
TRAINING PLAN

Training, new hire and ongoing, is of paramount importance to any transportation agency.  The majority of employees in a transportation agency are classified as safety-sensitive, and if the organization does not have a structured and formalized training program for both new employees and veterans, including documentation, the agency risks serious repercussions in the event of any accident or litigation.  Additionally, transportation is a service and the most important resource you have is your front-line employees, who may be the only impression of the quality of your agency from the customers’ viewpoint.  Training reinforces that the job that front-line employees are engaged in is an important and responsible function of the agency.

Training:

· Is an investment in people 

· Is an acknowledgement of your employees’ safety-sensitive and customer service responsibilities

· Provides an opportunity to review and discuss responsibilities

· Provides an opportunity to disseminate and get feedback on agency (company) policies on transporting passengers

· May create greater partnership among operators, dispatchers, management and other employees.  The most important element in partnership is trust.

· Provides a structure to answer questions drivers may have and to clarify any misconceptions that may exist.

· Helps employees hone their skills in passenger assistance and passenger relations.

· Allows employees the opportunity to share their experience with others.  In general, people want to share what they have to offer - all you need to do is create a safe environment for that sharing to take place.

· Provide the organization an opportunity to assess if the employee is a good fit for filling a particular position within the agency.

Transportation systems should formulate a training and development plan that meets the needs of their operating situation.  Training plans should be formalized with written curriculum.  Training should be documented in a way that clearly demonstrates the employee has been successfully trained to a level of proficiency.  All training should consider such matters as job duties and responsibilities, safety and security issues, customer service, types of equipment to be operated, etc.

The steps to developing and implementing a quality training program are:

· Evaluate the training needs of your system and each position.

· Outline a job specific training plan.

· Assess your training staff and resources available, including any current training being provided.

· Write a curriculum including goals, objectives, and competency testing and needed resources.

· Implement the training.

· Document all training.

· Reevaluate and revise training.  Portions may fall under the responsibility of the agency’s Safety and Security Committee.

Suggested Operator New-hire Training
While every transportation system is unique, recommended new-hire operator training should include a combination of both classroom and on-board training.  The following is recommended classroom training for the first 5 days or 40 hours:

Day 1 – Organization and agency orientation

Day 2 – Vehicle orientation and defensive driver training

Day 3 – Passenger sensitivity and assistance training

Day 4 – System safety, emergencies and evacuation

Day 5 – Internal and external customer service and driver wellness

The following is an example of a 40-hour curriculum including resources necessary to complete the training:
DAY 1                                                                



           

	1st Day - Morning
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Company Overview
	2 hrs.
	
	
	

	Human Resources
	1 hr.
	
	
	

	Drug & Alcohol Policy
	1 hr.
	
	
	Buckley-“Driver Alert”

	1st Day - Afternoon
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Driver Handbook and Performance Code
	1 ½ hr.
	
	
	

	Pre-trip Process

Introduction to Vehicles

Parking Lot Practice 
	2 hrs.


	
	
	Forms


DAY 2

	2nd Day - Morning
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Coaching the Transit Coach Operator
	4 hrs.
	
	
	National Safety Council Video

	2nd Day – Afternoon
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Seat Belt Use
	1 hr.
	
	
	“Room to Live” Video

	Rollover
	½ hr.
	
	
	“60 Minutes – 15 Passenger Van Rollover” Video

	Railroad Crossing
	½ hr.
	
	
	School Bus Video

	Post Accident
	½ hr.
	
	
	

	On-board Practice
	2 hr.
	
	
	


DAY 3

	3rd Day - Morning
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Overview of ADA
	1 hr.
	
	
	“Nobody’s Burning Wheelchairs” Video

	Assisting Frail Elderly

Hidden Disabilities

Visual Disabilities
	3 hrs.
	
	
	Hiram G. Andrews Videos

Blindfolds

Forms

	3rd Day – Afternoon
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Wheelchair Handling

Lift Awareness

Proper Securement                    
	4 hr.
	
	
	Sure-lok Video


DAY 4
	4th Day - Morning
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Bloodborne Pathogens
	1 hr.
	
	
	Spill Kits/“Your Ticket to Safety” Video

	Handling Ill Passengers
	1 hr.
	
	
	Forms

	Fire Extinguishers
	1 hr.
	Local Fire Company
	
	

	4th Day - Afternoon
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Emergency Procedures

Web Cutters/ Blanket Drag

Evacuation
	4 hrs.
	
	
	NJ Evacuation Video


DAY 5
	5th Day - Morning
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Customer Service

Diversity Awareness

Sexual Harassment

Driver Stress Management
	4 hrs
	
	
	Dazzling Video

Sexual Harassment

Randy Pine Video

“Conflict Avoidance”

	5th Day – Afternoon
	TIME
	LEAD
	ASSISTED BY
	AUDIO/VISUAL

	Review Pre-trip
	½ hr.
	
	
	Forms

	On-board Training
	3 hrs.
	
	
	

	On-board Evaluation
	½ hr.
	
	
	Forms
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Upon successful completion of the classroom training, the new operator needs to spend significant time being on-board observing veteran drivers and driving, themselves, while being monitored by veteran drivers.  During this process, the agency should provide coaching that will both build skills and increase confidence.  The period of time that this will take will vary dramatically from agency to agency based on the new-hire’s previous passenger transport experience, type of vehicles the agency operates and complexity of routes and services.  Upon completion of the on-board training, the new hire should be evaluated and competency documented by a qualified supervisor.

On-going Training

All employees should receive on-going training.  The training should be specific to their functions within the agency and include overall organizational development training.  As in new-hire training, the need to document is necessary.  A sample of on-going operator training would include a minimum of:

Annually

· System safety, including evacuation

· Agency policies and procedures

· Any new rules and regulations

Bi-annually

· Defensive driving

· Passenger safety and sensitivity, i.e., the CTAA PASS program

· Security awareness

· First aid and CPR

Tri-annually

· Assisting passengers who use wheelchairs
· Wheelchair lift safety
· Wheelchair securement
· Bloodborne pathogen awareness
· Diversity awareness
· Sexual harassment training
· Drug and alcohol policy
Documentation

If an accident or serious incident occurred tomorrow, could you defend and show that your employees were properly hired, trained and fit for duty?  Could you produce the necessary documentation that would support you in a court of law and allow you to defend the agency’s procedures and training policies?  In the event of a fatal accident, it is quite possible that the National Transportation Safety Board will become involved in the investigation and will have the authority to demand immediate documentation of the employee’s entire training history.    It also may be necessary to provide documentation to funding sources that will satisfy your agency’s responsibility. Could you produce any necessary information to requesting funding sources? 

The experts recommend that 6, separate filing centers exist for each employee.  Each filing center must be kept confidential and be accessible only to pertinent, identified personnel who have oversight of that particular function.  

Personnel File 

(confidential, accessible to HR Manger, Executive Manager)

· Attendance records

· Employment application and employment history

· Employee’s signed authorizations to obtain MVR, criminal background checks, etc.

· Copy of current driver’s license and other credentials

· Employee’s signed receipt of personnel policies

· Employee’s job description

· Disciplinary reports

· Annual evaluations

· Accident investigation results involving the employee

· Any other information relative to employment status

Work Eligibility File

(confidential, accessible to Chief Financial Officer)

· Federal 1-9 form

· Copy of employee’s social security card

· Copy of current driver’s license or other photo ID

Payroll

(confidential, accessible to Chief Financial Officer)

· Federal W-4 form

· State of local income tax withholding forms

· Wages and benefits and any changes to wages or benefits

Medical

(confidential, accessible to designated Medical Officer)

· Physical exam results

· Any documented medical reports pertinent to job performance

Training and Credentials File

(confidential, accessible to Operations Manager, Drug & Alcohol Administrator)

· Copies of documentation of completed training

· On-the-job training documentation (Ride checks)

· Commendations and observed deficiencies

Drug and Alcohol

(confidential, Drug & Alcohol Administrator)

· Signed consent forms

· Signed receipt of substance abuse policy

· Notification of employee’s use of legal drugs

· Signed chain of custody forms

· Notification of drug testing

· Results of drug or alcohol tests

All employee files should be considered confidential and the agency must take reasonable steps to confidentiality and limited access except to designated individuals.  In a smaller agency, it is possible that an individual, such as the senior manager, would act in the capacity of overseer of the majority of files.  Drug and Alcohol files, by law (49 CFR 40 and 49 CFR 655), must be locked and kept separate from all other files, only accessible by the designated drug and alcohol administrator.  Employees should have access to their own information contained in any of the six filing centers upon submission of written request and signed documentation of receipt.


