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POLICY

UCAN Head Start will monitor required tasks and responsibilities to ensure that they are completed within timelines and according to guidelines provided in Head Start Performance Standards, other federal and state regulations, and UCAN Head Start policies and procedures.
PROCEDURE
· Bus Drivers driving skills will be evaluated twice a year by the Transportation Services Manager (TSM) using onboard observation, route shadowing or a combination of both.  

· Fall- Short ride along (no written evaluation unless training is needed)

· Spring- Entire day ride along (written evaluation)

· Bus drivers will receive an annual evaluation on their anniversary date; six months for new employees and annually thereafter.

· The Transportation Services Manager will send a monthly transportation report to the Child Services Division Director.

· The TSM will provide required Bus training to Bus Drivers, Bus Classroom Assistants–Teacher Assistants (BCA-TA), and other Head Start staff during pre-service and ongoing as needed.
· TSM will review all route request changes to ensure safety and feasibility.  

· TSM will review monthly the Transportation Reports in the child database system to ensure accuracy and thoroughness of files.

· TSM oversees all transportation related documents in children’s files; including but not limited to PU & DO points, emergency contacts, routes, bus driver and BCA information.  

· The TSM will meet with transportation staff on a monthly basis at regional trainings to discuss current issues or needs. 

· The TSM will monitor and approve transportation employees twice per month using the online timekeeping system.
· TSM will use the agencies vehicle ASSET tracking software to monitor all routes, pick-up and drop-off times and bus driver speed compliance. 

· TSM is responsible for monitoring the maintenance of files containing, pre-trips, fuel logs, ODE trainings. 

· TSM is responsible for monitoring and approving purchases made related to the Transportation budget.

· TSM monitors all vehicle annual inspections reports, ODE Bus reports, and bus and vehicle Preventative Maintenance schedules.
· The TSM will order DMV driving records using the DMV Automated Reporting System (ARS) for Bus and Type 10 Drivers by September 1st, annually.

· The TSM will monitor all reports sent from the DMV ARS system to ensure accuracy. The TSM will share the information with the staff’s supervisor and the Child Services Division Director. If corrective action is thought to be needed the TSM will send the information onto the Human Resources Manager for input.
This policy complies with Head Start Performance Standards 1304.51 (h) (2) pg.186 and 1304.51 (i) (2) pg. 188
§ 1304.51 Management systems and procedures.

