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The Canandaigua VAMC & Rochester VA Outpatient Clinic Values our Volunteers!
We recognize the worth of our Volunteers as they share their time, talents and energy.                        Every day Volunteers help us provide the highest quality of care to our Veterans.
For more information, call Voluntary Service at (585) 393-7761.
Volunteer Assignments:
There are multiple assignments for Volunteers at the Canandaigua VA, including the Rochester Outpatient Clinic. Areas include: escorting Veterans to appointments, clerical, recreational activities, friendly visits and more.  Please indicate your assignment preference(s) on the Volunteer Application. Ensure 2nd page of application is signed by appropriate parties for any volunteers under age 18! We love Youth Volunteers!
Requirements to Volunteer:
1. It is preferred that all new Volunteers attend one of our weekly Orientations held Thursdays at 10:00 am at the Canandaigua VAMC, Building 7, Room 19. Fingerprints will be taken at this time. Allow yourself 1.5 hours. Orientations at Rochester VA Outpatient Clinic are by appointment only. Call (585) 393-7761 (Canandaigua) or 393- to reserve your spot today!

2. New Volunteers have the option of printing and completing the below documents at home and mailing/e-mailing them to Voluntary Service or bringing them on Orientation day. Hard copies are provided and can be completed at that time.
Complete the following documents:
1. Fill out and sign Volunteer Application (Please provide e-mail address if you would like notification on volunteer needs/updates)
2. Sign the Statement of Commitment of Understanding
3. Read the Orientation Packet, print and sign the front page
4. Completely fill out the Fingerprint Background Check/ID Badge form 

3.  Prior to volunteering, VA requires a fingerprint background check and a Tuberculosis (TB) test for individuals ages 18 or older. Please refer to page 12 of the Orientation packet for more information. Both of these can be done at the Canandaigua VAMC or the Rochester VA Outpatient Clinic. After fingerprints are taken, Voluntary Service will notify you when your lab has been ordered. At that time you can go get your TB Test during designated walk-in hours.
   Remember: Please allow up to two weeks for Background Checks to be completed.



Volunteer Drivers:
Are you interested in becoming a Volunteer Transportation Network Driver to help our local Veterans get to their appointments? If so, please review the Health Screening Checklist and if you qualify, contact the Voluntary Service Office to discuss additional requirements below.

Note: Drivers operate vans donated by the Disabled American Veterans (DAV) for this purpose and are insured and fueled by VA – there are no expenses to the Volunteer driver. 

	ADDITIONAL REQUIREMENTS FOR DAV DRIVERS

	DAV Driver Physical
	Call for appointment after meeting with Voluntary Service regarding additional training requirements and assignment details.
*All physicals are held at                                                    The Canandaigua VAMC and must be done by our Employee Health Physician.
	Canandaigua: (585)393-7803



	Police License Check
	Following Orientation
	Completed by Voluntary Service

	Valid Driver’s License
	Prior to Driving (VAVS must always retain current copy)
	Copy to Voluntary Service

	Insurance
	Prior to Driving (VAVS must always retain current copy)
	Copy to Voluntary Service

	

	Prior to Driving
	Signed Copy to Voluntary Service

	



	Prior to Driving (will be mailed to you annually)
	Signed Certificate of Completion to Voluntary Service


	

	Prior to Driving
	Read and Reference, as needed



Contact Voluntary Service at (585) 393-7761 with any questions or concerns.                                         We appreciate your patience as we continue to meet mandated requirements to safeguard our Nation’s Heroes!Revised 08/26/15
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Do's and Don'ts
DO’S & DON’TS FOR VEHICLE OPERATORS USING THE FLEET CHARGE CARD

If you use the fleet card you are the government agent for each purchase made with the fleet charge card. You are

responsible for each transaction. You must comply with all applicable regulations and procedures of your agency or

organization and the agency or organization providing the equipment.

It is your responsibility to keep the card in a safe and secure place.

You must use the card ethically and ensure that you observe all dollar limits on the purchase.

DO’S:
e Do purchase regular unleaded self service gasoline from service stations that offer the lowest price, except when
vehicles require diesel or alternative fuel or under other authorized conditions.
e Do use the card to purchase oil, fluids, and when necessary, maintenance and repairs only as authorized.
e Do seek state tax exemption on all non-fuel purchases.
e Do immediately report a lost or stolen card to your Fleet Manager or Fleet Service Representative and the card-
issuing bank.
e Do return your card to the Fleet Manager or Fleet Service Representative if you leave your agency or
organization or retire.
e Do destroy any lost or stolen cards that are recovered.
e Do get areceipt.
DON’T’S:

The fleet card should not be used to purchase food, beverages or other items for personal use.

Don’t use an old fleet charge card that was replaced for any reason.

Don’t use a fleet charge card assigned to another vehicle.

Your fleet charge card may only be used for your agency vehicles. For vehicles leased through GSA Interagency
Fleet Management Systems a GSA fleet charge card is used.

If you are uncertain as to whether a purchase is appropriate, ask your Fleet Manager.

| UNDERSTAND THAT I MUST COMPLY WITH VA POLICIES AND PROCEDURES. ANY VIOLATIONS OF VA APPROVAL
REQUIREMENTS, SPENDING LIMITATIONS, INTERNAL CONTROLS AND PROHIBITIONS ARE CONSIDERED MISUSE OF THE
FLEET CARD. MISUSE OF THE FLEET CARD MAY BE CONSIDERED AN ATTEMPT TO COMMIT FRAUD AGAINST THE U.S.
GOVERNMENT. MISUSE OF THE FLEET CARD BY VOLUNTEER OPERATORS MAY RESULT IN THEIR REMOVAL FROM
VOLUNTEER ASSIGNMENTS. FLEET CARD USER WILL BE PERSONALLY LIABLE TO THE GOVERNMENT FOR THE AMOUNT
OF ANY UNAUTHORIZED TRANSACTION, AND MAY BE SUBJECT TO CRIMINAL PROSECUTION.

NAME

- Sign DATE

Name - Print
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Defensive Driving Fundamentals — TMS Training: NFED 3854564

About This Course

Overview/Description:

This course will provide advanced defensive driving technigues to reduce your chances of being
involved in a motor vehicle accident. The content in this course is designed to comply with the intent
of the applicable regulatory requirements — specify concerns to be addressed before and while
driving, use safe driving techniques to avoid collisions, drive safely in various weather conditions, and
respond to specific driving emergency situations.

This course was developed with subject matter support provided by EnSafe Inc., a global professional
services company focusing on engineering, environment, health and safety, and information
technology.

Last revision: 2014-07-28
Objectives

Defensive Driving Techniques
e Specify concerns to be addressed before and while driving
Identify how to manage distractions while driving
Identify safe driving techniques to avoid collisions
Identify concerns related to blind spots
Identify techniques to avoid a collision
Identify techniques for driving safely in adverse conditions
Identify appropriate actions to take when driving in fog
List appropriate responses to driving emergencies

Course was originally designed for online viewing through TMS.
Hard Copy Facility Revision for use by Volunteers: 2016-04-07

Canandaigua VA Medical Center
Voluntary Services, R. Deck
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GENERAL SAFETY GUIDELINES

Defensive Driving starts with good vehicle
maintenance. The National Safety Council
advises you to regularly check a couple of

components.

The inside of your car should be well-
maintained as well. All items should be
secured so they do not become projectiles
during a sudden maneuver. Refer to the
owner’s manual for maintenance tips.

The use of seat belts is commonly a company
policy and plays an important role in job safety.
Additionally, most states mandate the use of
seat belts. Make sure everyone in your vehicle is
wearing a seat belt correctly whenever your
vehicle is in motion. Your seat belt

e Keeps you firmly behind the wheel if you
have to swerve, brake, or accelerate
suddenly

e Stops you from crashing into the
dashboard, steering wheel, or another
person, and

e Keeps you protected inside the car

Regularly check:

¥~ Wiper blades
V'~ Mirrors

/- Headlights
/- Taillights
/- Turn signals
V- Tire pressure
V- Tread wear

Airbags are supplemental restraint systems that
are not meant to replace seat belts, but work as
a secondary safety devise. When a collision
occurs, the air bag inflates in one twenty-fifth of
a second, cushions the occupant, and prevents
passengers from crashing into the dashboard or
steering wheel.

Airbags may not be appropriate for all
passengers. Children and small adults can be
injured if not seated properly. Be sure to check
the vehicle’s manual for more information.

Driving while under the influence of alcohol or drugs is illegal.

Alcohol and drugs cause:

e Poor judgment
e Slowed reflexes
e Decreased concentration, and
e Impaired vision

Only time will sober you up. You must wait at least one hour per drink before driving. Even if
you have just one drink before driving, you could pose a significant risk to others, and yourself.
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Statistics indicate that fatigue-
related crashes are more likely to
result in a fatality than a serious
injury. Fatigue is comparable to
driving under the influence of drugs
or alcohol, and results in the loss of
alertness and poor driving.

Driver fatigue is dangerous. Avoid fatigue!

Deterioration in driving occurs long before falling asleep. Driver fatigue is dangerous,
and the most appropriate action you can take is to get off the road.

The National Safety Council offers Multi-tasking while driving has become
tips to help you avoid driver fatigue: commonplace. Here are some tips to help

you manage personal and work-related

e Get enough rest before traveling distractions while driving

o Never start a trip late in the day

e Do notdrive alone Be familiar with equipment in your car,
e Avoid night driving such as the windshield wipers and
e Adjust your car’s environment headlight switches.

* Donotuse cruise control You should be able to perform basic tasks

* Watch you posture, and without taking your eyes off the road and

e Take frequent breaks

While Driving...

your hands off the wheel.

DO NOT - Take Notes or attempt to find a number
DO NOT - Read
DO NOT —> Eat or Drink
e By stopping, you will also give yourself a break to avoid fatigue.
DO NOT = Engage in emotionally-charged conversations
e Such discussions can result in aggressive or erratic driving behavior.
DO NOT > Use Cell Phone

e When stationary, keep calls brief and avoid emotional or stressful conversations.

Using a cell phone while driving — even a hands-free model — can be dangerous, and in
some areas, illegal. The safe control of your vehicle is your responsibility no matter what
speed you are traveling. Turn OFF your cell phone before driving and use your voicemail
service, This will allow you to retrieve any calls you may miss.
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Refrain from “texting,” which means reading
from or entering data into any handheld or
other electronic device, including e-mailing or
any other electronic data retrieval or
electronic data communication.

Texting is illegal in some states and federal
employees are prohibited from text messaging
while driving on official business or while
using government-supplied equipment.
Federal employees or Volunteers who violate
this prohibition may be subject to disciplinary

action determined by their employing
agency.

Aggressive Driving is a traffic offense and can be defined as following too closely, speeding, making unsafe
lane changes, failing to signal intent to change lanes, and other forms of negligent driving.

The trigger for the aggressive driver is usually traffic congestion coupled with a tight schedule. As a result, the
aggressive driver generally commits multiple violations in an attempt to make up time.

To avoid this behavior, leave yourself plenty of time to get to your destination.

Road Rage is a criminal offense. This occurs when a traffic incident escalates into some type of violence.
To avoid road rage:

= Avoid aggressive drivers
= Be courteous

= Avoid confrontation, and
= Focus on the road

Summary

Defensive driving starts with good vehicle maintenance. Remember to thoroughly check your vehicle before
embarking on a journey. All items need to be secured and seat belts need to be worn. Driving under the
influence of drugs or alcohol is strictly forbidden. Beware of driver fatigue and do not multi-task or use a cell
phone while driving. Do not drive aggressively or become involved in road rage.
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SAFE DRIVING TECHNIQUES

When driving, 90% of the information you
process about the road and surroundings is
through your eyes. Looking ahead will help you
see things early and will allow you more time to
react.

Defensive drivers focus their eyes 10 to 15
seconds ahead. In the city, that equals
approximately one block.

Avoid staring at the middle of the road.

Scan from side to side checking for directional
signs, cars, animals or people that might be in
the road by the time you reach them.

Leave enough space for safe stops

Look Ahead

Scan from Left to Right

As you look ahead, think about
what will, or might happen on
the road. Be alert for vehicles on
either side, to the front, and to
your rear. Use your mirrors.

On the freeway, be ready for changes in traffic conditions. Watch for signals from other drivers. Expect
merging vehicles at on-ramps and interchanges. Be prepared for rapid changes in road conditions and

traffic flow.

As you look ahead, think about what will or might happen on the road. Be alert for vehicles on either
side, to the front, and to your rear using your mirrors and enough space between you and the vehicle

ahead for safe stops

Always leave yourself a way out. Mistakes cause accidents. To protect yourself, know which lanes are

clear so you can use them if you need to.

Scanning is important to collect all of the information that you will need to drive safely. To scan means
to look at the entire scene for anything that might come into your path.
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Scanning the road helps prevent fixed
stares that can cause you to miss
important information. Continuously scan
ahead, to the sides, and behind you.

Use your mirrors to check the traffic
behind you frequently — about every ten
seconds. This will alert you if someone is
moving up too quickly or tailgating you.

If you feel the vehicle behind you is
following too closely either slow down and
allow the tailgater to pass, or speed up to
increase the distance between you.

By doing this, you will allow enough room
for both yourself and the driver behind to
stop safely if an emergency situation
arises.

Check the traffic behind you when
changing lanes, merging, backing up,
slowing down quickly, or driving down a
steep grade. Never take your eyes off the
road in front of you for more than an
instant.

When merging, check for an opening early,
and keep an eye on the traffic in front of
you to make sure vehicles have not slowed
down or stopped.

You must yield to the right of way to
through traffic and stop if necessary.
Through traffic is not required to yield to
any entering traffic.

Scanning
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Blind spots are danger areas that cannot be
seen in your mirrors on either side of your
vehicle. Quickly turn your head to check for
other vehicles in your blind spots before
changing lanes or passing another vehicle.
Also, check for other drivers who also may
be moving into the same lane.

Avoid driving in someone else’s blind spot.

This can be just as dangerous as not
checking your own. Speed up or drop back,
but never stay in the other driver’s blind
spot.

Be alert to trucks and buses on the road.
Driving mistakes around them often have
tragic consequences.

Avoid someone else's blind spot

Trucks and buses have significant blind
spots called “No-Zones.”

No-Zones are the areas where cars either
disappear into blind spots or are so close
that they restrict the truck or bus driver’s
ability to stop or maneuver safely.

Lingering the No-Zones greatly increases
the potential for a fatal crash. The No-
Zones include:

= Backing up

= Passing

= Rear blind spots, and
= Side blind spots
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When you maintain a safe following distance,
you have more time to react. Use the four-
second rule as a minimum following distance.
Here is how it works:

1. Watch the vehicle ahead pass a fixed point,
such as an overpass, sign, or other marker.

2. Begin counting the seconds it takes for you to
reach the same place.

3. When the front of your vehicle passes the
fixed point, stop counting.

Note: If you reach the mark before you have
counted off four seconds, you are following too
closely. Slow down and increase your following
distance. The four-second rule applies only
under normal conditions.

In bad weather, under poor road conditions, or
when following large trucks such as tractor
trailers, you may need to increase your following

Page 8 of 20

distance to more than four seconds for extra
space.

So far, you’ve learned several guidelines related to defensive
driving habits and traffic awareness. Using your mirrors and
looking ahead will ensure you know what is happening around
you so that you can follow these three guidelines:

1. Maintain a safe following distance using the four-second rule
2. Always leave a way out, and

3. Avoid driving in blind spots and Truck No-Zones.

Following too
closely

No way out

In someone's
blind spot
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Take o moment to review the issues at play in

this three-lane roadway.

The green carin lane two has no way out as

it is boxed in by the blue carin front of it,

the white are behind it, the red carin lane

one, and the orange carin lane three.

In this case, the red carin lane oneis in the

I someone's blind spot of the blue carein lane two. The

blind spot green care in lane two is in the red car's

blind spot, and the orange carinlane three
is in the green car's blind spot. The white
carein lane two is in the orange car's blind
spot, and farther back, the silver carin lane
one is in the blind spot of the brown care in
lane two.

Take a moment to review the issues at

play in this three-lane roadway.

The four-second rule markings

I Four seconds
21
Four seconds
the green care is following too

Following too closely closely to the blue car, and the

white care is less than three

help us determine which cars are

% superimposed on this road can

following too closely. In late two,

seconds behind the green car. The
rest of the cars on the road are
maintaining a following distance
of at least four seconds or more
behind the carsin front of them.
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These cars are now positioned to

illustrate good driving habits. They
I are maintaining safe following

distances, avoiding other drier’s
blind spots, and leaving themselves

a way out, if needed.

(-

a—
.. Four seconds

Before you pass another vehicle, you must first make sure that you can do
so safely. There are a number of areas in which you cannot legally pass.
These include:

e School zones
e Behind signaling stopped buses and railroad crossings
e Intersections

e Tunnels and bridges, and

e Any section of the roadway with a solid white line.

Once you have determined itis safe to pass:

1. Turnon your leftturn signal and once again check the area into which you will be moving
2. Moveinto the passing lane and accelerate

3. Whenyou have passed the vehicle, turn on your right turn signal

4. Checkyour blind spot, and move into the right lane, and

5. Remembertoturn off your turn signals afteryou have completed the pass.

Turn on your left signal

"
“ M Move into the passing lane

Turn on your right signal

Move into the right lane

Turn off signals when the pass is completed.
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In orderto pass another vehicle safely

+  First make sure you are following at the proper distance. Under good conditions, this is four
seconds.

+  Next, youneedto look around yourvehicle for other motorists.

* Look ahead of the vehicle you will be passing to make sure that there is enough space.

*+ Checkall of your mirrors and blind spots to make sure no one is attempting to pass you.

Follow at a praper distance

' -
l l I u Check for other motorists

Look ahead of the vehicle you are passing

Check mirrors and blind spots

Intersections

Most accidents occur at intersections. As you
approach an uncontrolled intersection, never
assume the other driver is going to yield.

. N N aA ‘ " 5 -~ e .
Cover your brake with your foot and prepare to P re a‘ re t St ‘

stop. Anticipate light changes by covering the
brake when the light has been green for a while.

When stopped at an intersection, wait to make
sure the traffic has stopped and pedestrians are

clear of the road. Never assume that they are S Ca n t h e I n te r S e C't i ‘

clear. Scan the entire intersection before

n

proceeding. Always look for and yield to
pedestrians crossing.

Most collisions between motor vehicles and
trains occur when drivers fail to obey railway
warning signs and devices. Some drivers believe
that they can “beat the train.” However, a = - n
freight train weighing nearly 20,000 tons cannot St P I I; =g ‘ I t a) @)
stop or even slow down in time to avoid hitting ' ‘ , ) (’ a‘ m‘ I S [ e n
you.

Drive defensively at railroad crossings and
remember these three things: stop, look, and
listen.
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fr————— Exceeding the posted speed limit or driving too
S P E E D fast for road conditions is the single largest
factor contributing to fatalities.

L I M ' T Speeding reduces your ability to steer safely
around curve or objects in the roadway,
increases the distance necessary to stop your
vehicle, and decreases the time you have to

& react to dangerous situations.

TO 4 00 PM

It is a simple concept — the faster you
drive, the less time you have to react.

One second can make a big difference.
Consider this statistic:

A car moving at 30 miles per hour will
travel 44 feet in just one second!

Miles per hour

44 feet

A car moving at 60 miles per hour will
travel 88 feet in just one second!
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88 feet

Feet per second

When it looks like a collision may happen, many
drivers panic and fail to act. In some cases they do
act, but do something that does not help to reduce
the chance of a collision. There is almost always
something you can do to avoid a crash, or reduce
the results of a crash.

To avoid a collision you generally have three options.
You should either:

e Stop
e Turn, or
e Speedup
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ABS or Antilock Brakes

Many newer vehicles have ABS, or antilock braking
systems. Make sure you read the vehicle owner’s
manual on how to use the ABS. The ABS will allow
you to stop without skidding.

In general, if you need to stop quickly with ABS,
depress the brake pedal as hard as you can and
keep pressing. You might feel the brake pedal
pushing back when the ABS is working. Do not let
up on the brake pedal. The ABS system will only
work with the brake pedal pushed firmly down.

Procedure

One advantage of having ABS is that you can turn
your vehicle while braking without skidding. This is
helpful if you must turn and stop at the same time.

Without ABS, you must use a different procedure.
Step on the brake pedal, then release, and turn
the steering wheel. Braking will slow the vehicle,
and it puts more weight on the front tires, allowing
for a quicker turn. Do not turn sharply.

Stopping Quickly without Antilock Brakes

If you must stop quickly and you do not have an
antilock braking system, you can cause the vehicle
to go into a skid if you brake too hard. Apply the
brakes as hard as you can without locking them. If
the brakes lock up, you will feel the vehicle start to
skid. Quickly let up on the brake pedal.

As soon as the vehicle stops skidding, push down
on the brake pedal again. Keep doing this until the
vehicle has completely stopped.
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In most cases, you can turn more quickly than you can stop
to avoid a collision. Make sure you have a good grip with
both hands on the steering wheel. It is best to have your
hands at the 9 and 3 o’clock positions. This puts you in a
better position to make sudden avoidance maneuvers.

Once you have turned away or changed lanes, you must
keep your vehicle under control. Some drivers steer away
from one collision only to end up in another.

If you are driving a vehicle with a high center of gravity, such as a sport utility vehicle, or SUV, van, minivan or truck,
remember that they may be more prone to rolling over during sharp turning. These vehicles typically ride higher off
the ground than cars, and therefore have higher centers of gravity, making them more susceptible to rollover in a
single-vehicle crash.

Rollover accidents are among the most dangerous types of crashes and are more likely to result in fatalities than
other types of crashes.

The majority of rollover crash victims nationwide — 80% - were not wearing seat belts. The National Highway
Transportation Safety Administration, or NHTSA, urges everyone to wear seat belts at all times while in a vehicle.

Sometimes it is best or necessary to speed up to avoid a collision. This may happen when another vehicle is about to
hit you from the side or from behind and there is room to the front of your vehicle to get out of danger.
You should slow down once the danger has passed.

Summary

There are a number of actions you can take to avoid a collision. Be aware of what is happening around you.
Look out for signals from other drivers. Leave enough space around you to maneuver and always leave
yourself a way out. Continuously scan all around you and use your mirrors.

Know your blind spots and avoid driving in someone else’s blind spot. Be aware that trucks and buses have
significantly larger blind spots than cars.

Maintain a safe following distance by following the four-second rule.

Ensure that you pass other vehicles safely and be aware of what happens at intersections and railroad
crossings. Do not speed.

When driving near trucks and buses be aware that they have significant No-Zones.

When a collision is imminent, either stop, turn, or speed up safely, depending on the circumstances, to
avoid it.
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Night Driving

Why is night driving so dangerous? Ninety
percent of your reaction time depends on
your vision, and vision is severely limited at
night. Depth perception, color recognition,
and peripheral vision are all compromised
after sundown.

Twilight is one of the most difficult times to
drive because your eyes have not yet
adapted to the growing darkness.

Start observing night driving safety as soon
as the sun goes down. The National Safety
Council recommends you follow these
guidelines when driving at night:

o Keep lights and windows clean

e Have headlights properly aimed

e When in doubt, turn headlights on

e Reduce speed and increase your
following distances

e Do not overdrive your headlights,
and

e When following, keep headlights on
low beams

Driving in Bad Weather

When bad weather affects driving
conditions, you must adjust your speed and
driving habits. Driving on wet or slippery
roads is not the same as driving on dry
surfaces. You can easily begin to skid and
lose control of your vehicle when stopping
too quickly or making too sharp a turn.

You can prevent weather-induced skids by
driving slowly and carefully, especially on
curves. Steer and brake with a light touch.
When you need to stop or slow, do not
brake hard or lock the wheels and risk a
skid.

i

Steering into the skid ‘ ;"w

Other guidelines for night driving include:

e Avoid glare by watching the
shoulder or edge of the road, and
e Make frequent stops

If you find yourself in an oversteer skid with
your car turning too much, remain calm,
ease your foot off the gas, and carefully
steer in the direction the car is skidding.
This procedure, knowns as “steering into
the skid,” will bring the rear of your car in
line with the front.

In an understeer skid-when your car refuses
to turn and is sliding — carefully adjust your
steering wheel until you regain some grip at
the front wheels.
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When it is raining or the road is wet, most
tires have good traction up to about 35 mph
However, as you go faster, your tires will start
to ride up on the surface of the water, like
water skis. This is called “hydroplaning.”

Hydroplaning happens when the water in
front of your tires builds up faster than your
car’s weight can push it out of the way. When
hydroplaning, your car loses contact with the
road, and you are in danger of skidding or
drifting out of your lane, or off the road.

If you’re hydroplaning

e Do not brake
e Do not turn suddenly
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If you find yourself hydroplaning, do not brake
or turn suddenly. This reaction could throw
your car into a skid. Ease your foot off the gas
until the car slows and you can feel the road
again.

When driving in fog, slow down and use your
headlights. Avoid closely following another
driver’s taillights. This is a recipe for disaster.
Because you cannot see very far ahead, you
will have little or no warning if the vehicle
stops suddenly. This can be made worse by
slippery roads which often accompany fog.

When driving in fog

e Slow down
e Use your headlights

Stay well back and allow yourself plenty of
room to stop. When stopping, keep your foot
on the brake pedal until you know that the
driver behind you has seen you.

Although using your lights will make you more
visible to others, there are times they can
cause problems.

Avoid using your high beams in fog at night as
the light will reflect back off the fog and
reduce your visibility. Apart from blinding the
drivers in front of you, your high beams can
throw a shadow in front of their vehicles
making it harder for them to see the road.

Avoid using your high beams

Do not drive with your lights off
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Strong winds can make it difficult to handle a
vehicle, push a vehicle sideways, or blow
debris that can strike you. Gusts are often
worse than sustained winds because you are
unaware of them and cannot predict their
strength.

Be aware of wind in adverse weather
conditions, especially on exposed areas such
as bridges, overpasses, hilltops, and open
straightaways on highways.

If you are caught in an area where there is a
strong wind blowing, keep a firm grip on the
steering wheel, anticipate gusts, and slow
down or pull off the road and wait for the
wind to subside.

*T\‘ :

When driving in snowy conditions, increase
your following distance and double the four-
second rule.

If your wheels begin to spin, ease off the gas.
Wheel-spin “polishes” the snow and ice,
making it more slippery increasing your
chances of skidding out of control.

Winter weather can present numerous driving
challenges. Keeping your vehicle in good mechanical
order is the first step in avoiding problems. The
National Safety Council suggests you get a pre-winter
inspection that includes checking the

e Ignition, wiring, hoses, batter, and fan belts
e Heater, defrosters, and wipers

e Tires, lights, and brakes, and

e Antifreeze

Water can run across road surfaces and freeze
leaving a sheet of ice. This is often referred to
as “black ice.” Be careful in shaded areas and
remember that overpasses and bridges freeze
before road surfaces.

Gently test your brakes from time to time.
This will give you a feel for the surface
conditions and available grip.

Climbing hills can also pose problems on icy
roads. Always leave plenty of space between
yourself and the car ahead before starting
your ascent. Stop and wait for a clear road if
necessary. Otherwise, you may find yourself
literally stuck behind less skillful drivers.

Use low gears to help hold your vehicle back
when descending slippery hills. Try to avoid
using your brakes or changing gears while
descending steep grades.
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When making a long trip in
poor weather conditions, you
should take breaks more
often than normal. The extra
concentration needed will
make you tired more quickly.
Start long trips with a check
on the weather conditions
and forecasts.

Remember that in high or
exposed areas, such as
mountain crossings or wide
plains, roads can become
impassable quickly.

Summary

There are a number of adverse conditions that require extra care when driving. Our eyes are not used to
driving at night and during twilight so we need to adapt our driving accordingly. Driving in rain brings with it
the risk of skidding and hydroplaning and driving in fog makes it difficult to see ahead and so you have little
warning if another vehicle stops suddenly. Driving in strong winds can make it tricky to handle vehicles and
there is the risk of being struck by debris. Driving in wintry conditions can be challenging with risks including
wheel-spin, black ice, and hills. Drivers should ensure their vehicles are well-maintained.
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If you are involved in a traffic accident

One in every eight drivers will be involved in an accident this year. The National Safety Council offers
this advice if you are involved in a traffic accident:

e Stop your vehicle
e Move the vehicle out of the traveled roadway
o In some states it is against the law to move the vehicle
e Turn off the ignitions of the cars involved
e Make a first aid check of all persons involved in the crash
e Call police and, if necessary, emergency medical services

Additional advice includes:

e Marking the scene of the crash with retro-reflective triangles

e Gathering the names of any witnesses to the accident, in addition to the names of those
involved

e Drawing a sketch of the accident scene, and
e Exchanging insurance information

Reporting an emergency

If you need to report an emergency, most dispatchers will ask for facts. It’s best if you have the
following details ready:

e The location of the emergency, and
e The nature of the emergency

Question /

Vhat steps doyou think you should take ifyou are involved in a @F wirite down the other driver's license number
collision?

[T Be hanestand admitthe accident was your fault

é @F Obtain a copy of the police report
w— @[5 Gather the names of all persons invalved
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It is almost impossible to provide accurate information and drive safely at
the time. Pull over, turn your hazard lights on, and stop. Stay on the line
until the dispatcher has enough information to be able to send help.

Experiencing a flat tire, tread separation, or blowout while traveling on an
interstate or other high-speed roadway can present special dangers. The
National Safety council offers these tips for coping in such situations:

Don’t slam on your brakes

Slow down gradually

Signal your intentions

Steer as your vehicle slows down
Turn on your emergency flashers
Evaluate your level of safety
Raise your hood, and

O N A WDN R

Don’t stand next to your vehicle

Summary

There are a number of actions to take if you experience a flat tire, blowout, or similar emergency on a high-
speed roadway. You should not slam on your brakes, but you should slow down gradually. Always signal
your intentions and turn on your emergency flashers. Raise your hood but don’t stand next to your vehicle.

If you need to report an emergency, have the details of the location and nature of the emergency ready.
Pull over, turn you hazard lights on, and stop. Stay on the line until the dispatcher has enough information
to be able to send help.

The best way to prepare for unpredictable events is to drive defensively and remember to obey the rules of
the road. Always maintain good vision ahead of and around your vehicle.
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About This Course

Overview/Description:

This course will provide simple defensive driving techniques to reduce your chances of being involved
in a motor vehicle accident. The content in this course is designed to comply with the intent of the
applicable regulatory requirements — define defensive driving, recognize accident prevention
methods, identify the importance of seat belts, describe the facts concerning the impact of drinking
and driving, and identify vehicle safety measures on the job.

This course was developed with subject matter support provided by EnSafe Inc., a global professional
services company focusing on engineering, environment, health and safety, and information
technology.

*Slide photos may be edited

Revision 12/15/2013 09:45 PM America/New York

Objectives

Defensive Driving

Define a defensive driver

Cite accident prevention methods

Identify the importance of your vehicle's safety equipment
Recall the facts concerning the impact of drinking and driving
Identify vehicle safety measures on the job

Course was originally designed for online viewing through TMS.
Hard Copy Facility Revision for use by Volunteers: 2016-02-19

Canandaigua VA Medical Center
Voluntary Services, R. Deck
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According to the Bureau of Labor Statistics, each year, over 2,000
deaths result from occupational motor vehicle incidents, and more
than 30% of vehicle-related occupational injuries.

These deaths include drivers and passengers in highway crashes, farm
equipment accidents, and industrial vehicle incidents, as well as
pedestrian fatalities. Most occupational fatalities occur on public
highways where there are seat belt requirements and traffic laws.

This course will provide simple defensive driving techniques to
reduce your chances of being involved in a motor vehicle accident.

Upon successful completion of this course, you will be able to

e Cite accident prevention techniques

e |dentify the importance of your vehicle’s safety equipment
e List the facts concerning the impact of drinking and driving, and
e |dentify vehicle safety measures on the job

What is a Defensive Driver?

A defensive driver is someone who recognizes hazards, understands
the defense, and acts in time to avoid motor vehicle accidents.

Hazards that may cause accidents include

e Heavy traffic and dangerous road
situations

e Poor vehicle operating condition

e Bad weather conditions

e Poor lighting conditions, and

e The driver’s physical state

Reckless driving is risk-taking behavior behind
the wheel of a vehicle. This includes speeding,
tailgating, weaving through traffic, flashing
lights, and ignoring traffic laws, sign, and
signals.
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Occupational motor
vehicle incidents
(30%)

another person.

Road rage is when an angry or impatient driver
or passenger uses aggressive behavior behind
the wheel of a vehicle, which can injure or kill

AVOID ROAD RAGE

To avoid road rage

e Steer clear of aggressive drivers
e Be courteous to other drivers, and
e Focuson the road
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The key to avoiding accidents is to look ahead and anticipate potential problems.

If you see a potential head-on crash coming your way, slow down and avoid the
crash by pulling off the road to the right. Be alert to drivers around you.

To avoid hitting the driver in front of you
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To avoid being hit from behind

e Watch out for hazards

e Maintain a minimum of a four-second
distance behind other vehicles

e Match your speed to road conditions, and

e Look for brake or turn signals

L 3

e Be alert to tailgaters

e Avoid sudden stops

e Signal your intentions in advance, and

e Allow distance in front of you when
stopped

Y ¥
,';/ ."

Stay at least four seconds behind the driver in
front of you.

To figure distance, start counting one-
thousand-one, one-thousand-two, one-
thousand-three, one-thousand-four, when the
car in front passes a utility pole. If you reach the
utility pole before one-thousand-four, you are
following too closely.

For added safety, add more time in bad
weather.

If you want to pass in a passing zone
marked by broken yellow lines, check to see
if any traffic is coming toward you. Then
look to see if anyone behind you is moving
out to pass.

Do not pass unless you can see far enough
ahead.

If you are being passed, slow down if the
other vehicle needs extra room to pass you
safely.

The heavy traffic of rush hour and crowded
roads is hazardous. Be alert to other drivers.
Be ready to react quickly and be prepared for

e Sudden stops

e Disabled cars

e Cars moving in and out of lanes

e Cars crossing lanes to get to an exit

e Cars passing from any side

e Potholes and debris on the floor, and

construction
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Your vehicle’s operating condition is important to
your personal safety. Properly maintain your
vehicle and keep it in good condition at all times.

A safe car has

o Working lights and turn signals

Lights Turn signals Wipers

e A working horn

e Effective windshield wiper blades and
plenty of windshield washer fluid, and tires
with tread and correct air pressure.

Follow your owner’s manual for maintenance If your car begins to skid, take your foot off
concerning the gas and turn the wheel in the direction

you want the front of the car to go. Do not
e Regularly scheduled tune-ups

apply your brakes
e Oil changes
e Belts and wires When driving in the rain, use caution by
e Coolant and antifreeze levels driving slowly. Avoid puddles that can hide
e Brakes potholes and cause your brakes to fail. You
e Shocks, and can prevent hydroplaning by taking your foot

e exhaust off the gas and slowing down gradually.

Cruise control should nOt be used in these conditions

Talking or texting on a cell phone while driving is dangerous and has resulted in numerous accidents.

e Do not make or receive calls until you have stopped the car.
e Remember, driving requires your full attention to the road.
e Refrain from “texting.”

Texting is illegal in some states, and many companies and federal agencies prohibit using a phone and
text messaging while driving on company or official business. Federal employees who violate this
prohibition may be subject to disciplinary action determined by their employing agency.
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Maintain your visibility by using windshield wipers, lights,
and the defroster. You should replace your wiper blades
when they become worn. Be sure to wash your wiper
blades when you wash your car.

If you have to drive in snow, first clear off your entire car.
Make sure that you have plenty of winterized windshield
washer fluid in the reservoir before starting your trip.

Drive slowly and allow for a longer distance for stopping.
Prepare for stops and turns well in advance. You should

stay at least six seconds behind the vehicle in front of you.

Watch for icy patches, especially on bridges and shady
spots. For better traction, use winter-rated tires.

You should also keep winter emergency supplies
in your car (shovel, sand, and blankets).

Driving with too much or too little light adds extra hazards.
Increase your visibility and safety at night by making sure your
headlights are clean and working properly and your windshield is
clean inside and out.

Turn on your headlights at the first hint of darkness and half an
hour before sunset.

If you have your high beams on, remember to switch to low beams
when a car is in front of or coming towards you.

You should also stretch the distance between you and the car in
front. Use extreme care on unlit curves.

Pull completely off the road if you experience any car trouble and
use your flashers, signs, or flares should your car become disabled.

Increase visibility and safety during the day by:

e Wearing sunglasses
e Using your visors, and
e Driving slowly

*Using your windshield washer when driving into direct sunlight
can cause momentary loss of visibility.
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Summary

A defensive driver is someone who recognizes hazards, understands the defense, and acts in time to avoid motor
vehicle accidents. The key to avoiding an accident is to look ahead and anticipate potential problems. You should
clear any snow off the vehicle, focus on the road, watch out for hazards, brake, use turn signals, and apply the 4
second rule.

It is important for your safety to maintain your vehicle and keep it in good condition. This includes checking tires, oil,
wind shield wipers, and having it serviced regularly.

Bad weather conditions such as rain might cause a car to skid, and speed should be adjusted. You should maintain
visibility by using your windshield wipers and when it's snowing, clear off your car first. Refrain from using a cell
phone when driving this may be illegal and very dangerous. Driving in too much or too little light also presents a
hazard. Turn on your headlights at dusk to maintain visibility; use the high beams when the road ahead is clear and
the low beams when other cars are around. During the day, the sun’s glare might blind you. Use sunglasses to protect
your eyes and increase visibility.

Motor vehicle accidents are the #1 cause of all accidental deaths of
adults, teenagers, and children.

On and off the job, statistics show that motor vehicle accidents

e Cause almost 2 million disabling injuries a year
e Kill someone every 11 minutes, and
e Injure someone every 18 seconds

Using your seat belt reduces your
chances of being killed or seriously
injured in a motor vehicle accident.

Most vehicle accidents happen close
to home. Make sure everyone in your
vehicle is wearing a seat belt correctly
whenever the vehicle is in motion.
Wearing a seat belt helps you stay in
your seat. Your seat belt

Seat belts are required in many
states, and many companies
require the use of seat belts for
their employees’ safety and their

e keeps you firmly behind the wheel

own liability. ,/ - if you have to swerve, brake or

C “4% accelerate suddenly
Seat belts play an important role in < S . e stops you from crashing into the
job safety. Since 1983, seat belts | |SeaEhielis Save tes! dashboard, steering wheel, or
have saved over 20,000 lives and another person, and
prevented over 400,000 injuries. e keeps you protected inside the car

Seat belts also allow strong bones to take the shock of a crash instead of delicate organs
and give you a better chance of remaining conscious following an accident.
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Airbags and automatic
restraints are part of the
safety systems on most
vehicles. Airbags inflate
automatically in a head on
collision, creating a cushion
between the people in the
car and the steering wheel
or dashboard.

Wearing a seat belt will help you stay in a safe
position and receive the full safety benefits of
an airbag. Seat belts restrain your body in
order to slow down to allow the airbags to
deploy fully. Airbags deploy at a rate of
roughly 200 miles per hour. If you were to hit

Summary

the airbag before it is fully deployed, the
airbag may cause serious injury or even death.

Front airbags offer
protection only in a
head-on crash, but some
new cars are equipped
with side impact airbags
for further protection.

Wearing your seat belt reduces your chances of serious injury, or even being killed, if you're involved in a motor
vehicle accident. Since 1983, seat belts have saved over 20,000 lives and prevented over 400,000 injuries. Your seat
belt keeps you firmly behind the wheel if you have to swerve, brake, or accelerate suddenly. It also stops you from
crashing into the dashboard, steering wheel, or another person. A seat belt keeps you protected inside the car; it
allows strong bones to take the shock of a crash instead of delicate organs, and gives you a better chance of
remaining conscious following an accident. Wearing a seat belt will also help you stay in a safe position and receive
the full safety benefits of an airbag.

Every year, thousands of people are killed or injured by impaired or unfit drivers.

fatigue.

For instance, it is good a good idea to take a break from driving every few hours to avoid driver

When you drink alcohol or take drugs, including cold remedies and prescriptions, you are reactions are
slower, your vision may become blurred, your ability to determine distance is reduced, and your
judgment is greatly impaired.
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Drinking too much alcohol and driving is illegal.

time will sober you up.

Do not drive if you've been drinking alcohol or have taken illegal or certain prescription drugs. Only

Wait at least 1 hour before driving after each drink. Designate one non-drinking driver per carload, or
call a cab if no one in your group should be driving.

Even if you have just had one drink before driving, you could pose a risk to pedestrians, other drivers,
and yourself. Every year, drunk drivers kill 25,000 people, and injure over 500,000 people, seriously
disable thousands of others, and cause 50% of all highway deaths.

Each year, driving under the influence of alcohol costs
the United States approximately $24 billion, in addition
to absenteeism and reduced productivity at work.
Violators of drinking and driving laws face serious legal,
financial, medical, and emotional consequences.

Potential consequences include

e medical expenses

e motor vehicle damage

e property damage

e increased insurance premiums, and
e cancelled insurance policies

One 1.5 oz
shot of liquor

Ul

Other potential consequences of driving under the

influence include

e criminal fines

e |ost wages or job loss
e legal fees

e suspension or loss of driver’s license

e arrest and jail sentence

e mandatory community service
e serious injury to yourself or others, and
e emotional trauma or pain.

One drink is equal to

One 5 o0z
glass of wine

One 12 0z.
can of beer
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The level of intoxication is determined by the blood
alcohol concentration, which is the amount of
alcohol in your blood. A blood, breath, or urine test
measures blood alcohol concentration.

il

Just one drink can raise your blood alcohol
concentration.

When alcohol reaches the liver of an average adult, it
is broken down at the rate of one ounce per hour.
Alcohol continues to have an effect on you until the
liver breaks down all of the alcohol in your body.

Blood alcohol concentration can be affected by body
weight, the type and amount of alcohol you drink,
how quickly you drink, your gender, and the amount
of food in your stomach.

When alcohol reaches your brain, it causes poor
judgment, slowed reflexes, impaired concentration,
and impaired vision.

Besides making sure friends do not drive after
drinking, you can help eliminate driving under the
influence by

e Volunteering to help in a safe-rides program

e Offering to be a designated driver, and To help keep you safe, the legal
e Calling a cab for an intoxicated friend system routinely enforces

e Sobriety checkpoints

e Increased severity of
punishment

e Immediate license
suspension

e Mandatory jail sentence

e Perselaws, and

e A minimum legal drinking

age of 21 years
Summary

When you drink alcohol or take drugs, including prescription medication, your reactions slow and your vision can
become blurred. Your ability to determine distance is also reduced, and your judgment is greatly impaired. Drinking
too much alcohol and driving is illegal. Your blood alcohol concentration, which is the amount of alcohol in your
blood, determines your level of intoxication. Blood alcohol concentration is measured by blood, breath, or urine tests.
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Defensive driving on the job is required every time you get behind the wheel.

Motor vehicle accidents are the largest single cause of accidental death both on and off the job,
and are a major cause of serious injuries.

Motor vehicle safety awareness will help protect your life, your health, and your paycheck.

Many companies require the use of seat belts, and seat
belts play an important role in job safety.

Your employer wants you to follow common sense
vehicle safety rules when you operate or riding a
motor vehicle, including specialized trucks in material
handling equipment.

If you drive or ride in a vehicle on company time, wear
a safety belt when in a moving vehicle and participate
in driver safety awareness training.

It is important to not overload vehicles with goods or
people. Every vehicle is rated for maximum load
capacity.

If you overload a vehicle with more people or weight
than it can handle safely, you greatly increase the risk
of an accident even if you are traveling a short distance
on a job site.

Motor vehicle accidents can happen anywhere, in any
type of vehicle. Someone dies in a motor vehicle
accident every 11 minutes. Each year motor vehicle
crashes cause about 2,100 occupational deaths. Motor
vehicle accidents caused 91,000 lost workday injuries
every year.

|fyour vehicle is overloaded

You may not be able to stop as quickly as needed
The driver’s rear and side vision may be blocked, and
Tires may overheat and blow out.

Licensed commercial drivers should make detailed inspections of their vehicles

before, during, and after each trip.

But whether or not you have a commercial license, you sure you follow your
employer's an inspection rules carefully and adhere to the maintenance schedule

and the owner’s manual.

If you take a company vehicle on the road, be sure to carry a jack, flares,

flashlight, and first aid kit.
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Vehicle safety on the job means driving and riding safely.

Remember to
e Practice defensive driving
e Obey traffic laws, signs, and signals
e Wear your safety belt in a moving vehicle, and
e Follow company policy and state and federal motor vehicle regulations.

You should also remember to

e Be asafe and courteous passenger
e Be an alert driver, and
e Never drink, take drugs, and drive

Summary

If you drive or ride in the vehicle on company time, wear safety belt when in a moving vehicle and participate in
driver safety awareness training. It is important not to overload vehicles with goods or people. Follow your
employer’s inspection rules carefully and adhere to the maintenance schedule and the owner’s manual. If you take a
company vehicle on the road, be sure to carry a jack, flares, flashlight, and first aid kit.






image4.emf
Driver's Handbook


Driver's Handbook
Handb

g

00k

VISN 2
VA Medical Centers

Albany-Syracuse-Bath-Canandaigua-Buffalo

Leading Health Care In The 214t Century






VOLUNTEER DRIVER HANDBOOK

FOREWORD

This booklet is designed to assist the new VA volunteer driver in carrying out assigned
duties more effectively. This booklet provides you with an overview of your role and
responsibilities as a volunteer with the Veterans Integrated Service Network 2 Disabled
American Veterans Voluntary Transportation Network (VISN 2 DAV VTN). Many
guestions will have to be worked out with your supervisor at the volunteer work site once
you have begun your assignment.

VA volunteers are valuable members of the Medical Center team functioning under the
direct supervision of a staff member. Volunteers do not replace paid personnel but will
perform many useful services that are beyond the scope of the regular staff.

For whatever reason an individual decides to volunteer at a VA Medical Center, whether
for school credits, community service, practical work experience, or a sense of patriotism
and respect of this nation's veterans, the rewards for such service are endless. Volunteers
are our greatest patient advocates, providing program support and a wealth of new and
innovative ideas.

As a VA volunteer, you will have the opportunity to provide necessary and worthwhile
assistance to the patients and staff. You can also gain valuable experience, a deeper
consciousness of the responsibility of helping others and the satisfaction such service
brings.

The information included on the following pages is designed to assist you in becoming

familiar with the VA Medical Center and with Voluntary Service.

Sincerely,
Your VISN 2 VA Voluntary Service Team!
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Fact Sheet

THE DAV TRANSPORTATION NETWORK

The Problem -- In the spring of 1987, the Veterans Administration (VA) stopped
reimbursing veterans for the costs of transportation to and from the VA medical centers.
The move was made necessary by Congressional budget cuts, and thousands of war
veterans were left stranded and cut off from proper medical care. Many were seeking
treatment for service-connected disabilities. Nearly all of the rest were poor and had no
other health care resources to depend on.

The Need -- Many disabled veterans live on small fixed incomes, often many miles from
the nearest VA medical facility. They must rely on private transportation. Paying their own
travel costs is a tremendous hardship when every dollar is required for shelter and food.

In some instances, veterans have given up trying to seek the medical care they need and
earned. They feel abandoned, left with no choice to suffer in silence.

The DAV Solution -- Immediately upon hearing of the benefit cuts, the Disabled American
Veterans -- the DAV -- began organizing a nationwide Transportation Network. There are
Hospital Service Coordinators (HSCs) covering transportation programs at more than 180
VA medical facilities and Outpatient Clinics. These DAV HSCs assemble corps of
volunteer drivers and match them up with disabled veteran’s hospital transportation
requests, providing half a million rides to veterans annually.

The DAV is providing the VA with a large number of vans for transportation of disabled
veterans. When the need was great, the DAV jumped in and provided a total solution.
We're providing the drivers, we’re providing the vans where needed, and we’re providing
the employees needed to coordinate the program.

The Result -- No individual who has served our country and sacrifices a limb, eyesight or
good health should be denied proper medical care just because he or she can’t reach a
VA facility. No veteran should have to sacrifice food, or money, or be required to cut down
on living expenses. Nor should vets have to neglect their health because they can’t afford
t 0 pay for transportation.

Our Transportation Network is saving thousands of veterans from such sacrifices. It's one
more example of how the DAV responds -- effectively and thoroughly -- when veterans
need help.

You Too Can Help -- If you'd like to be a volunteer driver in our Transportation Network,
or if you need the services of our volunteer drivers, please call your nearest VA medical
facility and ask for the DAV Hospital Services Coordinator

REV. 4/96





Question: Is there any protection for a DAV Department of Veterans Affairs
Voluntary Service (VAVS) volunteer who is involved in an accident and has a claim
filed against him or her?

Answer: The Federal government will protect a VAVS volunteer against liability claims
under a law known as Federal Tort Claims Act (FTCA), provided certain conditions have
been met.

Question: What conditions must be satisfied in order for a VAVS volunteer to be
covered under the provisions of the FTCA?

Answer: The volunteer must be a documented VAVS volunteer. The VA has determined
that VAVS volunteers will be protected as Federal employees under the FTCA as long as
they are performing a specific “VAVS approved assignment.” If a VAVS volunteer were
not performing a specific “VAVS approved assignment,” coverage would not be available
under FTCA.

Question: What is a “VAVS approved assignment?”

Answer: A “VAVS approved assignment” is a VA sanction, VAVS activity authorized by
the Chief of VAVS or by the DAV HSC, who has a without compensation (WOC)
appointment and has been delegated responsibility for this function by the VA.

Question: When would a VAVS volunteer _not be considered to be performing a
“VAVS approved assignment” and, therefore, not protected by the FTCA?

Answer: If it is determined that a VAVS volunteer was not engaged in official government
business at the time of the accident, FTCA coverage will not be available to the VAVS
volunteer.

Question: What are some instances where a VAVS volunteer would not be
protected under the FTCA for a negligent act because he was not acting within the
scope of his “assignment?”

Answer: Ifa VAVS volunteer deviates from the specific “VAVS approved assignment” of
a transportation route to run an errand, makes a side trip to visit someone, engages in any
activity primarily for personal profit, or is driving while impaired by drugs or alcohol, it is
highly unlikely that the FTCA would cover such negligent acts in these or similar situations.

Question: Suppose the VAVS volunteer, while on a “VAVS approved assignment,”
is asked by the veteran to run an errand for the veteran or a member of the
veteran’s family, such as buying groceries or going to the Post Office to pick up
mail?

Answer: If VAVS volunteers do not want to risk losing liability protection under the FTCA,
they should decline to run errands not a part of their “VAVS approved assignment.” Bottom
line- you must not run errands under any circumstance!





Question: In transporting a veteran to and from a VA medical facility, which route
should transportation VAVS volunteer use?

Answer: The VAVS volunteer should take the most direct route, unless the transportation
assignment directs otherwise.

Question: How can VAVS volunteers ensure that the protections provided by the FTCA
will be available to them?

Answer: By following their specific written “VAVS approved assignment” and restricting their
activities to carrying out that assignment.

Question: Should a VAVS volunteer continue to carry personal liability insurance to
cover a situation where the VAVS volunteer might not be given the protection of the
FTCA?

Answer: Yes, itis always a good idea for VAVS volunteers to carry personal liability
insurance to cover all of their personal driving needs, including time spent engaged in DAV
transportation Network activities. This is especially so since the final decision as to whether
the protection of FTCA applies is made by the Department of Justice and the courts.
Volunteers should check with their insurance agent to be certain that adequate coverage will
be provided by their individual insurance policies should the need arise.

Question: Is a VAVS volunteer entitled to compensation in the event of injury of death
while on a “VAVS approved assignment?”

Answer: Under the Federal Employees Compensation Act (FECA), a VAVS volunteer is
entitled to compensation and medical services for personal injury or death incident to the
VAVS volunteer’s assignment. However, the benefits of this Act are only available to VAVS
volunteers who are determined to be on official government business as a VAVS volunteer.

Question: What steps should be taken by a VAVS volunteer if involved in an accident
while on a “VAVS approved assignment?”

Answer: The VAVS volunteer should assist any veteran or other injured party in obtaining any
necessary first aid or medical attention. Also, regardless of who may be at fault, the VAVS
volunteer should promptly notify the DAV Hospital Service Coordinator and appropriate VA
personnel of the accident, furnishing a written report (SF91) to them containing the full details
and circumstances of the accident.

Question: What information or advice should a VAVS volunteer give to any of the
parties involved in any such accident?

Answer: The VSVS volunteer should not give any information except that which may be
required by state law. No legal advice, opinions or any other type of statement should be
given. Otherwise, not only could the legal interests of the VAVS volunteer be seriously
jeopardized, but also those of the VA and the DAV. The volunteer should, however, identify
himself or herself as a VAVS volunteer.
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The DAV Voluntary Transportation Network VVan Rules

Travel benefit restrictions leave many vets with no way to get to Department of Veterans
Affairs (VA) medical facilities for needed treatment

They're men and women who answered our country's call. Many lost limbs, sight,
hearing, or good health. They may live a great distance from a VA hospital. And so
many exist on small fixed incomes, finding the cost of transportation to a VA hospital is
just too high.

They're left with two choices. They could go without the treatment they need, or skimp
on food or other necessities to pay for transportation.

Veterans disabled in our nation's service should never face such dire options. So DAV
and volunteers responded by driving vets to and from VA hospitals and clinics. Other
grateful Americans are helping too.

It's all part of the DAV Transportation Network, administered by DAV Hospital Service
Coordinators (HSCs) at the VA's 172 medical centers. The DAV has also donated vans,
where needed, to make the program work.

All DAV van drivers are volunteers and do not receive payment for the services
they provide.

The VA and the DAV National Headquarters - have established the following
Rules and Requlations:

e The DAV van driver is not to lift or attend medically to any patient

e The DAV van driver is only permitted to stop the van for rest stops and/or
emergencies and to pickup and discharge passengers. Passengers should not
request the driver to make side trips to take care of their personal business.

e Passengers are not permitted to smoke, chew tobacco, drink alcohol, use foul
language or bring weapons, drugs, or any illegal substance on the van. Further,
the van driver may not provide transportation to any veteran who is intoxicated,
abusive or poses a threat to the driver or other passengers on the van.

e Passengers should not engage in any activity that will distract the driver’s
attention.

e Passengers should wear seat belts at all times. Any passenger refusing to
buckle-up will be denied transportation on the van.

e All trash must be placed in the proper trash receptacle

e Individuals other than the veteran will be permitted to ride in the van with the
veteran in only two cases. Any exceptions to this policy must be authorized by
the patients attending physician:

1. A veteran's spouse who has a "Spouse Permission to Travel" slip from the
patients doctor, or

2. A caregiver who is authorized by the VA to provide the veteran with "Aid
and Attendance”

e Patients being discharged or granted passes may be transported on a DAV van
during the van's trip back to its home city only if space is available. The patient
must be ready to leave when the van departs the VA Medical Center.

e Patients should be dressed and ready to leave for the hospital at the time
specified. The driver cannot wait for patients. It is the responsibility of the veteran
or his/her family member to contact the DAV HSC as soon as possible regarding
appointment cancellations or changes






Only articles small enough to be held on the veteran's lap or put under the seat
will be transported in the DAV van.

The driver may refuse to transport any veteran who he feels is too ill to ride the
van, or the driver may request a written statement from a VA physician stating it's
permissible for the veteran to travel.

Patients utilizing the DAV Transportation Network will not be eligible to receive
reimbursement for travel expenses (M-1, Part 1, Chapter 5).





Volunteer Drivers and Vehicle Usage

1. PURPOSE: To establish Network policy governing Volunteer Drivers, the
acceptance and use of donated vehicles, and the management of the Disabled
American Veterans Volunteer Transportation Network (DAV VTN) program.

2. POLICY: VISN 2 recognizes the establishment of a Volunteer Transportation
Network (VTN) to provide needed transportation for Veterans seeking services from a
VA facility and/or an authorized facility. VTN guidelines permit volunteer participation in
providing transportation to Veterans using government-owned vehicles, including
donated vehicles, county vehicles, DAV Department or Chapter vehicles, public
transportation or contracted transportation. VTN provides transportation to VA medical
facilities and offices for Veterans and their caregivers for clinical appointments who
have no other means of transportation. Use of personally owned vehicles (POV) by
volunteers for transporting Veterans is prohibited.

3. RESPONSIBILITIES:

A. The VA Medical Center Director assigns VA Voluntary Service (VAVS) overall
program responsibility. Voluntary Service is responsible for:

1. Requesting driver’s license and completion of Physical Fitness Inquiry for
Motor Vehicle Operators OF 345 (or its equivalent) initially for all VTN drivers and as
required thereafter. Updated documentation will be kept on file in the volunteer’s
personnel file in the Voluntary Service Office.

2. Ensuring that all volunteers are provided with a copy of the VISN 2 VTN
Position Description and the N2 DAV Driver Handbook.

3. Securing identifying apparel with the VAVS logo, through appropriated
funding, and disbursing to all volunteer drivers

B. Safety Officer or other designated Service or Position will ensure:

1. Defensive Driving Training is provided to volunteer drivers at stations where
a trainer is available.

2. All VA owned vehicles utilized in the VTN program adhere to applicable
CARF standards.

C. Employee Health will provide:

1. Physical examinations and/or health screenings for volunteer drivers that
parallel the physical examinations and health screenings required for wage-grade van
drivers.

2. Physical examinations will be accomplished initially for all volunteer drivers,
and re-evaluated as required or if indicated.





4. PROCEDURES:

A. DAV VTN and other volunteer drivers are regularly scheduled volunteers whose
assignment is specifically stated as providing transportation to Veterans in the
community. In most cases government-owned vehicles that have been donated for this
program are utilized for this purpose.

B. DAV VTN and other volunteer Drivers must meet the following criteria:

1. All Drivers must provide proof of safe driving record [Note: other than a safe
driver record may be cause for denial of appointment as a volunteer driver], and a valid
driver’s license. All documentation must be kept in the volunteer’s personnel file in the
Voluntary Service Office. The volunteer must inform the Hospital Service Coordinator
(HSC) and the Voluntary Service Manager of any moving violations, traffic accidents
and/or any other pertinent information throughout the volunteer’s term of service.

2. Sign the waiver of compensation on the Application for Voluntary Service.

3. Receive required employee physicals and health screenings that parallel the
standards of wage-grade van drivers at the local facility.

4. Complete a volunteer orientation with the Volunteer Program Manager, or
designee, including a complete finger printing and background check.

5. Receive all training required by the Voluntary Service, Police Service, and
other departments, as deemed appropriate. Volunteer drivers will attend or view a VA
sponsored Defensive Driving Training/Review annually or provide proof they have
received such training at an alternative location from a certified instructor.

C. Specific assignments may be made to volunteer drivers by the DAV HSC, or
designee, or the Volunteer Program Manager, or designee. VA staff may contact the
DAV HSC Office when transportation is required. Every attempt will be made by the
DAV HSC staff to make the necessary arrangements as soon as possible. At times,
DAV VTN and other volunteer Drivers may not be available and service to the Veteran
will be delayed. In such instances, community-based Veterans who require
transportation assistance may personally contact local DAV chapters for assistance in
making suitable arrangements. Appropriate personnel must submit the names of the
Veterans to the Beneficiary Travel Clerk upon arrival on station. Veterans utilizing the
Volunteer Transportation Network will not be eligible for travel funds.

DAV VTN and other volunteer Drivers are considered “without compensation
employees” within the purview of the Federal Tort Claims Act (FTCA). Therefore, while
they are acting in the scope of their employment, they are afforded the protection of

FTCA. This coverage extends only to the period in which they are performing the
assignment. For this reason, it is highly recommend that DAV VTN drivers obtain and
maintain personal liability and/or automobile insurance. Depending on the individual
policy coverage, should the driver be found “out of scope” in the case of an accident
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that results in a claim of liability and/or personal liability, auto insurance could act as an
extra measure of protection. In the case of an “in scope” accident, the driver is fully
covered under the FTCA. The DAV VTN driver’s Position Description defines “in scope”
authorization. DAV VTN and other volunteer drivers are prohibited from making side
trips while in the performance of their assignment and are expected to take the most
direct route to and from the VA medical facility.

D. DAV VTN and other volunteer Drivers must record their hours on the
assignment sheet or VSS Computer Kiosk. They may record the time from the
beginning of the assignment until completion of the assignment.

E. DAV VTN and other volunteer Drivers must wear their photo ID badge at all
times, and wear their VTN identifying apparel as appropriate to identify themselves as
volunteers for the Volunteer Transportation Network.

F. Vans donated for the purpose of the VTN will not be used for any purpose other
than transporting a patient to a VA approved appointment. The primary purpose of
Veteran transportation will be for medical appointments. Donated vans will not be
utilized by the DAV Hospital Service Coordinator or volunteer drivers to drive from home
to the VA or from VA to home, nor be utilized to transport HSC’s from one worksite to
another while performing HSC duties. Donated vans will not be utilized for fund raising;
parades, or travel to and from conventions/meetings or any other purpose that does not
involve transporting a Veteran to a VA approved appointment. Vans are authorized to
transport Veterans to Stand-Downs where they will receive medical screenings and
services but will not be used to attend planning meetings or transport equipment or
supplies.

G. Vans are authorized to transport a Veteran to the NY Regional Office for a
scheduled appointment.

H. At facilities where local DAV Chapters are active, the Chapter should establish a
process to receive donations toward the purchase of future vans. VAV encourages and
supports fundraising events by Service Organizations as appropriate to support this
program. Vans donated to a specific VA station become the property of that station,
and should not be transferred or utilized by other stations unless permission has been
obtained from donors through Voluntary Service.

I.  Vans may be outplaced from VA Medical Centers to Community Based
Outpatient Clinics (CBOC) or other secured areas such as government agencies.
Vehicles out-placed are intended to increase productivity and efficiency as well as
reduce travel for volunteer drivers. Vans will not be secured overnight at volunteers’
personal residences for morning departures.

5. REFERENCES: VHA Handbook 1620.1, 1620.2, N2 DAV Driver Handbook.

6. RESCISSIONS: Network Memorandum 10N2-149-13, dated July 12, 2015.

7. EOLLOW-UP RESPONSIBILITY: Voluntary Service.

11





8. AUTOMATIC RESCISSION DATE: September 14, 2018.

/[Original Signed//
Darlene A. DeLancey, MS
Interim Network Director

DISTRIBUTION: VISN 2 Medical Centers
VISN 2 Care Line Managers
VISN 2 Web Site

12





DAV VAN OPERATION
COORDINATOR/VOLUNTEER MEMORANDUM OF UNDERSTANDING

DAV drivers/coordinators must adhere to established procedure for operation,
maintenance, control, and accountability in the operation of the DAV donated/VA
owned van for transportation of veterans in association with delivery of medical care at
the Department of Veterans Affairs (VA) Medical Centers. This agreement between the
Disabled American Veterans (DAV) and the VA Medical Center is established to
promote a delineation of responsibility and accountability.

1. The operation of the van shall be governed by VA regulation and applicable
state laws.

2. The van shall be stored in a secure location agreed upon by both parties,
(preferably a local government facility such as a police, fire station, etc.).

3. Vehicles will be operated by certified volunteers under the direction of the
DAV; however, drivers must be physically capable of performing the tasks related to
vehicle operation. A certified driver is a driver who holds a valid state drivers
license and received a physical examination or has been cleared to drive by
Employee Health and has the physical capabilities to operate a vehicle. VA will verify
the existence of valid driver’s license through appropriate law enforcement agencies.

4. Maintenance of the vehicle will be the responsibility of the VA and will be
directed by the Chief Engineering Service, VA Medical Center. Inspections and
maintenance will be under his/her direction and may warrant temporary removal of the
vehicle from service.

5. Credit cards will be provided for minor emergency repairs, fuel, and routine
maintenance. This credit card will be controlled by the Off-Station Transportation
Coordinator and reviewed by his/her immediate supervisor the DAV Hospital Services
Coordinator.

6. Operators and the DAV Transportation Coordinators will be responsible for
maintaining complete trip tickets and detailed logs of vehicle use. Vebhicle logs and
credit purchase records must be submitted promptly on schedule to prevent extra
charges. Operators shall not be required to operate the vehicles for extended periods
of time, generally intermittent operation for an eight-hour period.

7. Replacement of the vehicle, one determined to be “Not Road Worthy” and
“Beyond Economical Repair” by the Chief, Engineering, will be the responsibility and
at the discretion, of the DAV. If the vehicle is judged beyond economical repair or not
road worthy, the DAV shall have the option to have the vehicle transferred to the original
donor.
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Page 2
DAV VAN OPERATION
COORDINATOR/DRIVER MEMORANDUM OF UNDERSTANDING
8. The VA will provide mobile telephone service to the vehicle, which shall be for

official use only.

9. Passengers shall at no time exceed the number of available seats and/or
seatbelts of the vehicle.

10. Off-Stationed vans will be used exclusively to transport patients for medical
center appointments and treatments.

Vehicle will be stored at

when not in use.

| understand the rules discussed in this Memorandum of Understanding and agree to
adhere to them.

Print Volunteer Name Volunteer Signature

Supervisor Signature Date

Off-Station Transportation Coordinator

Hospital Services Coordinator

Voluntary Service Manager /Designee
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Department of Veterans Affairs August 22, 2001
VA Healthcare Network
Upstate New York

VISN 2 VOLUNTEER TRANSPORTATION NETWORK

VOLUNTEER POSITION DESCRIPTION

TRANSPORTATION VOLUNTEER DRIVER

Transportation Volunteer Drivers are regularly scheduled volunteers whose assignment is
specifically stated as providing transportation to veterans in the community. Transportation
Volunteer Drivers will primarily utilize government-owned vehicles, including donated vehicles,
for the purpose of veteran transportation. VTN Guidelines also permit volunteer participation in
providing transportation to veteran using the volunteer’s privately-owned conveyance.
Volunteers utilizing their personal vehicles will provide this service without compensation from
VA, the veteran patient and/or a service organization.

The Transportation VVolunteer Driver is responsible for:

(1) Providing Voluntary Service and DAV with proof of a safe driving record, a valid driver’s
license and current automobile or private insurance if a POV is used, and informing HSC
of any changes related to current automobile or private insurance and safe driving record.

(2) Signing the waiver of compensation on the Application for VVoluntary Service, completing
SF 78 Certification of Medical Exam and SF 93 Report of Medical History, and completing a
volunteer orientation with the VVolunteer Program Manager, or designee.

(3) Receiving required training and as required employee physicals and health screenings that
parallel the standards of wage-grade van drivers at the local facility.

(4) Carrying out the assignment as outlined.

(5) Providing a vehicle in good working condition (with proper vehicle registration and up-to-
date state inspection) when using a personal vehicle to transport VA patients.

(6)Transportation volunteer Drivers are considered “without compensation employees” within
the purview of the Federal Tort Claims Act (FTCA). Therefore, while they are acting in the
scope of their employment, they are afforded the protection of FTCA. This coverage extends
only to the period in which they are performing the assignment. Transportation VVolunteer
Drivers are prohibited from making side trips while in the performance of their assignment and
take the most direct route to and from the VA medical facility. Volunteer drivers will not drive
the van to or from their personal residence to the VA.

(7) The Volunteer Driver may refuse to transport a veteran who is intoxicated, abusive or
who poses a threat to the driver or passengers.
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(8) The Volunteer Driver is not to lift or attend medically to any patient.

(9) The Volunteer driver will report to the HSC (volunteer coordinators) the following:

(@) Name(s) and number of patients transported;

(b) Miles driven;

(c) Volunteer hours; and

(d) Any significant events, i.e., traffic accidents and problems encountered while on duty.
(10) Volunteer driver is responsible for fueling of vehicle at the end of his/her assignment (if
needed) and reporting any mechanical concerns with the vehicle to the HSC on the prepared
Trip Ticket.
(11) Volunteer Drivers will wear their photo ID badge at all times, and wear their VTN

identifying apparel as appropriate to identify themselves as volunteers for the VVolunteer

Transportation Network.

(12) HSC will provide supervision of volunteer drivers in conjunction with VVoluntary Service
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GIFTS AND DONATIONS

Funds donated towards the purchase of new or replacement vans for the DAV VTN
Program are to be sent directly to the local DAV Chapter or through your Hospital
Service Coordinator to: DAV Department of New York Treasurer, 200 Atlantic Avenue,
Lynbrook, NY 11563-3599. DAV Department of New York has an account for each of
the Medical Centers; therefore, please be sure to indicate on the memo line of the
donation check which VAMC (or Clinic) your donation is for. This is a contribution to the
DAV for the purchase of vans.

The Manager, Voluntary Service is responsible for coordinating the acceptance and
acknowledgment of all gifts and donations offered to the Medical Center. These gifts
and donations will be used for the sole purpose of meeting particular needs and
requirements for the welfare and comfort of the patients. Some of the more popular
donated items include magazine subscriptions for the patient library, and personal hygiene
items such as shaving items, deodorant, dental care items, socks, and shampoo.
Additionally donated funds fully support the patient television satellite service and several
other services and activities that enhance and expand federally supported healthcare
service.

Individuals or organizations wishing to make monetary donations to the Medical Center for
the benefit of patients should make checks payable to the VA Medical Center and mail to:

In Syracuse In Buffalo In Albany

Voluntary Service (#135) Voluntary Service (#135) Voluntary Service (#135)
VA Medical Center VA Medical Center VA Medical Center

800 Irving Avenue 3495 Bailey Ave. 113 Holland Ave.
Syracuse, NY 13224 Buffalo, NY 14215 Albany, NY 12208

Or call 315-425-4317 Or call 716-862-8672 Or call 518-626-5506

In Canandaigua In Bath In Batavia

Voluntary Service (#135) Voluntary Service (#135) Volunteer Program Office
VA Medical Center VA Medical Center VA

400 Fort Hill Ave. Argonne Ave. 222 Richmond Avenue
Canandaigua, NY 14424 Bath, NY 14810 Batavia, NY 14020

Or call 585-393-7759 Or call 607-664-4770 Or call 585-344-3330

If uncertain as to what purpose or what account you wish the donation to be applied, prior
contact with the Manager, Voluntary Service will ensure prompt and accurate application
of the monetary donation. Contact Voluntary Service for further information.

All equipment items donated to the Medical Center become the property of the United
States Government. A complete list of routine material donation needs and monetary
donation accounts is available upon request from the Voluntary Service office.

Employees and Volunteers of the Department of Veterans Affairs will not solicit or accept
gifts or donations including tips offered to DAV VTN drivers. Only authorized staff, such as
the Medical Center Director, Voluntary Service Manager or designee can solicit or accept
gifts on behalf of the VA by individuals or organizations. This does not preclude
discussion of appropriateness with an individual offering a gift or donation.
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‘M@ Government Owned Vans ‘@Kﬂhﬁg

Network 2 VAMC's operate a fleet of government owned vans in service to support the
Voluntary Transportation Network. They are easily recognized by their distinctive
markings that both advertise the program and recognize the DAV and other veteran
service organizations that donated them. The vans are stationed at the Medical Center
and at key locations throughout our service area.

Use of
Government
Owned
Vehicles

Only certified volunteer drivers operating under the direction of
the DAV transportation coordinator will operate the vehicles. A
certified driver is a one who holds a valid state drivers license,
and who has passed a physical examination or has been deemed
able to drive by our Employee Health department.

Off-Stationed vans will be stored in agreed upon, secure
locations, (preferably a local government facility such as a police,
fire station, etc.). They will be used exclusively to transport
patients for scheduled medical center appointments and
treatments. Any exceptions to this rule will be rare and must be
directed to the Manager, Voluntary Service for approval.

When transporting veterans, the DAV van driver is only permitted
to stop the van for rest stops and/or emergencies, or to pick up
and discharge passengers at designated pick-up points. NO
SIDE TRIPS OR PERSONAL ERRANDS ARE PERMITTED.

The DAV van is not an emergency vehicle. Should the veteran
require immediate emergency transportation, it is recommended
that he or she contact the medical center.

NOTE: Transportation in the DAV van is offered free of charge to
eligible veterans. The volunteer driver is NOT to accept payment
from any passenger for transportation in the van, unless that
payment is in the form of a voluntary donation to the DAV
Transportation Program. Should a donation be made, the driver
will give the donor a written receipt, and turn over all donations to
the local DAV Coordinator for appropriate action. Any donations
to this program go towards the purchase of new replacement
vans.

Smoking
Policy

Cigarette smoking is STRICTLY PROHIBITED in all government
owned vehicles as well as in all of the buildings of the VA Medical
Center. This regulation applies to employees, volunteers, patients
and visitors. Individuals may smoke ONLY in the designated
outside smoking areas.
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Passenger
Identification
And
Authorization

Each veteran who wishes to utlize the DAV Transportation
Program must provide complete personal identification information
and agree to follow the established rules for that program prior to
his/her acceptance as a passenger. The volunteer driver or
coordinator will gather and record this information on the Passenger
Identification Form. The volunteer will then review the “Passenger
Rules and Regulations” with the veteran, assuring that the
volunteer signs the Patient Identification Form confirming his
understanding, and provide him a written copy of the rules.

Each time a driver transports veterans to the medical center, he/she
will complete a Passenger List or “Expedite” form. This form will be
used to identify and locate patients, expedite their treatment, and
record travel activities.

DAV Van
Emergency
ltems
Checklist

Each of the government owned vans come equipped with supplies
that may be needed in case of an emergency. Every three months,
the van coordinator or his designee should complete a checklist
review to assure that all of the items are available and in working
order. The review will be documented on the “DAV VAN
EMERGENCY ITEMS CHECKLIST” form and submitted to the
HSC or the VAVS Program Assistant

Emergency items in each van include:
Blank Accident Report Forms
Spill Kit
Fire Extinguisher
First Aid Kit
D.O.T. Approved Oxygen Racks and Tie Downs
Cellular Telephone in working order
Copy of DAV Van State Registration
Government Credit Card for fuel purchases
Inflated/inflatable spare tire and working jack
Step-stool to assist entry to and disembarkation from the van

Vehicle
Maintenance
and
Credit Card
Purchases

Maintenance of government-owned vehicles will be the
responsibility of the VA and will be directed by the Manager
Engineering Service, VA Medical Center. Inspections and
maintenance will be under his/her direction and may warrant
temporary removal of the vehicle from service.

Credit cards may be used to pay for minor emergency repairs,
fuel, and routine maintenance that do not exceed $100. This
credit card will be controlled by the Off-Station Transportation
Coordinator and reviewed by the DAV Hospital Services
Coordinator. The local coordinators must contact the VA
supervisor prior to scheduling any vehicle repairs. Credit
purchase receipts must be submitted promptly (daily) to prevent
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extra charges and to facilitate timely recording.

Motor Vehicle
Trip Log
And
Monthly
Coordinator’s
Report

Volunteer drivers and DAV Transportation Coordinators will be
responsible for maintaining complete and detailed logs of vehicle
use. This log enables VA Voluntary Service to keep accurate
records of DAV transportation activities. Additionally, Engineering
Service utilizes the information posted on the form to record
mileage, fuel costs and repairs for each van. Completed Motor
Vehicle Trip Logs must be submitted monthly to the assigned
Coordinator.

The Coordinator will summarize the monthly activities, including
the information on the trip log, and complete a Monthly
Coordinator Report. Both the Motor Vehicle Trip Log and the
Monthly Coordinator Report must be submitted to the DAV
Transportation Office at the VA Medical Center, by the third
working day of month.

Transportation
Requests for

In addition to the medical center, the VAMC operates off station
clinics and treatment centers that are located in the community.

Volunteer drivers may receive requests to take a veteran to one

Community- | of these clinics for a scheduled appointment. Itis not unusual for
Based a driver to deliver a passenger to one of the area clinics prior to
. reporting to the medical center.
VA Clinics
Injury Any accident involving you or a patient must be reported to your VA

Reporting

supervisor immediately. Even when it does not appear an injury
has resulted, a report to your supervisor is important. You will
receive, without cost, emergency treatment for any injury sustained
while working as a volunteer, whether it occurs in a motor vehicle
accident or within the medical center. You are a member of our VA
team and will be treated like an employee who may be injured while
performing assigned duties.

Hazardous
Spills

|
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All staff should know how to protect themselves from hazardous
spills. Such spills may be classified as either a biohazard spill or a
chemical hazard spill. A biohazard spill contains blood in the spilled
liguid. A chemical hazard spill contains a caustic, flammable,
reactive, and/or toxic element in the spill. Spills of this nature must
be isolated to prevent tracking or the spread of the hazard.

Each DAV van has a “Spill Kit” that is to be used to clean a spill and
to isolate any potential hazard. Complete, step-by-step instructions
are included with the kit. Drivers will be instructed on the correct
use of this Kit.

20






Reporting a
Motor Vehicle
Accident or
Patient
Emergency

IN CASE OF AN ACCIDENT/PATIENT EMERGENCY:

1. Stop immediately and take steps to prevent another
accident/emergency at the scene.

2. Call 911 and give the operator your location.

3. Treat any for injured personnel with first aid kit located in the
vehicle.

4. DO NOT sign any paper or make any statement as to who
was at fault (except to your supervisor or to a Federal
Government investigator.)

5. Get name of address of each witness.

6. State your name, address, place of employment, name of
your supervisor, and upon request, show your operator’s permit
and vehicle registration card. (NOTE: Only Government-owned
vehicles registered in the District of Columbia or displaying state
tags have registration cards.)

7. If involved in an accident, complete Standard Form 91, Motor
Vehicle Accident Report at the scene. Make notes of the
following:

a. Registration information for other vehicle(s) (owner’s
name, tag number, state, serial number, and vehicle description);

b. Information on other driver (name, address, operator’s
permit number, and expiration date);

c. Name and address of each person involved and extent
of injury, if any;

d. Name and address of company insuring other
vehicle(s); and

e. General information such as location, time, weather,
damage, measurements, etc.

8. As soon as possible notify your VA supervisor and/or the
supervisor of engineering of all motor vehicle accidents and
patient emergencies. If the vehicle is unsafe to operate, ask the
garage supervisor for further instructions.

9. If you are injured, have your supervisor submit Form CA-1,
Employee’s Notice of Injury or Occupational Disease.

10. Inform all passengers riding the van to notify their doctor(s)
that they were in an accident when they go for their appointment.
In the case of a patient emergency, report the incident to the
clinic area supervisor that was expecting the patient’s arrival.

11. All reports and data must be submitted to your supervisor
within one working day.

NOTE: If you are injured, have the police officer notify your
supervisor, who will assume your obligation for reporting the
accident.
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Passenger ldentification Form
Network 2 VAMC
Run: Driver(s): AM PM Van #: Date:
Patient‘s Name | Last4 | Time | Clinic Phone # Address City
SSN

“Remember”: Your safety and the safety of your passengers depends on you!
“‘Buckle Up” Do it and don’t be sorry later.

NO Stops, Pickups or Passengers unless Authorized in Advance.

Do not take chances on a very expensive FAVOR.

BE PROFESSIONAL, RESPONSIBLE, ALERT, AND RESPECTFUL
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Vovager Fleet Services Card Instructions to Drivers :

Voyager Fleet Services Cards under the GSA SmartPay Contract are assigned to a vehicle.
This card is to be used ONLY for the vehicle to which it is assigned. The license plate number
is printed on the front of the card.

An access code is required for fuel purchases. PIN instructions are located on the Drivers
Guide. You will be prompted to enter a "PIN" number or "Driver ID" on the station's key pad for
electronic point-of-sale purchases. The vehicle's odometer reading at the time of purchase will
also be needed. If the station cannot process the sale electronically, write the access code and
the odometer reading on the ticket.

Stations that accept the Voyager card. Major fuel merchants that accept the Voyager card are
listed on the back of this guide. In addition, there are over 2,300 independent locations that
accept Voyager. In the event the merchant does not accept Voyager, call the number on the
back of the card (1-800-621-3588) to request authorization for fuel and maintenance
purchases less than $100.

Important phone numbers.

Voyager customer service 1-888-785-1732
Unable to process/not a Voyager vendor 1-800-621-3588

STATION ATTENDANT INSTRUCTIONS

1 - To authorize a sale on the Voyager card, follow the instructions sent by the point of sale
network provider.

2 - If a copy of retailer instructions has not been received, attempt to complete the sale
through the electronic point-of-sale equipment. *

3 - Questions? Call Voyager customer service at 1-888-785-1732.

PAY AT THE PUMP INSTRUCTIONS

1 - Note the odometer reading (needed to complete the purchase)

2 - Insert card into island card reader

3 - Enter driver access code and odometer reading into key pad at the prompts
4 - Fuel the vehicle

5 - Verify receipt information

PAY INSIDE INSTRUCTIONS

NOTE ODOMETER READING BEFORE EXITING VEHICLE

FUEL VEHICLE

PRESENT CARD TO ATTENDANT FOR AUTHORIZATION (A signature may be required in
lieu of a PIN used for Pay at the Pump Instructions.)
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Network 2VAMC

Motor Vehicle Trip Log

Day of Week: Date: Vehicle Plate # Van #
Driver(am) Driver(pm)

Start Time: Finish Time: Total Hours:
Start Ending Total

Mileage: Mileage: Mileage:

Number of Patients transported (Count spouse as 1)
1234567891011 12 13 14 15 16 17 18 19 20 21 22 23 24 25

Gas Purchased
Did you refill for the next Driver after you? Yes /No (amountin tank - %, Y2, %, or full)
No. of Gallons : Price per Gallon: $ Total Sale $

(Please turn in receipts at end of shift)

Vehicle Maintenance
Was Vehicle Washed? Was Vehicle Cleaned inside?
Notes:

Vehicle Check List
Prior to daily run, checks that each of the below items are in vehicle or added.

First Aid Kit , Fire Extinguisher , Accident Forms , Qil ,
Transmission Fluid , Washer Fluid , City Director/Map , Vehicle
Log/Record

Please NOTE if you added any oil or fluids:

Vehicle Checks
(Circle with comments, Thank You)

Brakes — (ok/problems) Lights - (ok/problems) Mirrors - (ok/problems)
Tires - (ok/problems) Horn - (ok/problems) Body Damage (Note Below)

Driver’s Comments (i.e. vehicle performance or problems)
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t:4 Microsoft Excel - sample for manual Jﬂﬂ

Mext | Preyious ,,

Prin;...l ﬁetup...l Marginsl PageEreakPregiewl Close | Help |

PLEASE TYPE OR PRINT
DISABLED AMERICAN VETERANS

PO BOX 14381, CINCINNATTI CHIO
PHOME #505-441-7300

YAVS

HOSPITAL SERVICE COORDINATOR REPORT FOR: Mar-01
(SEE REVERSE SIDE FOR INST)

WY
HOSPITAL ASSIGNED TO STATE FACILITY #
HSC, NAME LAST MIDDLE  FIRST S

OFFICIAL V.AM.S. TRANSPORTATION ACTMITY

NAME DAV | DAVA | OTHER | SS.NUMBER | HOURS | MILES | PATIENT
1 K 31 805 47
2 X 14 il 10
3 K 0 0 0
i X 0 0 0
B X 1 309 10

17 X 0 0 0

13 X B0 7 108

TOTALS 115 1542 175
IF THIS SUPPLEMENTAL REPORT IS USED PLEASE FURNISH ALL TOTALS
SIGNED HSC |

Preview: Page 1aof 2 ‘ | |
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MOTOR VEHICLE Please read the | INSTRUCTIONS: Sections | thru IX are filled out by the vehicle operator. Section X, ltems 72
Privacy Act State- | thru 82c ara filed out by the operator's supervisor. Sections X1 thru X1 are filled cut by an
ACCIDENT REPORT ment on Page 3. | accident investigator for bodily injury, fatality, and/or damage exceeding $500.

__SECTION | - FEDERAL YEHICLE DATA

1. CAVER'S HAME (Lasi, hesd, rvchala) o | 2 DANVER'S LICENSE MO I'ST.F;TE.'LIHITII"IDNS 3. MATE OF ACCIDENT

4a. DEPARTMENT/FEDERAL AGENCY FERMANENT OFFICE ADDRESS e 4b. WORK TELEPHONE NUMBER
_ K )

5 TAG OR IDENTIFIGATION NUMOER 6. EST. MEFAIN GOST | 7. YEAR OF VEHIGLE | 6. WAKE 4, MODEL 10, GCAT DELTG UGED

5 | . Oves Tmwe

11. CESCRISE VEHICLE DAMAGE

SECTION Il - OTHER VEHICLE DATA (Use Section Vil If addiforal space is needed.)

12. DRIVER'S MAME (Last, first, mmiccie) 13. DAIVER'S LICEMSE NUMBER/STATE/LIMITATIONS
14a, DRIVERS WORK ADDRESS - 140, WORK TELEPHONE NUMBER
R . { }
15a. DRIVER'S HOME ADDRESS 150, HOME TELEPHOME NUMBER
_ [ }
16. DESCRIBE VEHICLE DAMAGE 17. ESTIMATED REPAIR COST
S S $
16, YEAR OF VEHICLE | 18. MAKE OF VEHICLE ["20. MCOEL OF WEHIGLE 21. TAG NUMBER AND STATE
22, DRIVER'S INSURANCE COMPANY NAME AND ADDRESS 226, POLICY HUMEBER

220, TELEPHONE NUMBER

{ )

23, VEHICLE 15 2da, OWNERS WAME|S) [Last, first, middia) 24h. TELEFHOME MUMBER
CO-OWMED AENTAL | i
LEASED PRIVATELY OWHED | i )
s - 1 —a

5. OWNER'S ADDRESS(ES)

SECTION Il - KILLED OR INJURED [Use Section VIl if additional space is needed.)

6. NAME (Last, first, micidin) 27.EEX | 28, DATE OF BIRTH
29, ADDRESS N
[ 30, MARK 3" IN TWO APPROPRIATE BOXES 31, 1N WHICH VEHICLE | 2. LOCATION IN VEHICLE 33 FIRST AID GIVEM BY
A |
[Jruien | []orven FASSENGER | FED
[ muvren | [ ] vevrem || PEDESTRIAN | OTHEA (2)
3. TRANSFORTED BY 15, TRANSPORTED TQ
36 MAME (Last, first. miachie) o N 37, SEX | 8. DATE OF BIATH
‘@ pORESS
30, WATIR H- I TWS ATTTIOPAIATE BOXEE 41, 1N WHICH VEHICLE | 42 LOCATION 1N VEHICLE 43. FIRAT AID GIVEN BY

[Jwuen |[]Jomven [ | passencer [ | Feo
[]moueen | [ Hereer | | pecestamn | [ | omER@
| 44 TRANSFORTED BY R 45, TRANSPORTED TO

& NAME OF STREET GA HII.-;H-IH.I'I'A'T " T DIHECTIDFiDFP-EI)EEIHLM;Wmmm NE comer, afc.)
FECM T

46. Pedes- | ¢ DESCRIBE WHAT PEDESTRIAN WAS DOING AT TIME OF ACCIDENT (Crosging infavsection with signal, agans! signal, dagonay, in reasway playing, walking,

trian hiichfwking, eic |
HEM T540-00-634-4041 B1-109 STANDARD FORM 81 PAGE 1 (REV. 2-2
Prewigus @diion not usabla Prescribed by GSA - FPMA 101-38.6 " .
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SECTION IV - ACCIDENT TIME AND LOCATION (Uise Saction VIl if ackditional space is needed.)

47. DATE OF ACCIDENT

FOSAIRNTIAL QpEn coualTy, 81 ) Fowed

25, TIME OF ACCIDENT !

AM
P

|-ﬂ PLACE OF ACCIDENT ¢Srraef scharees, city. slafe, ITF Coda; Wearmsat landmark, Diatance naans! inlarsection; i o lncaliy findusiia), businass,

BO. INDICATE ON THIS DLA-GHAH HOW THE ACCIDENT HAFPENED

Use one of Mese oufings io sheich the
soans. Wrile 0 sireel or Rfwdy Aadios
o rurmbans.

amd ghow u'u'ncua.n of fraval with amow.

> G e
. Lis solid lire 10 ghow path
bistare socident

el

A prclesn i aller

B0 BECHRNT  mwmmmmm E>

. Show padesirian by _';..O

o Show ralroad by

n

@ Place armow in
i civche 1o
indicale MORTH

i
[
|
————I—.—.——
|
|
[
|
|
|
|
|
[
|
|
|
|
|
|
|
y

..... 51. POINT OF IMPACT

(Chack one for
aach vehicka)
FED| 2 AREA
| a FRDET
b, R Fm‘
N LT Teurmonr
\ o, REAR
| o B OEAR
1, L REAR
g R SIDE
hLSDE

g2 DESCRIBEWTHEPPENEDMNMH'FM' 2% oW mmmw

wealher congilians, dmver sy, congiion of

e, |, A anuar goefions (making L-um, paseiog. cinpeed b edle, ehe |

i (wavming ght, sfop signa, mjmumnnfl#uf

af tha wehicias, road congiboans,
, dusk, gt dawn, atifical ipht

SECTION V - WITNESS/PASSENGER (Witness must il put SF 34, Stalement of Witness) (Continug in Section VL)

[ 50, HARIC (Last. i, miciie)

£, WO TELEPHOHE NUMBER
L

55, HOME TELEPHONE NUMBER
[

| 56 BUSMESZ ADDFESS

58, MAME (Laar, firsf, midde)

61, BUSINESS ADDRESS

|

E7. HOME ADDRESS

58, WORS TELEFHONE NUMBER

0. HOME TELEPHOME NUMBER
! }

[
E2. HUME ADDRESS

SECTION ¥I - PROPERTY DAMAGE (Use Section VIll if additional space is needed. )

Bla HAME OF DWHER

i ]

&3k, OFFICE TELEPHONE MUMEBER

&3z, HOME TELEPHONE NUMBER
i i

Ead. BUSINESS ADDRESS

Bda. NAME OF IMSURAMNCE COMPENY

&5, [TEM DAMAGED

66, LOGATION OF DAMAGED TEM

&30, HOME ADDRESE

| 6ab TELEFHOME NUMBER
[ )

f4g. POLICY NUMBER
{ )

67, ESTIMATED COST
§

SECTION Vil - POLICE INFORMATION

688, MAME OF FOLIGE OFFICER

EBb. BADGE MUMBER

69, PRECINCT OR HEADOUARTERS

Bic. TELEPHONE NUMBER

704, PERSON CHARGED WITH AGGIDENT

Tk VICLATIONS)

STANDARD FORM 81 PAGE 2 (REV. 2-a:
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