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TRAN -1  Are contributions collected in a way that ensures privacy? (Standard 7)  
 

TRAN -2 

Were all drivers oriented/trained on such topics as: the aging process, including how to work with older 
persons; safety and accident prevention; operation of lifts and tie-down; procedures in inclement 
weather or natural disaster; what to do if vehicles get stuck; reporting of vehicle defects; reporting of 
accidents or other hazards; emergency procedures; the program’s complaint procedure? (Standard 12) 

 
 

 TRAN -3 

Drivers meet job qualifications: valid current license appropriate to delivery vehicle.   
 
If the program owns or leases vehicles: Does each driver’s file contain the following: (Standard 11, 26.7) 
 

(1)Copy of an appropriate license for the type(s) of vehicle driven: (*see below for licensure 
requirements)  
 
* Class D or  Class E licenses for small van (18,000 lbs or less/adult seating capacity of 15 or more); 
Commercial Drivers license C with a passenger endorsement for a van (16,000 lbs or less/adult 
seating capacity of 15 or more;  
Commercial Drivers License B with a passenger endorsement for a bus (26,001 lbs  or more adult 
seating capacity of 15 or more) 

       
      (2)References 
      (3) Three years of driving experience 
      (4) A current Department of Motor Vehicles print-out for the past year    (if the driver has been 
employed more than one year) indicating that during the past two years the driver(s) had no DWI 
convictions and no more than one moving violation. 
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TRAN -  4 
 

Does the program’s  written emergency plan covers the following:  
A) Plan to minimize service disruption when vehicles or  
      drivers are not available. 
B) Plan that covers the responsibility of each driver and other staff  in case of :  

1) Bad weather or unusual traffic conditions that make travel impossible. 
2) Vehicle breakdown 
3)  Inability to pick up scheduled passenger (passenger Stranded).  (Standard 15) 

TRAN - 5 

If there were any accidents that occurred within the LAST 12 MONTHS, were the following procedures 
followed: 
 

A. Completion of accident report 
B. Request for police report 
C. Interviews with participants about what happened. 
      (Standard 5) 

TRAN -6 If the program provides group transportation: 
Do drivers document each trip provided to a client in the group on a route sheet? 

TRAN -7 

If the program provides group transportation: 
 
Do route sheets document the date service was provided, each passenger’s name), whether the trip was 
one way or two ways, and the purpose of the trip? (Standard 14) 
 

TRAN - 8 
If the program provides individual transportation:  
   
Does the program use “Daily Route Sheets” or “Car Service Reservation Sheets” or other appropriate 
form to document individual transportation?                                                                           

TRAN - 9 

If the program provides individual transportation:  
 
Does the documentation include: 

A. Pick up location and destination 
B. Return pick up and destination 
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C. Passenger’s name  
D. Purpose of trip 
E. Whether trip was one way or ROUND TRIP 
Standard 14.2 & 14.3 

 

TRAN -10 

If the program provides individual transportation:  
  
A) Was an intake completed on that client?   
B) Was the need for transportation clearly stated (e.g., mobility problems, mental frail, live too far away 
from public transportation. etc.? (Standard 17)  
 

TRAN - 11 

Do transportation units reported to DFTA exclude the following:   
  

A. Transportation of home attendants.   
B. Persons under the age of 60 who accompany a client. 
C. DFTA-funded social adult day service clients. 
D. Clients of programs that are reporting transportation units for the same clients to DFTA (DFTA-to- 

DFTA)   
TRAN -12 Are the program’s monthly contributions totals accurately reported to DFTA?  

TRAN - 13 Is there complete, accurate and acceptable documentation at the site to support the numbers of one-way 
trips reported to DFTA each month?  (Standard 26) 

TRAN - 14 Are daily totals accurately transferred to the Monthly Record? 

TRAN - 15 Are the daily totals on the Monthly Record added correctly? 

TRAN - 16 
Does the number of one way trips documented at the site for the selected month match the total number 
of one-way trips reported to DFTA for the same month? 
 

TRAN - 17 Does each vehicle have a current inspection sticker? 

TRAN - 18 Does each vehicle have a current registration? 



THE New York City DEPARTMENT FOR THE AGING 
Bureau of Community Services 

FY2011 ASSESSMENT 
TRANSPORTATION VERIFICATION TOOL 

IV                                                                                                                                                                                                          9/09 

TRAN - 19 Did the Staff demonstrate that the wheelchair lift is operating properly? 

TRAN - 20 Are vehicles equipped with working seat belts? 

TRAN - 21 Are there posted signs indicating passengers must wear seat belts? 

TRAN - 22 Is there a first aid kit on board each vehicle? 

TRAN - 23 
Is there an ABC fire extinguisher on board each vehicle? 
 

TRAN - 24 Are vehicles protected against theft and vandalism? 

TRAN - 25 Are vehicles clean? 

TRAN -  26 Are vehicles listed above in good condition without significant damages?  
 
 
 
 
 
 


