Vehicle and Transportation Policies 

Safety Check

A designated driver is responsible for the safety of his vehicle and the passengers.  You are required to perform the basic safety check any time you transport campers, and prior to loading any campers.  This includes those items designated in the CDL federal standards.  I.e.: Test brakes, steering, examine lights, wipers, mirrors, horn, tires, and operating condition of doors, and other necessary hardware.  
You must perform the routine maintenance check on vans (oil, water, gas, fluids) before leaving on a trip that is off camp property or at least once at the beginning of each day if you are the primary driver of this vehicle.  Your signature in the on-board log indicates legally and to the camp that not only have you driven the vehicle, but before taking it out, you performed the required checks.  If you find a defect, report it to the camp director and indicate it in the log.  The director will decide if it is safe to operate for the moment, and arrange for repairs, and or a swap of vehicles if not.

If for any reason you are still dissatisfied with the safety systems of the vehicle, you are to report the concerns to the Executive Director before your scheduled departure.

Maintenance and Damage Problems

Any routine maintenance problems, failures, small accidents, body damage, or concerns, that occur while you are out, or that do should cause the vehicle not to be operated by the next driver, should be noted in the log, and the director should be informed orally, immediately upon your return.  Reporting damage helps us keep the vehicle safe.
Specific Policies For Camp Drivers Using Camp Vehicles

Who May Drive

Only persons over age 21, with the specific knowledge and approval of the Executive Director are permitted to drive any vehicles on or off camp property with campers on board.  You must be age 18 to drive service vehicles on the property, with no campers aboard. To operate vans with capacity of more than 6 passengers, you are required to have a CDL license, endorsed for school bus 1 or 2, commercial bus, chauffeur CDL, or the equivalent from another jurisdiction.

All drivers must submit originals of their driver’s licenses to make copies we will submit to our insurance company for a DMV safety background check at least 7 days prior to operating a camp vehicle or transporting a camper.  No person who has ever had his license suspended, revoked, or has been charged with DUI, or a vehicular felony shall be permitted to drive camp vehicles or transport campers under any circumstances.

All new drivers operating a van for the first time, shall be given an orientation and check-out drive by one of the professional staff, all of whom have bus licenses. Only upon successful completion of this orientation and check-out may a staff member be permitted to transport campers in a van. It is a requirement of the director to log when this training was carried out, make suitable notes, and keep it as a written record.

TRAINING FOR DRIVERS

Prior to operating any camp vehicles, properly licensed drivers will be required to complete a behind-the-wheel training session with either the Camp Director or Operations Director.  The training will include but will not be limited to:

· backing up
· loading and unloading passengers
· dealing with vehicular breakdowns
· handling camper behavior

· location of campers during refueling

· checking vehicle prior to use

· evacuation procedures – if buses are used
If you are on the road and have a break down or a mechanical malfunction - call camp at the nearest phone using the emergency number. We will give you instructions and arrange pick-ups and if needed, a wrecker to secure the camp vehicle.   If you break down on the highway or in a dangerous location, allow the state police to arrange a safe tow to a nearby service facility and then call the camp immediately. If you have a group of kids with you, generally the police will place a call right from the cruiser or through dispatch for you, to us.

SUPERVISION RATIOS

As the camp only uses 15 passenger vans, each trip shall always be accompanied by two adult staff members.  One will be required to be a licensed CDL Driver with passenger endorsement.  The other will be responsible for attendance - loading - unloading and engaging the children during the trip.  
Minimum staff ratio in a van will be 2 staff members to 13 passengers.  The staff should also be prepared with activities to engage the children during the trip.  Activities should be age appropriate to the age, mental ability, and physical condition of the campers.  Any trip exceeding 2 hours in distance from camp shall require the trip supervisor to obtain copies of health records of participants including permission to treat forms.  One person on all trips should have at minimum a first aid certification.

Communications

In our area, there are numerous sources of available pay phones to call camp in the event of trouble. Always, if in doubt, call. Drivers should carry enough change to make or initiate several reverse charge calls. Those leading trips more then an hour from camp should carry both service station charge cards (3 different brands) and a telephone charge credit card for emergency use. In some instances, for longer trips, you will be provided in advance with a camp cell phone and directions on how to use it.

In the event of a traumatic of serious accident or situation, call 911 first.   In the event of an ill or minorly injured camper, or minor “fender benders," call the camp and speak to the Director first, for specific instructions.  These will vary depending on where you are, and the circumstances.

Vehicle Supervision

No trip vehicle will ever leave camp with less then two staff members on board. At least one staff member shall always be trained in First Aid, CPR and handling of accidents involving blood born pathogens.  One person shall always have telephone instructions for reaching camp and will be a camp staff member trained in supervising campers, managing behavior, and enforcing safety rules. In the event the school bus is used, 

at least three staff members in addition to the driver must be on board, and one of those persons shall provide directions, orientation and explanation of emergency evacuation to the passengers.  The only exception to the above rules is that the camp nurse or assistant director may transport one or two campers maximum, to the doctors or the ER, using a van or the camp station wagon.

In the event of distracting camper misbehavior, the second and subsequent staff members should immediately handle the situation so the driver is not distracted. If the distraction becomes acute the driver should pull the vehicle off the road safely, and shut it down until the matter has been adequately handled.

Hitch Hikers and Persons Not Enrolled In Camp Or On Staff

Hitch hikers -  No. No. Never.  Friends and guests - only under very special circumstances and only with the express permission of the Executive Director.

Accounting For Campers

All trips, vehicular or not, require that the trip leader leave a roster of participants in the possession of the Program Director at the Program Office along with a schedule and itinerary. Trips longer the 8 hours will require special arrangements through the nurse to send along any needed medication.  A second roster will be carried on the vehicle by the trip leader. 

At the start of each trip, and every stop along the way, and anytime before pulling out and leaving, coming or going, the trip leader shall take a head count of persons on the vehicle, including driver, and match that to the starting count. Further, the leader shall call role and match all names with the starting roster. To insure no errors, both a number count and a name call must be carried out.

Whoops

In the event you leave a destination and later discover you are short a camper, proceed back to get the camper, or to the nearest telephone, whichever is closer.  If the camper is easily picked up and only a short time has elapsed, and no calls have been placed to any third parties. Return to camp, and report the incident to the Camp Director.   If you are closer to a phone, call camp on the emergency number and report the matter right away.  We will either direct you to return and get the camper, and will call ahead to the location to reassure them, or we will direct you to return and will dispatch a car from camp. Always, if the camper is in a location near a phone, we will try to contact that location to reassure them and arrange for the camper’s safety.  If the camper has already called home or 911, we will have to deal with it.  More likely, they will be trying to call camp, and having coordinated information and communication is essential.

Loading, Accounting For, and Unloading Campers

Loading and unloading shall only be done in the camp, at one of the designated vehicle parking spaces, and not just anywhere in the lot or driveway.  When doing so, the vehicle shall be parked, with parking brake on, and transmission in “park."  Do not load or unload on a hill or on a roadside at any time, what-so-ever.  Our bus designation does not permit roadside exchanges of passengers.  If the engine is running when loading and unloading, the driver must be seated in the driver's seat, with flasher lights showing.  When the engine is off, or the driver leaves his/her seat, keys must be removed so a camper may not accidentally release the safety locks or brakes.

Before departing or returning, both of the 2 required staff persons on a van (1 in a car with 2 campers or less) must count heads and confirm the counts with each other and do the required role call.

Backing up should always be done before discharging passengers, rather then after, or when loading.  Therefore, always return or park your van when coming in, in a position so that you can move immediately forward later after taking passengers back on.  Always park in designated locations and specifically assigned parking spaces for select camp vehicles.  When backing up when children might be present (i.e. trip site, picking up kids, moving in camp) always have the second staff person step out to watch the rear of the vehicle to insure it is safe and no one is in back of you.

When done with a vehicle, remember to return keys right away to the office, close all windows, sign the log, and clean all garbage and debris out of the vehicle immediately.  Do not leave a dirty vehicle with the idea ... I will get it after supper.  That is unacceptable. Never, ever leave the keys in it. Do not leave the keys in your pocket. If you forget them (which happens twice a day here) it will mess up someone else’s schedule.

Critical Checklist On Leaving A Van After Using

1. Windows must all be closed!  This is important -or they take on rain water and/or tons of dust.

2. All camper clothing must be removed.  Leave no lost and found ever when you park a van.

3. Go through the van for any litter.  Never leave any!  If the campers do not cooperate - it is your job.

4. Hitch bars and balls should be removed and placed in the back.  Never leave them on unless you are actually towing a trailer.  They should not be on when operating the van without a trailer.

5. Fill out the log.

6. Return the keys to the office.

7. Fix minor details such as loose seat belts, hanging gaskets, loose door panels etc.

8. Report any problems what-so-ever to the directors - immediately so they can be dealt with and fixed.   

Refueling

Always use Sunoco as the first choice, Gulf second and Exxon if Sunoco is not open.  Return cards and receipts to the Camp Director.   Ask for cards on local runs when you might need to refuel. On trips beyond the local area, always take charge card set with you. 
When possible, refuel when the van is empty of campers.  However, it is often a problem, being more dangerous to have children running around a gas station with speeding cars present.  So, at the driver’s discretion, campers may stay aboard, but the engine must be turned off, and the electrical systems turned off also. In general, try to avoid having campers use the rest rooms at a gas station unless it is an emergency or a drive greater than 2 hours.

What Vehicle Is Acceptable

We do not permit transport of campers in private vehicles except in a dire medical emergency.

We never permit campers to ride in any maintenance vehicle or on any tractor, or in any trailer. We never permit anyone to ride on trailers, in the back of a pick-up truck, or in the maintenance vans, on the floor where seats are not available.

When transporting one or two campers or staff, such as to the bus stop, doctor or pharmacy, the red staff vehicles are to be used, except in an emergency and when directed otherwise.

For daily trip use, the director shall designate which vehicle to use for which trip.  In general, the newer vans are reserved for long trips such as Adventure Bound and airport runs.  In general, we always use the oldest available van first for local camp and OLS trips.

Drills and Practice

All new groups using a school bus or van should practice an emergency evacuation. Suitable time to evacuate the vans is 15 seconds.  To evacuate the bus - 35 seconds.  Note of these drills should be made in the vehicle log.

Seat Belts

Seat belts are required in all camp vehicles built since 1993 laws phased in.  Whenever available, they should be worn. It is up to the staff person on board and driver to enforce this.  It is up to the driver to check the belts and make sure they are all untangled, unstuck from under seats, and operational prior to each trip.  It is up to the drivers also to immediately report to the director any non-functional seatbelt which cannot be easily fixed or made operational and must therefore be replaced. 

Traveling Together

When two or more camp vehicles are going to the same destination, they shall always travel together, in case one needs assistance.  Generally, the older vehicle and/or senior staff member shall ride in/drive the lead vehicle.

Vehicle Equipment

The vans must carry:

· Fire extinguisher, first aid kit, reflectors, paperwork, spare tire, jack and wrench, log.
The Camp Station Wagon must carry:

· In addition to the above, jumper cables, tow rope, emergency telephone.

Mechanical

The camp director is the vehicle maintenance coordinator and keeps records of all receipts in the book keeping office. All vehicles receive complete total maintenance each spring before being placed “on the road” including an extensive safety check at the local  Garage and a State Inspection. Since only the wagon travels more then 9000 miles a year, this arbitrary maintenance schedule is actually excessive on the side of safety.  All repairs or reports of trouble with a vehicle are checked out immediately by the director then if need be, the vehicle is sent to the Garage for prompt repair or to be checked out in closer detail by a professional mechanic.  We never postpone a repair when trouble is reported.

Special Operating Instructions

Electronics:

At no time should a driver be operating a radio or telephone while the vehicle is moving.  If you must do so, park first.  In general on short trips, radios should not be used.  Further, the use of cassettes or CDs in camp vehicles creates a distraction to the driver and therefore are not permitted on trips less than 50 miles.  Campers with their own units must use headphones as the loud music distracts the driver, prevents him/her from hearing dangerous noises from potential vehicle failure, horns from others or warnings cry’s. 

Hills

Millbrook hill should always be pulled in 2nd or low range.  This includes going up and down.  At the top, before going down, slow down before reaching the incline to downshift.  Whenever going down with a trailer and passengers, further, you should reduce the lowest or 1st gear, at least until reaching the bottom.  Do not create a situation where you are riding the brake, down hill, as they can and have failed on this hill.

Speed Limits

Speed limits for vans with children are as follows, no matter what the public limit is:  Highway, 4 lanes:  50mph.  
Secondary Roads:  35mph.  
Millbrook Hill and Old Mine Road:  25mph.  
Down on Millbrook Hill:  20mph.

Trailers

Trailers may only be pulled with the three vans, and must be one of our approved trailers. Make sure you have the right ball and hitch - check for excessive play (1 7/8” vs. 2” balls). Make sure you hook up two break away chains or cables, the light cables, and in the event of the black van trailer, the brake cable. Then, just like with your vehicles, check the tires, lights, and every load tie down on board. P.S. is the license plate still there?

Accidents 

Minor - use the breakdown procedure above, get all information from the other driver (license, name, address, insurance company and #, etc.) plus make detailed notes of your own on what happened.  Call a policeman.  Report the accident to the Director immediately upon your return to camp or if the vehicle is inoperable or unsafe to drive. We will send help right away and will give you instructions.  At the scene make no statements of any kind about circumstances of the accident, or anything else, even to police - other than “he hit me” and the information about your license, registration, and insurance.

Major - (Vehicle needs to be towed, campers, etc. may be injured.)  Remove everyone from the vehicle if there is danger of oncoming traffic, fire, or explosion.  Get them a safe distance away and a safe distance away from the road. If this is not a factor, leave only the injured in place until help arrives.  Ask a passing motorist to call police, and if needed ask them to specify if there are injuries or fire.  Place reflectors or marker flares and dispatch the second staff person to call the Camp Director or get help if no passing motorist comes along to help right away.  Administer emergency first-aid if needed.  If you are close to camp, camp help will arrive in less than five minutes to take over with the accident scene management.  If you are a distance from camp, keep the group together, either at the police station, or if someone is injured at the hospital.  Do not split up.  Make sure you notify the camp of where you are going.  Keep the campers calm, do not panic, do not frighten them, and make no statements whatsoever to anyone at the scene other than giving them license, insurance, and registration data.  If the police ask questions, decline comment until the director or legal assistance arrives.  The police will handle towing arrangements.

In the event of an accident, the camp will notify parents of all campers and staff involved in a timely manner, from camp.  Camp will also FAX to the hospital copies of medical forms and “permission to treat” for any campers possibly injured, and will dispatch a staff member direct to meet you at the hospital with the originals.  Medical forms are always on file at camp - are never taken on day trips or local camping, hiking and canoe trips. We can get them to the hospital quicker and easier then you can.

Reminders...

Before Starting Out

1.  Is the list of people who are going with you properly on file?
2.  Is the Camp Director aware you are leaving and aware of your travel plan and your return time?
3.  Do you have your license, first-aid kit, vehicle registration, and money in case you need to call camp?  Do you have a camp gasoline charge card?

4.  Have you entered the starting information into the vehicle log?

5.  Have you made an initial safety inspection of the vehicle including:


a.  tires, thread, and pressure?


b.  lights - Do they all work well, signals, stop lights, and tails also?


c.  wipers and horn?


d.  All doors and seat belts functioning properly?


e.  Are the oil and water levels up to proper levels.

When on the road - the common sense safety rules:

1.  All the children must be seated and must wear seat belts where available.

2.  A second staff person must be along on any trip of more than two campers or further than five miles from camp.  That person enforces discipline.

3.  There should be no horseplay or obnoxious noise of any kind in the vehicle. Campers may not stand up.

4.  On trips over an hour, there should be a rest stop planned every hour.

5.  In the event of a break down, pull to the side of the road, put emergency flashers on, put out a reflector or marker, and remove children quickly from vehicle to position them well clear of the road and of the vehicle should it be struck by oncoming traffic.  Call camp at once, and the Executive Director will send a vehicle to pick you and the kids up, and will give you instructions on the procedure chosen to repair or tow the vehicle. If you are on a local road, chances are a neighbor will stop and help or you can walk to a nearby house. If you are on the highway, wait for a trooper. Never leave campers alone, but always with at least one staff member. Do not have campers walk along the side of the road except in extreme circumstances.

When you return

1.  Make closing log entries for the vehicle.  Check and note any new damage or mechanical problems.

2.  Park the vehicle in its designated parking spot and lock it.

3.  Make sure all garbage and debris are cleared.  Leave it clean!

4.  Return the keys to the office and notify them you have returned.

5.  Report ASAP to the Camp Director on duty and notify him/her of 


a.  mechanical problems


b.  safety problems


c.  any new damage to the vehicle


d.  any events, problems or incidents on the trip.

6.  Do not return a vehicle to camp with less then half a tank of gas and then leave it for someone else.

15 Passenger Vans - A special Word

The DOT has recently determined that 15 passenger vans have a greater likelihood of flipping over in an accident or in a sudden defensive maneuver than vehicles you may be used to.  It is therefore critical that anyone operating one or our vans have at least 3 years driving experience, training and orientation on this type of vehicle, and be aware of the greater sensitivity in handling that they exhibit under stressful maneuvering.

