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POLICY

UCAN Head Start’s Transportation Department will ensure that accident and incident reports are made within a timely manner. 

PROCEDURE
According to Oregon Administration Rules (OAR) 881.720 and 581-53-015 (7), drivers shall report to their employer within 10 days any conviction for driving or criminal offenses as specified in OAR 581-053-0006(8) or any involvement in an accident as defined in OAR581-053-0006(8)(i).

· The 10 day time limit only refers to accidents or convictions in vehicles other than a pupil transporting vehicle.

· All drivers are flagged by the Department of Motor Vehicles and the Transportation Services Manager (TSM) is notified of any conviction

· All citations incurred by Head Start transportation staff in the operation of buses or private vehicles must be reported to the TSM. 

· Failure to report could result in disciplinary action which may include and/or lead up to suspension or termination.

· All Traffic violations will be paid by the driver.
· All accidents involving Head Start pupil transporting vehicles shall be reported immediately.  

· If necessary call 911 first, and then call the TSM.  Otherwise, contact the TSM immediately.

· If unable to reach the TSM, contact the Program Operations Manager or Program Director

· Failure to report could result in disciplinary action which may include and/or lead up to suspension or termination.
Complete written reports of accidents involving the pupil transporting vehicle to the Oregon Department of Education.  Reports shall be mailed within 72 hours of the accident.  Drivers shall use forms provided or approved by the Oregon Department of Education. An accident is defined as an occurrence which results in any of the following:

· An injury requiring medical or dental treatment

· Any damage to property other than the pupil transporting vehicle

· Damage to the pupil transporting vehicle in excess of $500.

· Make other reports as required by local district, the Oregon Department of Education and the Motor Vehicles Division.

This policy complies with Head Start Performance Standard 1310.10 (f). §1310.10 General.

