use of the Internet: The Internet should not be used for any personal reasons. Solicitation 
of non-company business, or any use of the Internet for personal gain is strictly prohibited. Use of the 
Internet must not disrupt the operation of the company network or the networks of other users, and 
must not interfere with your productivity.   

Communications: Each employee is responsible for all content (text, audio, images, etc.) that they place 
or send over the Internet. Fraudulent, harassing or obscene messages are prohibited. All messages com-
municated on the Internet should have your name attached. No messages are to be transmitted under 
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an assumed name or as another employee. Users may not attempt to obscure the origin of any mes-
sage. Information published on the Internet should not violate or infringe upon the rights of others. No 
abusive, profane or offensive language is to be transmitted through OATS internet connections. Employ-
ees who wish to express personal opinions on the Internet are encouraged to do so on other Internet 
systems. 

Software: To protect OATS equipment and prevent computer viruses from being transmitted through 
the system there will be no unauthorized downloading of any software. All software downloads will be 
done by system administrators. 

Copyright Issues: Copyrighted materials belonging to entities other than OATS may not be transmitted 
by staff members on the Internet. One copy of copyrighted material may be downloaded for your own 
personal use in research. Users are not permitted to copy, transfer, rename, add or delete information 
or programs belonging to other users unless given express permission to do so by the owner. Failure to 
observe copyright or license agreements may result in disciplinary action from OATS or legal action by 
the copyright owner. 

Security: All communications created, sent or retrieved over the Internet are the property of OATS, and 
should be considered public information. OATS reserves the right to access and monitor all communica-
tions and files on the network as deemed necessary and appropriate.  These communications and files 
can be disclosed to law enforcement or other third parties without prior consent of the sender or the 
receiver. 

Harassment: Harassment of any kind is prohibited. No messages with derogatory or inflammatory 
remarks about an individual or group’s race, religion, national origin, physical attributes, sexual orienta-
tion, or gender identity will be transmitted. 

Email
All OATS employees are assigned an OATS email upon employment with OATS, and should be used 
solely for business purposes.
1. OATS maintains and provides an electronic mail system to assist in the conduct of business and it is   
 not to be used for personal reasons. 
2. The electronic mail system hardware is OATS property. Additionally, all messages composed, sent,   
 or received on the electronic mail system are and remain the property of OATS, and are not the   
 private property of any employee. 
3. The electronic mail system is not to be used to create or forward any offensive or disruptive 
 messages. Among those which are considered offensive, are any messages which contain sexual   
 implications, racial slurs, gender-specific comments, or any other comment that offensively 
 addresses someone’s age, sexual orientation, gender identity, religious or political beliefs, national   
 origin, or disability. 
4. The electronic mail system shall not be used to send (upload) or receive (download) copyrighted   
 materials, trade secrets, proprietary financial information, or similar materials without prior 
 authorization. 
5. All communications should be treated as confidential by other employees and accessed only by the   
 intended recipient. Employees are not authorized to retrieve or read any e-mail messages that are   
 not sent to them. 
6. Employees shall not use a code, access a file, or retrieve any stored information, unless authorized   
 to do so. Employees should not attempt to gain access to another employee’s messages. Computer   
 and software passwords are not be provided to any other employee. If any employee believes their   
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 password may have been compromised, they should notify their system administrator immediately.
7. OATS reserves and intends to exercise the right to review, audit, intercept, access and disclose all   
 messages created, received or sent over the electronic mail system for any purpose.  Therefore, the   
 confidentiality of any message should not be assumed even when the message is erased.  Further,   
 the use of passwords for security does not guarantee confidentiality.
8. Remember, emails are stored at multiple locations: on the sender’s computer, your Internet 
 Service Provider’s (ISP) server, and on the receiver’s computer. Deleting an email from your inbox   
 does not mean there aren’t multiple other copies still out there. Due to their digital nature, they can  
 be stored for very long periods of time, so think twice before writing something down in an email   
 you don’t want others to see.
9. Emails should be treated like any other company correspondence. Emails are subject to OATS 
 Records Retention Schedule, and are subject to be subpoenaed in litigation. 

Social Media
Social media has transformed how people communicate. To address the fast-changing landscape of 
the Internet and the way people obtain information online, we use social media to reach a broader 
audience.  OATS has an overriding interest and expectation in deciding what is “spoken” on behalf of 
the company on social media sites. Whether posting or tweeting on your personal sites, social media 
is never the forum for anything work related. This social media policy is intended to protect you, our 
clients/riders, volunteers and employees.

1. Don’t let personal use of Facebook, Twitter or other social networking sites interfere with work.
2. Employees must get company approval to use any social media site to conduct business. 
3. Any use of the organization’s name, trademarks, logos or other intellectual property must be 
 approved.
4. If employees make personal comments about any aspect of the organization’s business, their 
 profiles must carry a disclaimer that the views expressed are their own, and not the organizations.
5. Social media comments should never disclose confidential or proprietary information.
6. Employees should not post anything they wouldn’t want another OATS employee, manager or 
 director to see.  If you’re unsure then it should not be posted.
7. It is never ok to mention anything about OATS clients/riders on a social media site.  Even using just 
 a consumer’s initials or first name is not appropriate. 
8. Work information should not be discussed even in a private social media group. Someone in the   
 group could copy your comment and repost it elsewhere.
9. It is not appropriate to be friends with consumers on any social media site.
10. Pictures of clients/riders should never be posted on your social media sites.

OATS Website and Social Media Pages
OATS website and all company social media pages (Facebook, Twitter, etc.) are maintained by OATS 
Home Office. The company’s official website is www.oatstransit.org. There are to be no other websites 
or social media pages set up using OATS name or logos, which are trademarked. Any staff or volunteer 
may contribute content for consideration on OATS website and/or social media pages, but setting up a 
secondary site or page is strictly prohibited. Information can be sent to the website Administrator for 
consideration.

Video and Audio Technology
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OATS may use video/audio/GPS technology in both vehicles and in its facilities in order to ensure the 
safety of employees, passengers, enforce its rules or to limit OATS liability. 

In the event of an accident, injury, passenger complaint, or in the process of reviewing employee perfor-
mance, OATS may use any recording resulting from the use of video/audio/GPS technology that results 
in property damage, injury, traffic violation or violation of OATS’s policies as evidence in the investiga-
tion or disciplinary process. 

OATS may use video/audio/GPS technology as the sole criteria for discipline up to and including termi-
nation of employment in accordance with OATS’ termination policy. Video/Audio/GPS technology may 
be used for the process of reviewing employee performance and for training and or remedial training 
purposes. 

In the event video/audio/GPS technology is used as evidence for purposes of disciplinary action, the 
employee shall be provided the opportunity to review the recording as part of the disciplinary process. 

Employees should not expect privacy in work-related areas; however, privacy of employees in non-work 
areas will be respected to the extent possible. Reasonable belief of on-site drug use, physical abuse, 
theft or similar circumstances would be possible exceptions. Legal advice will be sought in advance in 
such rare cases where non-work area privacy must be compromised.

Only authorized OATS employees are allowed to adjust video/audio/GPS devices installed on OATS prop-
erty. Unauthorized adjustment or tampering with this equipment will result in disciplinary action up to 
and including termination of employment.

All OATS employees will be asked to sign the Technology Policy Acknowledgement Form (P-1651) ac-
knowleding they have read and agree to abide by the Policy.
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How to Access Your OATS Employee Pay Stub

1) Login to our site at this link:    employees.oatstransit.org/selfservice  Enter this 
address in the URL address bar, not in the search box, as it will not find it. NOTE: Wait, as it is 
slow to open. 

2) If you are a first-time user, you will need to register by clicking on “First-Time User Register 
Here”. You will only do this the first time. (Once you have registered for the first time, you will 
not do this anymore.) Fill in all the blanks that it ask for.

a) Enter your Date of Birth. (Example: 02/20/1953)
b) Enter your Employee ID. This is a 3-5 digit number (numeric only) and what you use on 

other OATS paperwork.
c) Pick one of the Security Questions that are on the list, and in the next box answer that 

question.
d) Click Save. 
e) The next screen will ask you to set up a password. Create a User Name and Password on 

this screen. Make sure it’s something you will remember, and do not share this informa-
tion with anyone else.  Be sure to save your user name and password-- this is what you 
will use from this point forward.

3) To access your paystubs, click on Pay History, on the left hand side under Employment.  Your 
paystub history will appear. You can print them off or just view online. 

4) Click on the icon that appears under View Stub to see your actual paystub. You will choose 
“Open with”, which will open it as an Adobe Acrobat PDF, and then click ok.

5) Your pay stub will open in another window (as a PDF) where you can view or print it.

6) Once you are done viewing/printing your pay stub, close the PDF.

7) On the left side of the screen, you can see your personal information as we have it in our 
Payroll and HR system. You have the ability to edit any of that information at any time if it is not 
correct. You can also see and update information on your emergency contacts or life insurance 
beneficiaries.

8) When finished, Log Off at the top right where it states “Log Off”.
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All OATS employees are issued an OATS e-mail upon employment, which is to be used for work 
purposes only.  These instructions will help you get access to your OATS e-mail account.
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Accessing OATS Email- 
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Ecolane Software System

Each OATS Transit driver is issued a Tablet that has the Ecolane Software System installed on it.  It is a 
system used by the offices to schedule rides for people, and for dispatchers to send trips to you.  Training 
is provided on an on-going basis from your regional office and the IT staff at home office. There are also 
a number of training videos should you need more training on any part of the program.
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Compliance

• Many of OATS Transit policies are developed in order to be in compliance with service standards set 
forth by agencies with whom OATS Transit contracts with.

• In addition to service standards, the Federal Transit Administration has strict rules governing the 
operation of motor carriers to assure public safety.

• It is OATS Transit policy to be in compliance with all applicable state and federal laws.
• OATS Transit must be able to prove it is in compliance with Federal and State requirements.  Agen-

cies such as the Department of Transportation, Medical Transportation Management, Area Agency 
on Aging and others we contract with, conduct routine audits to assure OATS meets their standards.

• It is not enough to simply write a policy; all OATS Transit employees must understand the policy and 
comply with it.

OATS Transit contracts with a wide variety of agencies to provide transportation service to their clients.  
Many of these agencies have strict rules and regulations that they require of everyone who contracts 
with them.  Because they receive their funding from state and/or federal sources, these rules are often 
mandated by state or federal law.  OATS Transit policy states that “the Board, through its President and 
in coordination with the Executive Director, satisfies all applicable Federal and State requirements and 
maintains sound communications and reporting procedures as necessary with those agencies and of-
fices.”

OATS Transit complies with:

• Federal Motor Carrier Safety Administration (Safety Regulations as prescribed by Parts 382, 383, 
387, 390-396, 40):  www.fmcsa.dot.gov

• Federal Transit Administration(Part 655):  www.transit.dot.gov

• Missouri Department of Transportation:  https://www.modot.org/

• Missouri Department of Health and Senior Services  (19 CSR 15-7.040 Transportation Safety Stan-
dards):  https://www.sos.mo.gov/cmsimages/adrules/csr/current/19csr/19c15-7.pdf

 This rule sets forth the minimum standards to be met by a transportation service provider receiving   
 state or federal funds for the operation of transportation services for persons aged sixty and over   
 and handicapped adults aged 18-59.
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Terms & Acronyms Commonly Used
Below is a list of commonly used terms, acronyms, and organizations you may come across throughout 
this Handbook and during your employment with OATS Transit.

The Americans with Disabilities Act (ADA)
The Americans with Disabilities Act of 1990 extends federal civil rights protection to people with disabili-
ties.  OATS Transit must comply  with the ADA by providing accessible and equal transportation service, 
equal employment opportunities and assuring offices are accessible.

Area Agencies on Aging (AAA)
OATS Transit contracts with several of these agencies for funding provided through Social Services Block 
Grants and Older Americans Act funding.

Bus Match Money
Money used to “match” federal and state funding grants for buying new buses.  The match required is 
20% of the full cost - the remaining 80% is then matched by federal grants.  Match is raised by OATS Tran-
sit through volunteer activities, donations, or from depreciation included in some contract rates.  Some 
funders pay match for vehicles used to provide their service. OATS Transit has a bus match policy that 
serves as a guide for sources of local match dollars.

Bylaws
OATS Transit bylaws are the rules that regulate our company. The bylaws have been established and ad-
opted by our Board of Directors. They contain information on the structure of our company, and guide-
lines for board of director elections and meetings.

Contract Services
OATS Transit contracts with a wide variety of agencies and businesses to provide specific services to their 
clients.  

Contributions/Donations
Money voluntarily given to OATS Transit. Suggested contribution amounts are posted on each bus (with 
the exception of those routes that have a set fare). Contributions are used to expand services in the area 
in which they are received. Riders often make general donations directly to OATS Transit to help support 
their transportation service. Also, private businesses are valuable contributors to OATS Transit and may 
be eligible for state tax credits on their donations.

County Committee
In some counties that OATS Transit serves there is an organized group of volunteers established who rep-
resent their local communities. The committee helps with advocacy, promoting OATS Transit at the local 
and state level,  and help with other functions. Committees may meet monthly, bimonthly or quarterly.

Department of Health and Senior Services (DHSS)
The Missouri State Department that oversees several divisions, including the Area Agencies on Aging.  

Department of Mental Health (DMH)
The Department of Mental Health funds services for individuals with mental illnesses, developmental 
disabilities and addictions. 
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Disabled
Used to describe a person who has a physical or mental challenge which limits one or more major life 
activities.  A major life activity is one that an average person can perform with little or no difficulty. 

Employee Newsletter
OATS Transit sends an electronic monthly employee newsletter, which is a required reading by all staff. 
This document is used to communicate news and policy changes to all employees. The newsletter can be 
found on the employee website or on the Employee Self Service site where you view your paystubs.

Employee Website
OATS Transit has an employee website, where staff can access information such as forms, policies, well-
ness and other resources.  See Chapter 12 for how to access the employee website, which is a link off of 
our public website.

Federal Motor Carrier Safety Regulations (FMCSR)
Rules prescribed by the U.S. Department of Transportation with which OATS Transit must comply.

Federal Transit Administration (FTA)
This federal administration distributes funds provided under Sections 5309, 5310, 5311 & 5339.

General Public
Within OATS Transit “general public” describes riders in a rural region whose trips are partially funded 
under federal section 5311.

Head Start
Head Start is a comprehensive child development program that serves children from birth to age 5, preg-
nant women, and their families. It is a child-focused program and has the overall goal of increasing the 
school readiness of young children in low-income families.  

Health Insurance Portability and Accountability Act of 1996 (HIPAA).
Federal law designed to protect an individual’s privacy when they obtain medical care or file insurance 
claims.  

In-kind
This term refers to the reported volunteer hours that are used to qualify for and match some federal and 
state funding grants.

Medicaid
These medical benefits, through Title XIX, are available to persons who are determined to be eligible 
through the Missouri Medicaid Program which is administered by the Division of Medical Services.  This 
program also provides funding for transportation for non-emergency medical purposes. OATS Transit is 
one of many NEMT (Non-Emergency Medical Transportation) providers in the state.

Medicare
This benefit provides health insurance for qualified people 65 or older and many people with disabili-
ties.  It is funded through FICA taxes.  Under Managed Care, transportation for non-emergency medical 
purposes is sometimes funded.

Missouri Department of Transportation (MoDOT )
OATS contracts with MoDOT to receive FTA Sections 5309, 5310, 5311 & 5339 funding.  MoDOT’s 
Multimodal Division also provides a valuable resource for training and regulatory compliance.
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Missouri Elderly & Handicapped Transportation Assistance Program (MEHTAP)
A state funded program that helps defray a portion of the transportation costs incurred by agencies pro-
viding mobility services to senior citizens and persons with disabilities. 

Non-Emergency Medical Transportation (NEMT)
Transportation is available for Medicaid recipients if they do not have another way to reach their ap-
pointment; they are eligible for Medicaid or MC+ under a federal aid category; and if they have a sched-
uled appointment for a Medicaid or MC+ covered service. 

Older Americans Act 
The Older Americans Act provides federal money for transportation and other services for persons 60 or 
older. OATS contracts with Area Agencies on Aging to receive this funding.

Regional Planning Commission (RPCs) 
RPCs are governmental bodies formed at the local level to review and help coordinate services and fund-
ing appropriated by the state and federal government for regions.  There are 16 Regional Planning Com-
missions in our 87 county service area.

Section 5311
Section 5311, distributed by the Federal Transit Administration, provides federal money for transporta-
tion to persons of all age groups living in rural areas. OATS Transit contracts with the Missouri Depart-
ment of Transportation to receive this money. Section 5311 funds are not available in the following 
urban areas:  Columbia. Jefferson City metro area, St. Joseph, Springfield, Joplin, St. Louis, parts of 
Jefferson and St. Charles counties,  and Kansas City.  General public riders in these areas are asked to 
contribute the full cost of their ride.

Senate Bill 40 Boards
Funding is available through these Boards for services to people who are developmentally disabled.  
OATS Transit contracts with several agencies who receive this funding to provide services to their clients.  
OATS Transit contracts with a number of SB40 Boards across the state.

Senior Citizen
This term refers to an individual who is age 60 or older, which is the age many funding agencies use as a 
guide to determine when people are eligible for services.

Volunteer Hours
Time spent by volunteers in support of OATS Transit. This may include attending OATS Transit meetings, 
talking to people about OATS transit, and all other work done on behalf of the company. Time is re-
corded on the Volunteer Hour Form that is available at County Support Committee meetings or from any 
OATS Transit office. These reported hours are used as match to qualify for some federal and state funding 
grants.

The Wheel
A quarterly newsletter mailed out free of charge to all persons who request the publication.  The Wheel 
contains topics of interest to  our riders.
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Passenger Assistance and 
Mobility Device Training

Rev. June 2018

ADA Transportation Requirements
• People using mobility devices 

may ride transit vehicles. 
• A wheelchair is any three or more 

wheeled mobility device.
• An agency may require that the 

device is secured.
• Agency personnel must provide 

assistance.
• An agency cannot require a 

passenger to transfer to a seat, 
but can provide information on 
risks.
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Passport to Safety

To assist drivers in informing 
riders on safety issues, each 
vehicle is provided with a safety 
brochure entitled “Passport to 
Safety” outlining the safe way to 
board the vehicle if assistive 
devices are used.  This brochure 
is to be provided to riders who 
need information regarding 
OATS safety policies.
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Terminology



4/22/2020

4

Lift Terminology

A Torso Pad secures the rider to the wheelchair 
or scooter.
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The lap belt secures 
the rider in the 
wheelchair/scooter 
to the vehicle and . . 

the shoulder belt 
secures the rider in the 
wheelchair/scooter to 
the vehicle.
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Tie‐down retractor 
with d‐ring for use 
with snap hook Lap 
belt

Tie‐down retractor with knob for use 
with triangle clip lap belts.
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The tie‐down retractors are 
either fastened to an A track

or to an L track.
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Quick Straps are used with the tie‐downs to 
secure wheelchairs and scooters.

Daily Pre‐Trip Lift Inspection
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Daily Pre‐Trip Lift Inspection

• Check hoses and 
wiring on the lift

• Cycle the lift

Inspect all:
• Belts and webbing
• Retractor condition 
and operation

• Clean the floor tracks
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Power Lift Operation

In order for the lift to work, the vehicle must be:
• In Park, 
• The Parking Brake must be engaged,
• The lift  power switch must be turned on, and
• The lift door must be open.  

Vehicles with LCD Panel will have 
indicator lights showing if the 
safety sensitive actions  below have 
not been taken. 
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The lift power switch must be turned on.  The 
switch is generally located on the control box.

If you lose power to the lift and the passenger 
area, check to make sure that the power switch 
on the lower left hand side of the driver seat or 
control box is not in the off position.  This switch 
is only found on larger, dual rear wheel vehicles.
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Newer model lifts 
also have a switch 
located near the 
lift platform.

Leave switch in ON position

The lift will not work if there is 
any weight on the threshold 
warning plate. 
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Manual Lift Operation

The lift has a manual pump in the event the lift 
loses power.
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Manual pump 
without removable 
cover

To operate the lift manually, remove the plastic 
cover on the pump housing.  

Manual pump 
with 
removable cover
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Remove the pump handle from inside the cover.  

Insert the slotted end 
of the pump handle 
into the release valve.  
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Turn the handle counterclockwise to unfold and 
lower the lift.  Adjust the speed of the lift by 
opening and closing the valve.  

To raise the lift, first make sure the release valve is 
closed (turn clockwise until tight).  
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Insert the pump handle into the round 
pump sleeve located just above the 
release valve and . . . .  

. . . start pumping.
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• The rider is too large for you to maneuver safely
• The wheelchair is too large for the lift platform or 
ramp

• The wheelchair is reclined more than 45°
• The lift will not raise the rider and/or mobility 
device

KNOW YOUR LIMITS!

You may not be able to safely transport a 
rider in a wheelchair if:

KNOW YOUR LIMITS!

To keep OATS riders and 
drivers safe, it is important 
for the driver not to try to 
attempt to push a rider in a 
mobility device if he/she 
cannot handle the weight.
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KNOW YOUR LIMITS!

Wheelchair is too large for ramp

If the wheelchair is reclined more than 45 
degrees, do not transport.

KNOW YOUR LIMITS!
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If you encounter more than one step, do not transport.

KNOW YOUR LIMITS!

If the single step or curb is too high, 
do not transport.

KNOW YOUR 
LIMITS!
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If the wheelchair would have to be moved over gravel, grass, uneven 
terrain, snow or ice, pull the wheelchair backwards. However, do not 
transport if you cannot do it safely.

KNOW 
YOUR 
LIMITS!

Even if the home of a rider or their destination 
has a ramp, the ramp may not be safe for a 
variety of reasons. As shown in these examples, 
the ramp may be too steep. 

KNOW YOUR 
LIMITS!
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Or the ramp may be too slick (wet, snow, ice). 

KNOW 
YOUR 
LIMITS!

Know Your Limits!
OATS Policy Service Denial

A driver may deny service on a one‐time basis only when any of 
the above conditions are not satisfied.  The service denial must 
be followed up with written documentation via an Incident 
Report providing all detail surrounding the service denial.  The 
written Incident Report is to be mailed or handed in to your 
Regional Director that same day.  All service denials will be fully 
investigated by the Regional Director.

Specific situations or circumstances may dictate alternative 
action to those stated above.  Drivers should first discuss specific 
circumstances with their supervisor or his/her designee if 
questions arise regarding mobility limited service.
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Torso Pads

TORSO PADS
• It is best practice to use a torso pad to assure the rider is secure in their 
seat, for both loading and unloading, and during the ride.
• Always attempt to put torso pad on the rider at the door before ever 
moving them
• We cannot require they use them; so, if rider declines do not insist.
• Document torso belt refusal as instructed by your region office.
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The padded portion of the Torso Pad is placed at belt level.
Run the strap through the armrest if possible, then around the 
back of the wheelchair …

buckle the Torso Pad in the front.  
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Remember, the 
Torso Pad is to 
remain in place 
not only while 
loading and 
unloading but 
also for the 
duration of each 
leg of the trip.

Boarding The Vehicle
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Some ambulatory riders may need to use the lift to enter 
and exit the vehicle.  If the rider is on the platform by 
themselves, make sure the rider is centered on the 
platform and is holding onto one or both of the platform 
guard rails.

Rider holds onto 
platform guard rails 
instead of walker

The driver or rider’s attendant is allowed to ride 
on the lift platform to ensure the rider’s safety.
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How you position a mobility device on the 
platform will depend on the type of vehicle.

It is recommended to position the rider on the 
lift platform facing away from the vehicle.

On rear lift and some side lift vehicles, the mobility device 
has to be positioned on the platform with the rider facing 
the vehicle.  This is because once on the vehicle there is not 
enough room to turn the mobility device around. All riders 
must be transported facing forward.
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If the mobility device has brakes, always set them 
once the device is positioned on the lift platform.

Power mobility devices should only be operated by the 
rider themselves. The only exceptions are:
• The rider asks for help.
• The rider is unable to operate the device.
• Driver intervention is needed for safety purposes, such as 
mechanical failure of the chair or emergency evacuation of 
the vehicle.
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Power mobility devices must always be powered 
down after the device is safely on the lift platform.

The best practice is for drivers to remain on the 
ground, with one hand on the mobility device, 
while raising the lift platform.
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Only when safe to do so, the driver may ride up 
on the lift platform with the rider.

When leaving a rider unattended on the lift, the 
driver must give them clear instructions to STAY PUT.   
Tell the rider not to operate the mobility device or 
walk into the vehicle until the driver is inside where 
they can assist them. 
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Do not remove 
retractors
from the 
mobility device 
until after the 
lift is deployed

Some minivans are equipped with ramps.  The 
floors on the minivans have been lowered to 
minimize the incline of the ramp.  Push the mobility 
device up the ramp and back it down so you are 
always on the downhill side.

Loading Unloading
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Maneuvering A Rider On A 
Mobility Device

Wheelchair ramps come in many designs, but all offer one main 
function: to make a threshold accessible to people in mobility 
devices, walkers or anyone else who has trouble using stairs, 
without having to make structural modifications.   
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Always stay on the downhill side of the wheelchair 
when going up or down a ramp. Push a rider up a 
ramp.

Back a rider down a ramp.
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 You may need to maneuver  the rider in a wheelchair 
up/down a ramp or single step/curb.  In these 
situations always follow the “Downhill Side” 
Rule.  

 This means you should place yourself on the downhill 
side of curbs, steps and ramps.  

 You should never attempt to maneuver an electric 
wheelchair up and down single curbs and steps.

Downhill Side Rule

To go up a single step or curb, first tilt the 
wheelchair back until it is in the neutral balance 
position and the front wheels will clear the curb.
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Move the chair forward until the rear wheels 
are snug against the curb, then lift with your 
legs and push forward.

To go down a single step or curb, position the 
rear wheels at the edge of the curb.
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Pull the chair toward you and 
gently lower it to the ground.  

Tilt the chair back to the 
balance position, then 
continue to pull the chair 
backward until the footrests 
are clear of the step or curb.

Wheelchair Securement
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 Mobility devices must be secured using four (4) tie‐
downs/retractors.  

 Tie‐downs need approximately a 45 degree angle from 
floor track or plates to where they attach to the 
mobility device.  

 Apply the brakes and turn off power on mobility 
devices. Install the rear retractors 12 to 18 inches apart 
between the rear wheels. 

 Install the front retractors 3 to 8 inches outside the 
front wheels. 

Make it a habit to Count Six!
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Tie‐downs are to be secured to welded joints of the 
wheelchair frame or to other structural areas where 
the frame is fastened with hardened steel bolts.

Welded Joints

• Commonly found on 
base and seat frame

• Joint cross pieces

• Identified by slightly 
raised rough surface

Hardened Bolts

• Identified by three or six 
raised lines or bumps on the 
bolt head

• Can be found anywhere on 
device

• Can be used as securement 
point
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Hardened Bolt Securement – Close‐Up

WC 19 “Transit Option” Wheelchairs

• Devices labeled 
to show 
compliance with 
WC 19

• Four crash tested 
securement 
points

• Tie‐down straps 
attach easily to 
device
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WC 19 Label vs. Transport Label

• Label illustration indicates 
safety catch 

• Meets ANSI/RESNA 
WC Volume 1 Section 19 
Frontal Impact Test 
requirements

WC 19  Transport

• Label illustration does 
not indicate safety catch

• Does not meet 
ANSI/RESNA 
WC Volume 1 Section 19 
Frontal Impact Test 
requirements

WC 19 Securement Example
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What to Avoid

• Wheels and wheel brackets
• Springs
• Removable foot and arm 
rests

• Removable seat posts
• Transport loops
• Hydraulics and wires

Avoid Wheels and Wheel Brackets

• Attached with 
small metal 
shaft and 
bearings

• Not designed 
to withstand 
strong forces
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Avoid Springs

• Springs connect frame 
parts together

• Not part of base or seat 
frame

• Designed to lift or 
move out of the way

• Often attached with 
small pins or bolts to 
frame member

• Can consider securing 
to base frame 
component if no other 
choice

Discuss with passenger

Avoid Arm and Foot Rests
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Avoid Removable Seat Posts

Seat post joins seat 
frame to base frame

Avoid Transport Loops

Owner’s manual often states: “use these 
transport brackets only to secure an unoccupied 
wheelchair during transport.”
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Avoid Hydraulics and Wires

• Damaged 
hydraulics and 
wires prevent 
device 
operation

• Look between 
seat and frame, 
near plug, and 
battery

On standard wheelchairs, install the rear 
retractors 12 to 18 inches apart between the rear 
wheels of the wheelchair at approximately a 45 
degree angle.
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Install the 
front 
retractors 3 to 
8 inches 
outside of the 
front wheels.

After hooking up all four retractors:
• Release the brake
• Tighten belts by turning the knob  and/or pushing the chair 

forward and backward, if using self‐retracting tie‐downs, 
until mobility device is secure

• Reset the brake
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Power mobility devices come in a wide variety of 
styles and can be a challenge to secure properly.  
You may have to improvise when securing a device 
with the four point tie‐down system.

The Quick Strap can be 
attached to the structural 
frame of the 
wheelchair/scooter  to 
provide a quick and easy 
point for the wheelchair tie‐
down to be attached.  
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Quick Straps 
can be placed 
on the mobility 
device while 
lift is in the 
raised position

Even though some mobility devices are challenging, 
all wheelchairs and scooters must be secured using a 
four‐point tie‐down system plus the two‐point 
seatbelt securement.  Count Six!
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Never cross the rear straps! 

OATS strongly recommends no rider be 
transported while seated on a scooter.
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Our policy is to 
request the rider 
transfer to a regular 
seat and assure 
they are fastened in 
their seat belts to 
comply with our 
seat belt policy.

 Per ADA (Americans with Disabilities Act), we cannot 
require this transfer and cannot deny service based 
on refusal to transfer.  Most passengers will comply 
with this request.  Again, assure the scooter is 
secured properly with four  tie‐downs prior to 
placing the vehicle in motion.  

 Riders  on scooters who do not transfer also need to be 
secured with the lap and shoulder belts.

Count Six!
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Here is one way to secure the front of a scooter 
using a Quick Strap and two retractors.

This shows the rear of a scooter secured with a 
Quick Strap and two retractors.
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This is an example of a scooter with four Quick 
Straps secured to the center post.

Occupant Seat Belt Systems
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Lap belts secure the rider to the vehicle.  The lap 
belt may be fastened to the floor,

or to a D‐Ring on the retractor,
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or to the knob on the retractor.

Seat Belt Placement “Best”

Seatbelt between back 
and seat of wheelchair
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Seat belt across hips and at shoulder
“Best”

Seat Belt Placement “Next Best Option”
Seatbelt between arm rest 
and wheelchair back
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Seat Belt Placement “Good”

Seatbelt through  
gap in armrest
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Shoulder belts are either retractable with a lap 
belt clip

3 piece seat belt 
system
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or a combination 
retractable (just like 
in the driver seat of a 
vehicle).

2 piece seat 
belt system

The short, buckle end of the lap belt is always 
secured on the side opposite of where the 
shoulder belt is fastened to the vehicle.
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Some riders may 
need a seat belt 
extender.

Quick Straps can not be used to extend “seatbelts”.  As 
shown in the above photo, the Quick Strap can NOT be used 
to extend the length of the right side lap belt. You must use 
an approved seatbelt extension. 
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Store all retractors, Quick Straps, lap belts 
and seat belt extenders in their proper 
location, when not in use.

Problem Solving

?
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What was not done correctly ?

Rear tie‐downs are located outside of the rear 
wheels and one of the straps was placed through the 
wheel spokes.
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What is not done correctly?

You can not cross rear tie‐downs on any 
mobility device!
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Rider with shoulder belt—is this done correctly?

No Torso Pad and . . . .
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The combination shoulder belt is fastened 
incorrectly. The snap clip end has been secured 
to the wrong side of the wheelchair.

The combination shoulder belt should be fastened 
on the left side of the vehicle.
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The short , buckle end of 
the lap belt (laying on the 
floor) is always secured 
on the side opposite of 
where the shoulder belt is 
fastened to the vehicle.

Combination shoulder belt attached correctly.



4/22/2020

65

Combination shoulder belt

Buckle end lap belt

Is this wheelchair positioned in the vehicle correctly?
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No! The wheelchair is facing sideway, instead of 
facing forward.

All riders must be transported facing forward.
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Additional Training Resources
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Installing Child Safety 
Seats and LATCH System



installing child safety seats

safety

child safety seats are required 

by law in every state because 

they provide the best protection 

for infants and young children.



resources

The National Highway Traffic Safety Administration (NHTSA)•	  
rates child safety seats on how easy they are to properly 
install. For more information, visit www.nhtsa.gov. 

A certified child passenger safety technician can check the •	
installation of your child safety seat and answer questions. 
To find a technician or an inspection station near you, go to 
www.nhtsa.gov. 

If your child’s safety seat has been in a vehicle that was •	
involved in a crash, check your child safety seat manu-
facturer’s recommendations for replacement, or call the 
toll-free number on the side of the child safety seat. For 
more information, visit the National Highway Traffic Safety 
Administration (NHTSA) at www.nhtsa.gov.

For information on state child restraint laws, visit the •	
following website: 

The Insurance Institute For Highway Safety (IIHS)  •	
www.iihs.org/laws/childrestraint.aspx

Child safety seats are required by law in every state because they  
provide the best protection for infants and young children. How-
ever, correctly installing a child safety seat can be challenging, 
especially with the wide variety of restraint systems, vehicle belt 
systems and passenger vehicles available on the market today.

selecting and installing a child safety seat 

It is important to remember these guidelines: 

It must be appropriate for your child’s age, height and •	
weight.

it must fit tightly into your vehicle and not move more than •	
1 inch from side to side and front to back at the belt path. 
the back seat is the best place for the child safety seat.

Always refer to the child safety seat instructions and vehicle •	
manufacturer’s instructions for weight limits, proper use 
and installation.

Avoid seats that are too old. All manufacturers are required •	
to include the model number and manufacture date on each  
seat they produce. It can be found on a label attached to 
the restraint usually on the bottom or the side of the seat. 
Most manufacturers recommend replacing any child safety 
seat over 6 years old.

New child safety seats have a registration card. Register your•	   
child’s safety seat with the manufacturer so you can be noti- 
fied of any recall. To register, mail your registration card to  
the manufacturer, or register on the manufacturer’s website.

 April 2012

installing child safety seats

This publication is not medical, safety, legal, tax, or investment advice. It is only a general overview of the subject presented. The USAA 
Educational Foundation, a nonprofit organization, does not provide professional services for financial, accounting or legal matters. Consult 
your tax and legal advisers regarding your specific situation. Information in this publication could be time sensitive and may be outdated. 
The Foundation does not endorse or promote any commercial supplier, product or service.



1child restraint recommendations

age group type of seat general guidelines

Used with permission of the American Academy of Pediatrics. For additional car safety seat advice and other children’s health informa-
tion, visit HealthyChildren.org, the official American Academy of Pediatrics website for parents.

infants/toddlers Infant seats and rear-facing convert-
ible seats

All infants and toddlers should ride in a rear-facing car safety seat 
until they are 2 years of age or until they reach the highest weight or 
height allowed by their car safety seat’s manufacturer.

toddlers/ 
preschoolers 

Convertible seats and forward-facing 
seats with harnesses

All children 2 years or older, or those younger than 2 years who have 
outgrown the rear-facing weight or height limit for their car safety 
seat, should use a forward-facing car safety seat with a harness for 
as long as possible, up to the highest weight or height allowed by their 
car safety seat’s manufacturer.

school-aged  
children 

Booster seats All children whose weight or height is above the forward-facing limit 
for their car safety seat should use a belt-positioning booster seat un-
til the vehicle seat belt fits properly, typically when they have reached 
4 feet 9 inches in height and are between 8 and 12 years of age.

older children Seat belts When children are old enough and large enough to use the vehicle 
seat belt alone, they should always use lap and shoulder seat belts 
for optimal protection.
 
All children younger than 13 years should be restrained in the rear 
seats of vehicles for optimal protection.



2 rear-facing infant seats — correct

position the infant seat at the correct angle

Rear-facing infant seat is positioned at an appropriate angle. Read 
the manufacturer’s instructions to determine the correct angle for 
your child’s infant seat to help ensure unobstructed breathing.

Some infant seats can be installed without the base. However, there 
are some infant seats that cannot be installed without the base. 
Therefore, you should always check the owner’s manual to be sure.

✔

a thin receiving blanket can be inserted  
between the harness buckle and the 
child’s groin to take up the gap.

getting the correct angle when not using the base

If you do install an infant seat without the base, make sure 
you get the correct angle. Rolled towels or foam noodles may 
be used at the crack of the vehicle seat to position most infant 
seats to the correct angle (approximately 30 to 45 degrees). 
Read the manufacturer’s instructions to determine the correct 
angle of the child safety seat and if the seat does not allow the 
use of rolled towels or foam noodles. A thin rubber grip may be 
placed on the vehicle seat to protect the seat.

✔



3rear-facing infant seats — incorrect

avoid the upright angle

Rear-facing infant seat is positioned at an upright angle. This position could force the 
child’s head to tilt forward and obstruct breathing. 

Correct: Read the manufacturer’s instructions to determine the correct angle of the restraint.

take up the slack

Harness straps are loose and twisted. 

Correct: Keep harness straps snug, 
straight and flat.

Harness chest clip is not fastened. 

Correct: Harness chest clip should be 
fastened at the middle of the chest and 
level with the armpits.

✘

✘

✘

do not let the clip slip

Add-on product has forced the harness chest clip to 
slide out of position. An add-on product is anything 
that is attached to the restraint that did not originally 
come with the restraint. These products are not reg- 
ulated by the National Highway Traffic Safety Admin-
istration (NHTSA). Some add-on products may void 
the manufacturer’s warranty and liability. Some 
child safety seats provide shoulder pads that can be 
added to the shoulder straps. If used, the pads must 
be properly positioned on the child’s shoulders. Read 
the manufacturer’s instructions for proper use.

Correct: Harness chest clip should be at the middle 
of the chest and level with the armpits.

✘



4 rear-facing infant seats — correct

rolled receiving blankets on either side of the child provide support. 
position receiving blankets from the top of the hips to the top of the 
head to provide support. do not put rolled receiving blankets under-
neath the child’s head/neck. 

✔

keep the harness chest clip level with the armpits

Harness straps on rear-facing infant seats should be at, or below, the 
shoulders.

Harness chest clip is positioned at the middle of the chest and is level with 
the armpits. This keeps the shoulder straps in the correct position.

Harness straps are snug, straight and flat.

Top of the child’s head should be no closer than one inch to the top of the 
plastic shell (rear-facing infant seat/convertible seat only). Coverings may 
exceed the top of the plastic shell.

✔

✔

✔

harness 
chest clip

harness 
straps



5rear-facing infant seats — incorrect

take the wraps off

Blanket is between the child  
and the harness straps.

Correct: Remove bulky clothing 
or blankets before placing the 
child in the restraint system. 
Never place blankets under-
neath or behind the child, or  
inside the harness system.

✘

avoid seats that are too small

Child is too tall and too old for the  
infant seat. The child’s head is  
above the top of the seat. 

Correct: The top of the child’s  
head should be at least 1 inch  
below the top of the plastic shell  
of a rear-racing infant seat.

Harness chest clip is too low. 

Correct: Harness chest clip should  
be at the middle of the chest and  
level with the armpits.

✘

✘

never place a rear-facing seat in the  
forward-facing position

Rear-facing infant seat is in the forward-facing position.

Correct: All infants and toddlers should ride in a rear-
facing safety seat until they are 2 years of age or until 
they reach the highest weight or height allowed by their 
safety seat’s manufacturer.

Harness chest clip is not fastened. 

Correct: Harness chest clip should be fastened at  
the middle of the chest and level with the armpits. 

✘

✘
▼

▼



6 rear-facing convertible seats — correct

keep straps snug, straight and flat

Harness straps are snug, straight and flat.
 
Harness straps are at, or below, the shoulders.
 
Harness chest clip is at the middle of the chest  
and level with the armpits.

position the safety seat at the  
correct angle

Child safety seat is positioned at an appropriate angle. Read the manufacturer’s 
instructions to determine the correct angle for the child safety seat.

Harness chest clip is at the middle of the chest and level with the armpits.

Harness straps are snug, straight and flat.

Vehicle seat belt is in the correct belt path.

✔

✔

✔

✔

✔

✔

✔

a convertible seat can be used as a replacement when the 
child outgrows the height and weight recommendations of 
an infant seat, but still needs to ride rear-facing. it is best 
for children to ride rear-facing up to 2 years of age or to 
the highest weight or height allowed by the manufacturer of 
their convertible seat.



7rear-facing convertible seats — incorrect

do not take the wrong path

Vehicle seat belt is in the wrong belt path for a rear-facing convertible seat.

Correct: Place seat belt in the correct belt path according to the manu-
facturer’s instructions.

Child seat is positioned at an upright angle. This position could force  
a younger child’s head to tilt forward and obstruct breathing.

Correct: Check the manufacturer’s recommendation to determine the  
correct angle for the child safety seat.

take up the slack

Harness straps are loose, twisted and positioned 
too high above the shoulders. 

Correct: Adjust harness straps so that they are 
snug, straight and flat and are positioned at, or 
below, the shoulders.

Harness chest clip is not fastened.

Correct: Harness chest clip should be fastened 
at the middle of the chest and level with the 
armpits.

✘

✘

✘

✘

▼

some child safety seats  
provide shoulder pads  
that can be added to  
the shoulder straps.  
if used, the pads must  
be properly positioned  
on the child’s shoulders. 
read the manufacturer’s  
instructions for proper use.



8 forward-facing convertible seats — correct

position straps at, or above, the shoulders

Harness straps on forward-facing child safety seats should be positioned  
at, or above, the shoulders. Harness straps should be threaded through  
the reinforced slots. Read the manufacturer’s instructions to determine  
which slots are reinforced.

Harness straps are snug, straight and flat.

Harness chest clip is at the middle of the chest and level with the armpits.

Mid-point of the back of the head is not above the top of the plastic shell.

✔

✔

✔

✔

keep straps snug, straight and flat 

Harness straps are snug, straight and flat. 

Harness straps are at, or above,  
the shoulders.

all children 2 years of age or older, or those younger 
than 2 years of age who have outgrown the rear-facing 
weight or height limit for their safety seat, should use a 
forward-facing safety seat with a harness for as long as 
possible, up to the highest weight or height allowed by 
their safety seat’s manufacturer.

✔

✔



9forward-facing convertible seats — incorrect

do not let the clip slip

Harness chest clip is positioned too low.

Correct: Harness chest clip should be at 
the middle of the chest and level with the 
armpits.

Harness straps are loose. 

Correct: Harness straps should lay snug, 
straight and flat.

✘

✘

never let children ride unrestrained

Child is unrestrained without a harness strap.

Correct: Child should be properly restrained with har- 
ness straps. Most states require children under 4 years 
of age to be properly restrained in an appropriate child 
safety seat.

Harness chest clip is not fastened. 

Correct: Harness chest clip should be fastened at 
the middle of the chest and level with the armpits. 

✘

✘

some child safety seats provide shoulder pads that can 
be added to the shoulder straps. if used, the pads must 
be properly positioned on the child’s shoulders. read  
the manufacturer’s instructions for proper use.

▼



10 forward-facing seats — correct

combination seat

5-point harness is in the correct position. A 5-point harness seat must 
be secured to the vehicle.

Child is in a combination seat. A combination seat is a type of forward-
facing child restraint that is used with an internal harness system to 
secure a child up to 40 pounds or higher, and then, with the removal 
of the internal harness, is used as a high-back belt positioning booster 
(BPB) seat. Read the manufacturer’s instructions for more information.

combination seats cannot be 
used rear-facing.

✔

some child safety seats provide shoulder pads that can be added to 
the shoulder straps. if used, the pads must be properly positioned 
on the child’s shoulders. read the manufacturer’s instructions for 
proper use.



11forward-facing seats — incorrect

remove internal harness when shoulders  
are above all harness slots

Harness straps are below the shoulders. 

Correct: Internal harness system should be removed from combination seats and the 
restraint should be used as a belt-positioning booster with the vehicle lap/shoulder belt.

✘

▼

avoid seats that are 
too big

Infant is too small for 
the seat.

Correct: Infant should 
be in a rear-facing  
infant seat or rear-
facing convertible  
seat with harness 
straps at, or below, 
shoulder level.

✘

a certified child passenger safety 
technician can check the installation 
of your child safety seat and answer 
questions. contact the national  
highway traffic safety administration 
(nhtsa) for more information.

position harness straps in a forward-facing child safety 
seat at, or above — not below — the child’s shoulders.



12 belt-positioning booster seats — correct

Child is in a high-back booster secured by the vehicle lap/shoulder belt. The lap belt is 
snug across the child’s upper thighs and the shoulder belt is snug across the chest.

high-back and no-back booster seats should 
be used for a child who has outgrown a 
child safety seat with internal harnesses 
and is not tall enough (less than 4 feet 9 
inches tall) for the vehicle seat belt system.

lap belt on  
upper thighs

✔

high-back booster

no-back booster

Child is in a no-back 
booster secured by the 
vehicle lap/shoulder 
belt. The lap belt is 
snug across the child’s 
upper thighs and the 
shoulder belt is snug 
across the chest.

Child has head and 
neck protection with 
an adjustable head 
restraint.

✔

✔all children whose weight or 
height is above the forward-facing 
limit for their safety seat should 
use a belt-positioning booster 
seat until the vehicle seat belt 
fits properly, typically when they 
have reached 4 feet 9 inches in 
height and are between 8 and 12 
years of age.

always use the lap/shoulder belt with booster seats



13belt-positioning booster seats — incorrect

never use Just the lap belt with booster seats

Child is restrained with a vehicle lap belt only. Children can be severely  
injured if not properly restrained in a lap/shoulder belt.

Correct: For upper body protection, a lap/shoulder belt should always  
be used with a booster.

always position the lap portion of the vehicle seat 
belt snug across the upper thighs (pelvic bone) and 
the shoulder belt snug across the chest.

do not allow children to play with hard toys and other objects

Hard toys and other objects can become dangerous projectiles during hard 
braking and crash situations.

Correct: Use soft toys only.

Child is restrained with a vehicle lap belt only. Children can be severely injured 
if not properly restrained in a lap/shoulder belt.

Correct: For upper body protection, a lap/shoulder belt should always be  
used with a booster.

never use pillows, towels or books as a 
booster seat — doing so can compromise 
your child’s safety.

✘

✘

✘

▼



14 seat belt systems — correct

keep the lap belt low on the upper thighs

Child is sitting straight against the back of the vehicle seat  
with his knees bent comfortably at the edge of the seat. 

The shoulder belt is snug across the chest and the vehicle  
lap belt fits snug and low over the upper thighs.

Child has head and neck protection with an adjustable head restraint.

children should sit straight against the back of the vehicle seat with knees 
bent comfortably at the edge of the seat. the vehicle’s shoulder belt should  
fit snug across the chest and the lap belt snug and low over the upper thighs.

✔

✔

✔



15seat belt systems — incorrect

never put a small child in a seat belt

Child is too short to be in a vehicle lap/shoulder belt. The vehicle  
shoulder belt is under the child’s arm. This can cause serious injuries  
in a crash.

Correct: Child should be in a forward-facing seat with an internal harness.  
Only children who are tall enough (4 feet 9 inches or taller) can fit properly  
in vehicle seat belts.

Child’s legs do not bend at the edge of the seat. 

Correct: Child should be sitting straight against the back of the vehicle seat  
with his knees bent comfortably at the edge of the seat.

 

never put a shoulder belt  
behind the back

Vehicle shoulder belt is behind the child’s 
back. Children can be severely injured if not 
properly restrained in a lap/shoulder belt.

Correct: Shoulder belt should fit snug 
across the chest.

Lap belt is on the child’s abdomen.  
Children can be severely injured if  
not properly restrained in a lap/ 
shoulder belt.  

Correct: Lap belt should fit securely  
on the child’s upper thighs. 

always position the lap 
portion of the vehicle 
seat belt across the up-
per thighs (pelvic bone) 
and the shoulder belt 
snug across the chest.

✘

✘

✘

✘



16 things to avoid

the “child crusher” position

Lap-held child is unrestrained in the front seat and is sitting in front of the passenger 
side airbag. This is the “child crusher” position.

Correct: Child should be properly restrained in the back seat. Never hold a child while 
riding in a vehicle.

a lack of restraint

Child is unrestrained in the 
front seat and is sitting too 
close to the dash and the 
passenger side air bag. 

Correct: Child should be 
properly restrained in the  
back seat.

Child is wearing a backpack.  

Correct: Children should 
never wear backpacks in the 
vehicle. Backpacks can limit 
the effectiveness of restraint 
systems.children under 13 years of age 

should be properly restrained in 
the back seat of the vehicle.

✘

✘

✘



17air bags

air bag 
deployment 

Zone

keep children under 13 years of age properly restrained  
in the back seat

Rear-facing child safety seat is in the front seat directly in the  
air bag deployment zone. 

Correct: Child should be properly restrained in the back seat  
of the vehicle.

air bags can cause serious inJury or death 
to children, especially infants in rear-facing 
child safety seats. children under 13 years of 
age should be properly restrained in the back 
seat of the vehicle. 

air bag deployment Zone 

Forward-facing child safety seat is in the air bag 
deployment zone. 

Correct: Child should be properly restrained in the 
back seat of the vehicle.

✘

✘

▼



18 warning labels

seat belt

Vehicle seat belt 
system with an air 
bag warning label.

♦

child safety seat

Child safety seat 
with an air bag 
warning label.

♦

air bag warning 
labels can be in a 
variety of locations.

vehicle visor

Vehicle visor with an air bag 
warning label.

♦

by law, all restraint 
systems are required 
to have an air bag 
warning label.



19lower anchors and tethers for children (latch)

latch child safety seat attachment

LATCH (Lower Anchors and Tethers for Children) is an alternative way 
to attach the child safety seat to the vehicle and designed to simplify 
child safety seat installations. LATCH secures a child safety seat to the 
vehicle using straps from the child safety seat that connect to special 
metal anchors in the vehicle. However, unless both the vehicle and the  
child safety seat are compatible with the LATCH system, then the vehi- 
cle’s safety seat belt will need to be used to secure the child safety seat.

Parents must read the vehicle manufacturer’s instructions to determine 
if the vehicle is equipped with the LATCH system and to locate the 
LATCH anchors in the rear seating positions. It is important to note 
that installing child safety seats with either the vehicle’s seat belt or 
the LATCH system are equally safe as long as the child safety seat is 
installed correctly and fits securely in the vehicle.

♦

upper tether attachment

For forward-facing seats, you must use both the lower 
attachments and the top tether strap. Most rear-facing 
seats do not allow for the use of the upper tether. Read 
your child safety seat instructions for proper use. 

♦

the latch system and the  
vehicle’s seat belt system 
should never be used  
together.



20 compatibility issues

extended 
webbing

contoured seats

Contours in a vehicle seat or a hump in the center 
can make it difficult or impossible to install a child 
safety seat in the correct position. To be sure a 
child safety seat will fit properly in your vehicle, try 
installing it before you purchase it.

seat buckles

Buckles on ex-
tended webbing can 
make it difficult to 
install a child safety 
seat in the correct 
position.

♦

♦

pickup truck Jump seats

Child safety seats cannot 
be used safely in side-
facing pickup truck jump 
seats. Side-facing jump 
seats are unsafe for a 
child safety seat under all 
circumstances.

♦

Jump seat

front of  
vehicle



21things to remember

seat belt 
buckle

locking 
clip

seat belt 
latch 
plate

lock it up

Some vehicle seat belt systems require additional hardware 
such as a locking clip to lock the child restraint. Newer seat 
belt systems have a built-in locking mechanism. Refer to the 
vehicle manufacturer’s instructions to determine whether to 
use a locking clip to secure the child safety seat.

✔

special needs

Premature infants and children with respiratory difficulties, orthopedic 
challenges, neurological and behavioral problems may require special 
child restraints. For more information, visit the American Academy  
of Pediatrics (AAP) at www.aap.org.

✔

use your hand to press the child safety seat 
tightly into the vehicle cushion. if you can-
not get a tight fit, put your weight into the 
child safety seat, compress the vehicle seat 
and tighten the seat belt as much as pos-
sible. the seat should not move more than  
1 inch from side to side and front to back
AT THE BELT PATH.

Information in this publication was current at the time it was printed. However, the Foundation cannot guarantee that websites and phone numbers listed in this 
publication have not changed since then.

 
If a website address or phone number has changed since you received this publication, log on to a search engine and type in keywords of the subject matter or 
organization you are researching to locate such updated information.
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LATCH Makes Child Safety Seat
Installation as Easy as 1-2-3

What is LATCH? (Lower Anchors and Tethers for Children)
LATCH is a system that makes child safety seat installation easier—without using seat belts.  LATCH is required on child 
safety seats and most vehicles manufactured after September 1, 2002.  LATCH is not required for booster seats, car beds, 
and vests.

How does LATCH work?
LATCH-equipped vehicles have at least two sets of small bars, called anchors, located in the back seat where the cushions 
meet. LATCH-equipped child safety seats have a lower set of attachments that fasten to these vehicle anchors. Most for-
ward-facing child safety seats also have a top strap (top tether), that attaches to an anchor in the vehicle. Together, they 
make up the LATCH system.

How do you install a LATCH-equipped child seat?
1. ALWAYS read and follow the vehicle owner’s manual and child safety 

seat manufacturer’s instructions for correct installation and proper use.

2. Fasten the child safety seat’s lower attachments to the vehicle’s lower 
anchors. Tighten and adjust according to the instructions and check for 
a secure fit.

3. Attach the child safety seat’s top tether to the vehicle’s anchor and pull 
to tighten. The child safety seat should not move more than an inch for-
ward or sideways. NOTE: Tethers are not used on most rear-facing child 
safety seats.

NOTE: Most vehicles will have lower anchors in the left and right rear seat 
positions. If there aren’t anchors in the center seat position, you can still 
safely install any child safety seat using a seat belt.

What if the child safety seat is an older seat that isn’t LATCH-equipped?
These seats must meet the same high standards and are safe if: they are installed according to the vehicle owner’s manual 
and child safety seat manufacturer’s instructions, haven’t been recalled, and haven’t been damaged. Child safety seats 
that don’t have LATCH should be installed using seat belts, even in LATCH-equipped vehicles.

Before installing an older child safety seat, refer to the manufacturer’s instructions regarding how long the seat may be 
used. 

What if a vehicle isn’t LATCH-equipped?
Any child safety seat can be safely installed using a seat belt and, if available, a top tether, following the vehicle owner’s 
manual and child safety seat manufacturer’s instructions.  If the vehicle doesn’t have a  top anchor, contact the manufac-
turer or dealership to see if it can be retrofitted.

Remember, children are safest when properly restrained in the back seat.
For a child safety seat inspection by a certified technician, call 888-327-4236 or visit www.nhtsa.gov.

DOT HS 809 489   March 2011

Attach top tether from the 
child seat to the anchor in 

the vehicle.

Fasten lower attachments 
on the child seat to lower 

anchors in the vehicle.

Labeled Installation Instructions on NHTSA.gov
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