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Imagine! Vehicle Requirements
Important Safety Tips

· Imagine’s driving policy states that all participants and staff must wear a safety belt at all times.

· Remember defensive driving techniques - be prepared for the unsafe actions of other drivers or for poor road conditions. Keep distractions to a minimum.

· The use of a cell phone while driving can impair your ability to drive defensively.  If you need to use a cell phone or receive a cell phone call, pull off the road to a safe location before using phone, unless a hands-free device is used.

Transporting Participants Safely
Straps:

· When transporting participants in wheelchairs, all chairs should be secured with four straps (plus wheelchair seatbelt and shoulder straps must be engaged). 
· Make sure that the brakes are engaged on both wheels of the chair

· Use two straps in the front of the chair and two straps in the back of each chair.

· Straps need to be secured to the frame of the chair only; not to the wheels, cables, accessories or removable parts of the chair.

· Make sure that all four points of the wheelchair are secured down and that the straps are “tight” when pulled on.

· Double check that consumers in wheelchairs are strapped into their own chair.

· Consumers in wheelchairs should ride facing FORWARD in accessible vehicles whenever possible and NOT facing BACKWARD or SIDEWAYS.

· Verbalize to consumers what is going on as you help load and secure them into the vehicles. (let them know when you’ll be going up a ramp, closing a door that might make a loud noise, etc.)

· If the combined weight of a consumer and wheelchair exceeds 500 pounds, then 4 straps should be used to secure the back and 2 straps to secure the front of the wheelchair.

· Whenever possible, straps used at the front or rear of a wheelchair should be of the same take-up design to assure consistent stress points.

Seatbelts:

· All passengers traveling in any of the Imagine! vehicles must wear a seatbelt at all times during transport.

· Before vehicle is started or driven, all passengers must be secured in their seats with a functioning seatbelt. 

· If a passenger disengages their seatbelt during transport, the operator must pull the vehicle over to a safe location off the road as soon as possible and come to a complete stop before attempting to re-engage the seatbelt of the passenger.

· The operator must NOT attempt to re-engage the seatbelt of a participant while the vehicle is in motion. 

· Once the vehicle is safely stopped, the operator can attempt to re-engage the seatbelt of the passenger.

· If it is necessary for the driver to exit the vehicle at any point, the vehicle must be turned off and the keys removed from the ignition.
· All of the above also apply to individuals who are in wheelchairs. Individuals in wheelchairs MUST be secured in their chair with a functioning seatbelt and shoulder straps at all times, particularly when the wheelchair is in motion (i.e. being pushed) or the individual is being transported in a vehicle.

Child Safety Locks & Locking Doors:

· Please make sure all child safety locks are engaged during transport. This will prevent participants from opening the doors from inside the vehicle during transport. 
· If a vehicle has Child Safety Locks, they are typically located on the door near the door latching mechanism…this is neither on the inside nor outside surfaces, but on the “in-between” section of the door.
· To test the child safety locks, simply attempt to open a closed door from the inside of the vehicle…the door will not open if the locks are engaged. 
· If a vehicle does not have child safety locks, then please make sure all doors are locked during transport, and that the “master” door lock control (usually located on the driver’s door control panel) is set to the “locked” or “on” position. 
· Often times, the doors will lock automatically once the vehicle starts moving.
Ramps:

· Make sure the vehicle is safely parked, the ignition is turned off & the keys are out of the ignition
· Make sure vehicle is as level as possible when ramp is to be lowered or raised
· Make sure ramp door is open all the way before attempting to lower the ramp

· Make sure there is enough clearance for the ramp to drop

· Make sure there are no objects and that no one is standing in the path of the lowering ramp

· BEFORE loading or unloading individuals in wheelchairs, they  MUST be secured in their chair with a functioning seatbelt and shoulder straps

· Use the ramp switch (usually just inside the ramp door) to automatically lower/raise the ramp

· Or, use the handles on the side of the ramp to manually lower/raise non-automated units.

· Watch fingers, toes, arms & legs while ramp is being lowered or raised

· When raising ramp, make sure there is adequate clearance between the ramp & wheelchair in the vehicle

· Some chairs may go in easier backwards up the ramp

· Make sure consumer is secured in chair with shoulder/chest harness before attempting

· During winter months, watch for freezing water on ramp surface

· Especially on “ribbed” surfaces

· Make sure the door is closed securely & latched once the ramp has been fully raised

Passenger Seats and Airbags in Vans with Removable Seats:

Removing seats

· Disconnect of cable under seat

· Make sure latch is set so that the wheels are in contact with the ground

· Do not drag metal part of seat over the ground, make sure the wheels are engaged

· Tuck disconnected cable in vehicle away in a safe place so that it’s not on the floor and susceptible to rollover damage

· Tuck disconnected cable safely under the seat so that it does not drag on the ground or have the potential of being rolled over

Returning seats

· Latch seat and lock into place 

· Test that seat is secure by shaking seat front to back and left to right…if not, then attempt to re-latch the seat until it locks into place

· Reconnect floor cable to seat cable

· Reconnect seat cable to plug/port in vehicle.”  The plug/port is just below the door on the side panel

· Once everything is connected and secure, test the cable connection by tuning on the electrical systems in the vehicle…look for the indicator light on the console that would be on if seat is disconnected (orange light “Passenger Airbag Off”)

· If light is on, then try reconnecting the cable again

Notification

· If an issue exists with the seat/airbag, then contact your supervisor ASAP to let them know

· Make sure consumer is secured in the seat with a seatbelt

General Care of Vehicles
· Please make sure there are enough wheelchair straps in the vehicle (if applicable), before leaving the base site in the morning. There should be 4 straps for each wheelchair in each van.

· Please make sure all straps are working properly and free of fraying.

· Please make sure the “Vehicle Book” (or equivalent) is in the vehicle being driven, at beginning and end of shift.

· Please notify site coordinator if any issues are noticed while driving a company vehicle.

· Please fill gas tank if below ½.

· Please remove all garbage and miscellaneous items from vehicles each day

Driving for Imagine!
Many Imagine! positions and independent contract arrangements require driving vehicles  and often transporting consumers, as well. For the well-being of the people we support, our employees, company property, and the community at large, it is imperative that all Imagine! employees who drive for Imagine! adhere to these driver qualifications and safe driving practices.  

Driver Qualifications 

Employees and independent contractors who drive in the course of IMAGINE! business must have an acceptable driving record. Each employee who drives must maintain on file with the HR Office a copy of his or her current motor vehicle license. Imagine! will conduct initial and regular reviews of drivers' Motor Vehicle Records (MVR).  

Drivers will successfully complete initial Driver Training specified by the director of the services involving the transportation. This training includes at a minimum, an orientation to vehicles owned by Imagine!, record keeping, appropriate use of handicapped placards and parking, emergency procedures related to transportation, Imagine! driver requirements and protocols, as well as a review of defensive driving. 

Motor Vehicle Records

Employees who drive for Imagine! must maintain an MVR that meets or exceeds the minimum requirements of acceptable drivers as described in the guidelines approved by the carrier of the vehicle insurance policy for Imagine!.  

Individuals whose driving records deem them unacceptable drivers as determined by IMAGINE!’s automobile insurance agent will not drive on IMAGINE! business until the record has been cleared and approved by the agent. In some cases the inability to drive for IMAGINE! purposes may mean the prospective employee or contractor is unable to fulfill job or contract expectations and will not be able to work for Imagine!. Any exceptions to this protocol must be made directly with the insurance agent, by the Imagine! Human Resources Director, CFO, and/or CEO.   

Employees with invalid driver’s licenses will not drive Imagine! vehicles until such licenses have been fully reinstated and MVRs have been reviewed and approved by the insurance agent.  

The Human Resources Office (HR) will inform supervisors of the driving status of applicants and employees whose jobs require driving. No employee will drive for Imagine! until cleared by the  HR department.
Vehicle Safety 

All Imagine! employees are required to obey all traffic regulations at all times. Any violations of traffic laws and fines resulting from citations are the responsibility of the individual receiving the citation. All fines, defense costs and other legal penalties arising out of ticketed offenses are the responsibility of the driver.  

All Imagine! employees are required to use vehicle-equipped restraining devices (any/all seat belts and shoulder straps) while driving any motor vehicles.  

Employees will not use mobile phones while driving, unless they pull over and stop or use a hands free device. 

Safety equipment

All vehicles used for client transportation will carry a minimum of a well-stocked first aid kit, written emergency procedures, blank Imagine! Accident Reports, and tools for inclement weather. 

Vehicle condition and maintenance

All vehicles used for client transportation will be maintained in safe working order and comply with manufacturer's maintenance specifications. Drivers will conduct a visual inspection of their respective vehicle at the beginning of each day of use. 

Each department will maintain current and accessible records of vehicle maintenance checks and repairs.  

Emergency procedures

In the event of an emergency, drivers will stop vehicles at a safe location and contact 911. Drivers will then contact their immediate supervisor for further instructions. Imagine! accident report forms and procedures are kept available in each vehicle and must be utilized .  

Vehicle Accident Procedures and Report

Please observe the following procedures in the event you are involved in a vehicular accident. 

• Stop immediately.  Set flags or flares as required. 

• Determine if there are injuries and assist as you are able.  

• Notify the appropriate law enforcement agency;  local police if within city limits, State Patrol if in unincorporated areas.  If you are providing First Aid, send someone else for help and indicate if an ambulance is needed.   

• Do not leave the scene of the accident.   

• During accident alerts (during a snow storm for example), if there have been no injuries or if the law enforcement agency tells you that you may leave the scene, you must file an accident report with the appropriate law enforcement agency within a maximum of 24 hours. 
• Where vehicle damage is minor and there are no personal injuries, move the vehicle only if it is obstructing traffic.  Mark its location first using chalk or a small flat object (such as a coin) to indicate the position of the wheels.   

• Where vehicle damage is serious or where there is personal injury, do not move the vehicle until instructed to do so by the investigating officer. 

• If there is injury or death or if damages exceed $1000.00, Colorado law requires you to file a State of Colorado accident report with the State Patrol.  For your own protection, file this report any time you are involved in an accident.  Be sure that your supervisor receives a copy of the state report. 

• Do not argue with anyone about the accident or accept any blame. You may provide personal identification and auto insurance information only. 

• Make no statements about the accident to anyone except the investigating officer.   

• Make a record of all pertinent information by filling out the Imagine! vehicle accident report form. Submit the report to your supervisor within 24 hours. Your supervisor will complete the vehicular accident record and forward to the Transportation Coordinator who will contact the Auto Insurance Agent to open a claim file.  

Use of  Vehicles Owned by Imagine! 

Imagine! owns a number of automobiles; vehicles are rented as needed and considered part of the vehicle fleet for purposes of these policies and procedures. This fleet is operated to enable us to better service our consumers. Only Imagine! authorized employees can rent a vehicle for business purposes. Company vehicles may be assigned to a department or an office, depending upon the company's needs.  

Only authorized employees are allowed to operate Imagine!’s vehicles. In all instances, vehicles are for company business only. Persons other than Imagine! employees are not permitted to operate Imagine!'s vehicles unless expressly permitted to do so, by a Department  Director.  

Record Keeping

Each department will maintain a transportation reporting system in a manner and form specified by specified regulatory agencies.  Records for vehicle maintenance will be maintained and reviewed monthly. Vehicle maintenance will comply with manufacturer's maintenance specifications.  

Monthly transportation records will include mileage, driver's name, date, and any unusual observations pertaining to the vehicle. An Imagine! Accident Report will be completed for any vehicle involved in a collision, and reported to the driver's immediate supervisor.  All vehicle collisions will be investigated by the appropriate manager. 

General Vehicle Etiquette for Use of Imagine! Vehicles

Use approved sign-out methods for the vehicle you are using.   Use the log to document your travels.  If the gas tank is under half full, fill it. Do not leave an empty tank for the next driver.  

Return the vehicle when you committed to doing so. Other people may have reserved it based on your return time.  If you need to keep the vehicle longer than your scheduled use, call and make sure there is no one else waiting for it. If it is after hours, make sure the vehicle is back in the parking lot by 6:00AM the following morning. 

Use of Vehicles Not Owned by Imagine! 

Imagine!’s operations incorporate significant use of non-owned vehicles to conduct business. Typically, non-owned vehicles are those owned by employees who are reimbursed for the use of their vehicles. Additionally, non-owned vehicles can be rental units if or when needed. When such vehicles are being used to transport clients, other business partners and for business needs in general, we have a burden of responsibility to reasonably ensure that the vehicles are being operated in a safe manner. As a result, the bottom line is that non-owned vehicles being used for Imagine! business should be managed from a safety standpoint, just as if the vehicles were owned by Imagine!.  This directive does not apply to independent entities contracted to provide transportation services as these are addressed by individual contracts stipulating mandated controls.  

Do not lend or borrow personal vehicles for work use.  Do not park personal vehicles in Imagine! parking lots for extended periods.  Vehicles left over night may not be secure and Imagine! is not responsible for damage to personal vehicles or possessions. 

In the case of a collision, use the Vehicle Accident Report referenced above.  

Auto Insurance Coverage

The primary insurance on personal vehicles used for business is typically the insurance secured by the vehicle owner. It is the responsibility of each employee who drives a personal vehicle to maintain current auto insurance records on file with HR.  Auto insurance with $100,000/$300,000 liability coverage is required of employees who drive their own vehicle as part of their job. Everyone who transports consumers in a personal vehicle, and/or who drives for Imagine! on a regular basis must carry this level of insurance and provide the HR Office with current coverage documentation. Only employees with current adequate coverage on file can be reimbursed for mileage expenses.  Employees should check with their agent about proper use of their vehicle.  They should clarify that driving is incidental to, not the focus of, the job. 

Employees who drive their vehicles for IMAGINE! work purposes less than an average of five miles and 1 time per week, are required to provide current proof of insurance adequate for their own vehicle.  

Providing Transportation for Consumers 

Employees will have knowledge of, and experience in, addressing consumer needs for any individuals they transport.  Employees are not to leave consumers in vehicles unattended. 

The Individual Plan will document how the individual's transportation needs will be met. If public transportation options are found to be inadequate, inappropriate, or beyond available resources, it will be documented in the Plan. 

Some individuals may have the use of transportation aides specified in each person's Individual Plan. Volunteers involved in transportation services will meet or exceed all requirements of Imagine! employees providing transportation services. 
Defensive Driving 

Defensive Driving is driving to save lives, money, and time in spite of the conditions around you and the actions of others. You can control your physical and emotional condition and that of the vehicle. Environmental conditions and the actions of others are not in your control. 

Drive defensively by maintaining proper speed as well as distance from other vehicles and objects. Turn and pass cautiously and appropriately.  

To prevent accidents, recognize the hazard then respond correctly and promptly.  

Winter Driving 

In Colorado, drivers must be prepared for winter driving conditions much of the year. 

• Check all fluid levels in your vehicle, especially antifreeze and non-freezing windshield wiper fluid.  

• Keep your gas tank full.  Bad weather may create traffic delays or route changes. 

• Check your tires for bald spots and inadequate tread depth.  Do you need snow tires or all season radials? 

• Colorado law requires motorists to drive at a safe and prudent speed for the road and weather conditions despite the posted speed limit.  

• Allow plenty of room to stop or avoid potential hazards.  In adverse conditions, vehicles should follow at a distance of three car lengths for every ten miles per hour. 

• Steer steadily and avoid any abrupt changes in direction.  If your vehicle should start to skid, let off the accelerator, avoiding braking and steer in the direction of the skid, (unless otherwise directed by your owner's manual). 

• Motorists with cellular telephones can call “*CSP” to contact the Colorado State Patrol for assistance.  This is a free call.   

• Get recorded Colorado road and weather information at 303-639-1111.
Non-Owned Auto/ Personal Vehicle Policy
In varying degrees, depending upon individual job requirements and work situations, Imagine! employees and/or volunteers may need to operate privately owned vehicles on company business. Such vehicles are referred to in insurance industry jargon as Non-Owned Autos and are provided limited coverage under Imagine!’s Business Auto Policy.

Coverage under Imagine!’s Business Auto Policy provides insurance protection for the Company’s financial interests, not for the employee/volunteer’s vehicle. Imagine!’s coverage is for liability on an Excess basis. This means that the employee’s/volunteer’s personal auto policy would respond first for liability and Imagine!’s policy would be secondary coverage. 

There is no coverage under Imagine!’s Business Auto Policy for physical damage to the vehicle belonging to the employee/volunteer. That risk exposure is normally covered under the personal policy of the employee/volunteer.

Employees/volunteers should be aware that, under certain circumstances, personal auto insurance policies may exclude physical damage coverage when use of the privately owned vehicle is utilized enough on Company business to meet the definition of Business use exclusion.  Employees/volunteers should consult with their personal insurance agents to determine the proper coverages and limitations applying in their individual situations.

The applicable mileage reimbursement rate paid by Imagine! encompasses business vehicle use expenses borne by the employee/volunteer . 

Non-Owned vehicles used by employees/volunteers must meet certain criteria for usage on Company business:

1. Liability limits for the personal auto policy for vehicles used on company business must be $100,000/$300,000 or equivalent if not transporting clients. The minimum liability limit for vehicles transporting clients must be $1,000,000 or equivalent. 

2. Employees and volunteers using their personal vehicles for Company business must meet the same licensing/vehicle criteria as those who operate Company owned vehicles:

A. MVR checked on annual basis

B. Evidence of adequate primary personal auto insurance coverage checked on annual basis

C. Subject personal vehicle used commonly on Company business must pass annual safety evaluation by certified mechanic and evidence of regular maintenance records kept on hand for Company annual review  
Vehicle Maintenance Policy
Imagine!’s vehicle policy is to utilize safe, dependable vehicles at all times in the operation of its programs.

Elements:

1. Approved maintenance program in place and adhered to by all vehicle caretakers

2. Each company vehicle will receive an annual bumper to bumper evaluation by a certified mechanic. All identified unsafe conditions from that evaluation will be addressed and corrective repairs promptly scheduled. Proposed repair bills that approach the current value of the vehicle should be reviewed with appropriate department head. Transportation Coordinator will be available for consultation if required. 

3. Other vehicle repair needs that surface in daily operations should be scheduled and resolved in a timely manner that benefits company operations.  

4. Each Imagine! vehicle will carry an updated packet (either paper or electronic) that includes accident and emergency procedures. 

5. All vendor bills will be submitted for payment within normal credit terms through the Imagine! Business Office. Program request is the preferential method to be utilized for payment of vendor invoices. 

6. Vehicle caretakers, when assigning work orders, are expected to give priority to vendors with which discount agreements are in place.  

7. All company vehicles and maintenance records will receive an annual audit by the Transportation Coordinator and exceptions reviewed with appropriate department management personnel.

8. All vehicle new maintenance actions will be promptly recorded into company Fleet Commander software by vehicle caretakers or department designated individuals. Caretakers will be knowledgeable in evaluating software data so that statistics can be utilized in projecting maintenance needs and budgeted replacements.   

Supervision Requirements
Regarding persons receiving services unattended while sitting in a parked vehicle, or other community locations:

· Staff will review each individual’s IP requirements for supervision.

· At no time will it be acceptable for any person receiving services from Imagine! to be left unsupervised in unsafe situations.

· While serving consumers, Imagine! staff will rely on the good judgment of each staff member responsible for the health and safety of the group.

· Staff will plan in advance to insure that all necessary materials for a community activity/shift are prepared and present in vehicles for that activity/shift before the activity/shift begins.

· During passenger pickup and drop-off, with more than one person who requires visual supervision, call ahead for assistance from other supporting staff, including residential or day program staff, when available, if necessary.

· Imagine! staff will not conduct personal business while working with any person receiving services.

· A person receiving services will never be left unattended in any vehicle under any circumstance with the keys left in the ignition.

· Should a person be left unattended in a vehicle, in circumstances that do not comply with these guidelines, an incident report will be filed within 24 hours.

Gas Protocol
To minimize fuel costs, Imagine! is utilizing Voyager fuel credit cards.  Every vehicle in the fleet will be issued a card.  The card is not to be used for other vehicles’ fuel needs except as authorized by your Site Supervisor.  This is to preserve an accurate picture of fuel consumption for each vehicle and insure the integrity of the system. 

Each issued card is related to a specific vehicle and noted in company records as such.  Transactions should involve only the purchase of fuel and may not be used for other items like oil changes, car washes, etc.  

YOU MUST GET A RECEIPT EVERY TIME YOU GET GAS WITH THE VOYAGER CARD.   Please make sure to write down the following information on the receipt:

1. Initials of the user

2. Cost center to which the charge should be assessed

3. License plate of the vehicle into which the fuel was pumped

4. The current mileage of the vehicle

Emergency Information
Auto Emergencies
In the event of an automobile accident or other auto emergency in the community, please observe the following procedure:

· Attempt to pull the vehicle out of traffic.

· Turn off the car’s ignition.

· Check the scene.

· Stay calm and make sure the situation is safe for YOU. 

· Staff safety is crucial because consumers will need your assistance.

· Call for help.

· If you can do so safely, call 911 on a cell phone.

· If a cell phone is unavailable, call from a community phone, or ask a bystander to make the call for you.  Give the following information to the dispatcher:

· Your name

· Your location

· The type of emergency, including injuries

· Number of people involved in the emergency

· Provide Care.
· Remember that consumers will need supports and monitoring while waiting for emergency help to arrive.

· Utilize all first aid training.

· NEVER leave any consumers unattended.

· Do not transport consumers during a medical crisis.  If a consumer requires transport to the ER, call for an ambulance.

· If a consumer has sustained a minor injury and does not require emergency care, contact your Site Supervisor, On-Call Supervisor or Hanni Ruehrdanz (numbers in information box above).

· Call 911 for accidents involving an injury.

· If an individual is transported to the ER, please send the consumer ER Sheet with them.  Replace it with a new copy when you return to the Site.

· Consumers who go to the ER should be accompanied by staff.  Call for additional staff support if necessary to facilitate this.

· DO NOT leave consumers unattended at any time.

· Exchange information with the other driver when applicable.

· While waiting for emergency assistance:

· Assess passengers for injuries. Proceed with caution if you suspect neck, head or back injuries

· Move them only if their life is threatened by remaining in the car (i.e. explosion, hazardous materials, danger of further collision by other vehicles)

· If you have to move an injured person, stabilize the neck and back as best you can

· Use the first aid kit in the vehicle. Use latex gloves as a precaution when handling bodily fluids

· If you must remove passengers from the vehicle, ensure that they are moved to a safe location and there is another staff person or community member who will monitor them for symptoms of shock and treat their injuries until emergency help arrive.

· Ensure the safety of passengers who may have minor injuries.  Use your judgment as to whether it is safer to have them remain in the vehicle.

· Call Site Supervisor or On-Call Supervisor for non-emergency accidents (accidents involving property damage and/or vehicle damage without injury).

· For non-emergency requests for police assistance (to report an accidents involving property damage/vehicle damage):

· Contact the appropriate law enforcement authority listed below:

· Boulder PD (303) 441-3333
· Boulder County Sheriff (303) 441-4444
· Broomfield PD (303) 438-6400
· Lafayette PD (303) 665-5571
· Longmont PD (303) 651-8501
· Louisville PD (303) 441-4444
· Colorado State Patrol Dispatch (Boulder & Broomfield) (303) 239-4501
· Erie PD (303) 926-2800
· Denver PD (303) 289-3655
· Exchange information with the other driver.  This should include the following:

· Name

· Address

· Telephone Number

· Driver’s License Number

· Name of Insurance Company

· Insurance Policy Number

· Names of witnesses with Address and Telephone Number

· Note the Time of Day

· Note Road and Weather Conditions

· If the other driver is uninsured, report this information to the Program Manager immediately.

· Some of this information will also be in the Police Report but it is helpful to have it for Innovations records, in case you are summoned to court.

· If the Innovations vehicle is towed, record who has towed the vehicle and where it will be held.

· Report accidents to family, residential providers, and your Site Supervisor as soon as possible. 

· Staff that were involved in a vehicle collision will initiate Incident Report(s) within 24 hours for all consumers involved.  

· You must also complete an Accident Report within 24 hours.  Accident Report is included below.
Vehicle Breakdown or Malfunction 
If there is a vehicle breakdown or maintenance issue while in the community:       

1. Remain calm

2. Never leave the consumers (use the cell phone)

3. Call the residential site or Site Supervisor to arrange for transport assistance

4. Keep the consumers safe and, if needed, go to shelter 

5. If a tow truck is needed, then please call the Site Supervisor 

Flat Tire
In the event of a flat tire, guide the vehicle to a side street or parking lot or other location where you can safely unload passengers to change the tire.  If this is not possible, or if the situation is such that you feel unsafe, call your Site Supervisor or the On-Call Supervisor for assistance.  You may also call the Imagine! main # 303-665-7789.

First things first

1. Turn off the vehicle; engage the emergency brake

2. Get consumers out of the car.  If for some reason it is not safe to do so, make sure they are secured in the vehicle (seat belts, safety straps) before proceeding.

3. Get out the spare tire.

4. Retrieve the jack, jack handle, and tire iron (to take off the “lug nuts”) from the vehicle.

Taking off the flat tire
1. Place the jack under the vehicle near the flat tire

2. The jack should be placed under a main body frame support.   

3. Crank the jack up just until it touches the body frame of the vehicle, but do not raise the vehicle up yet:

· Once the jack is in place, and while the tire is still touching the ground, take off the lug nuts on the flat tire

· Remove the lug nuts by using the tire iron as a wrench, and turning them counter clockwise to unscrew them.

4. When the lug nuts are off, crank the jack up, lifting the vehicle off the ground so that the flat tire sits about two inches off the ground

5. The flat tire should come off easily

Putting on the spare tire

1. Once the flat tire is off, put the spare tire on the vehicle.

2. Put the lug nuts back on now as far as you can by hand-turning the lug nuts 

3. Once all the lug nuts are on the tire as tight as you can get them by hand, lower the vehicle using the jack until it just touches the ground (you want to keep the wheel from spinning, but not put much weight on the tire yet). 

4. Use the tire iron to tighten up all of the lug nuts turning them clockwise.  These nuts hold the wheel on, so make sure they are tight!

5. Lower the vehicle down all the way using the jack until the jack can be removed from underneath the vehicle. 

6. Crank the jack down as far as it will go in order to store it, the jack handle, and the tire iron back in the vehicle.

Before you resume driving
1. Put the flat tire back in the same place you took the spare from, securing it in place in the same way the spare tire was.

2. Immediately upon return to the site, arrange to have the flat repaired and the original tire replaced on the vehicle.  It is very important that a fully usable spare is available for each vehicle at all times.
Accident Reporting
1. Notify the appropriate law enforcement agency; local police if within city limits, State Patrol if in unincorporated areas.  If you are providing First Aid, send someone else and indicate if am ambulance is needed.  Do not leave the scene of the accident.  

2. During accident alerts, (during a snow storm for example) if there have been no injuries or if the law enforcement agency tells you that you may leave the scene, you must file an accident report at the Justice Center immediately.

3. Where vehicle damage is minor and there are no personal injuries, move the vehicle only if it is obstructing traffic.  Where vehicle damage is serious or where there is personal injury, do not move the vehicle until instructed to do so by the investigating officer.

4. Do not argue with anyone about the accident or accept any blame.  Make no statements about the accident to anyone except the investigating officer.  You may provide personal identification.  If anyone inquires about your insurance coverage, have them contact IMAGINE!.  You may, however, identify your own insurance carrier.

5. Verbally notify your supervisor of the accident as soon as possible.
6. Make a record of all pertinent information by filling out an incident report.  Complete the form as thoroughly as possible and submit the report to your supervisor within 24 hours.
7. If there is injury or death or if damages exceed $1000.00, Colorado law requires you to file a State of Colorado accident report with the State Patrol.  For your own protection, file this report any time you are involved in an accident.  Be sure that your supervisor receives a copy of the state report.

Vehicle Accident Report
IMAGINE!

1400 DIXON AVENUE

LAFAYETTE, CO 80026-2790

303 926-6400

On-scene Report of Vehicle Incident

	Date:
	
	Time:
	
	  AM / PM

	Location:
	

	Road Type:
	
	Condition:
	
	Width:
	


DDC Vehicle Information (No.1)

	Name of Driver:
	
	Phone:
	

	Home Address:
	

	Driver’s License Number:
	
	Classification:
	

	Vehicle Make:
	
	Model:
	
	Year:
	

	License Plate Number:
	

	Describe Vehicle Damage:
	

	


Other Vehicle/Object Information (No.2)

	Name of Driver:
	
	Phone:
	

	Home Address:
	

	Driver’s License Number:
	
	Classification:
	

	Vehicle Make:
	
	Model:
	
	Year:
	

	License Plate Number:
	

	Name of Owner:
	
	Phone:
	
	Phone:
	

	Describe Vehicle Damage:
	

	


	Name of Insurer:
	
	Policy Number:
	


Injured Parties

	Name:
	
	Phone:
	

	Address:
	

	Name:
	
	Phone:
	

	Address:
	


Witnesses

	Name:
	
	Phone:
	

	Address:
	

	Name:
	
	Phone:
	

	Address:
	


	State:
	
	County:
	
	City:
	

	Officer:
	
	I.D. Number:
	


Complete the following diagram, showing direction and positions of automobiles or property involved, designating clearly point of contact.
	Show approximate speed:
	Vehicle #1:
	
	Vehicle #2:
	


[image: image1.jpg][image: image2.emf][image: image3.emf]



GIVE STREET NAMES, DIRECTIONS AND LOCATIONS OF OBJECTS INVOLVED

INSTRUCTIONS:                                                                                                     1                2

1) Number each vehicle and show direction of travel by arrow    
2) Use solid line to show path of each vehicle before accident                   

     
dotted line after accident                      
3) Show motorcycle or bicycle by: o-o  
4) Show pedestrian by:  o
5) Show railroad by:  llllllllllllll                    
6) Indicates points of Compass (N. E. S. W.):
Remarks:
	


	
	
	
	
	

	Employee Printed Name
	
	Employee Signature
	
	Date


	
	
	
	
	

	Supervisor Printed Name
	
	Supervisor Signature
	
	Date


Submit to Supervisor within 24 hours.  Supervisor will forward to insurance company.
Worker’s Compensation Policy
EMPLOYEES: WHAT TO DO IF YOU ARE INJURED ON THE JOB
1) If necessary, call 911.
2) Notify your supervisor or on-call coordinator as soon as possible within 24 hours of the injury.  Your supervisor or on-call coordinator will complete and submit a workers compensation report. For your protection, it is important to notify your supervisor when you are injured even if you do not believe you will need to seek medical treatment.
3) Refer to the Designated Workers’ Compensation Medical Providers form to determine where to seek any needed medical treatment, and indicate on the form which provider you will use.  Keep a copy of the form for yourself and give a copy to Human Resources or your supervisor.  Workers compensation may not cover expenses incurred from employees who seek treatment from non-designated providers.
4) Urgent Care (1000 W. South Boulder Road, Lafayette) is only to be used for urgent and after hours care. Emergency room treatment is only to be used in true emergency situations.
5) If you have sustained a human bite which breaks the skin, you will need to seek medical treatment as soon as possible. If you are unable to make a prompt appointment with either BCH Occupational Health Clinic or Longmont Occupation Health Clinic, you will need to use the Urgent Care on 1000 W. South Boulder Road in Lafayette. It is important that you request a “baseline blood draw” to determine possible exposure to a communicable disease. Any information you can give the medical provider regarding the consumer’s health status and whether you have received a Hepatitis B vaccination will be helpful in your treatment.
6) Contact your supervisor following treatment to inform them of the outcome of your doctor’s visit.
7) Contact Human Resource with any questions or concerns regarding your injury or workers compensation.
8) For continued coverage through workers compensation, it is important that you follow through with any treatment recommended by your designated provider.  
a. Imagine! Human Resources phone: Karen Kalis (303) 926-6470
b. Imagine! Human Resources fax: (303) 926-6499
c. Pinnacol Assurance (Workers Compensation) phone: (303) 361-4100
First Report of Injury Form

Designated Worker’s Compensation Medical Providers
Below is the list of designated medical providers to be used by injured workers for workers’ compensation claim medical and therapy services. Should you receive after hours, urgent or emergency department care first, you must select one of the providers below for follow-up care.  Imagine!’s Pinnacol Workers Compensation Insurance group number is 1314962.

Urgent or emergency care should only be used when necessary; contact your selected Designated Provider for an appointment whenever possible.

Check the Provider Selected

Boulder Community Hospital Occupational Health & Therapy Services
1000 W. South Boulder Road, Suite 214

Lafayette, CO 80026

Appointment Scheduling: 303-604-4660

Hours: M-F 8:30am – 4:30pm

Longmont Clinic – Occupational Health and Urgent Care
1925 W. Mountain View

Longmont, CO 80501

Appointment Scheduling: 720-494-3136

Hours: M-F 8:00am – 8:00pm, Sat 8:00am – 6:00pm, Sun 10:00am – 6:00pm

Concentra
3434 47th Street

Boulder, CO 80301

Appointment Scheduling: 303-541-9090

Hours: M-F 8:00am – 5:00pm

Additional Instructions to Injured Employee

1. Contact your supervisor immediately if you are injured.

2. Fax, e-mail, or give this completed form to Imagine! Human Resources.  

Fax (303) 926-6499 
E-mail kkalis@imaginecolorado.org
I have selected the provider checked above for medical and or therapy treatment relating to a work related injury that occurred on ___________________.

  Date

	
	
	
	
	

	Employee Printed Name
	
	Employee Signature
	
	Date


Community Emergency Procedures
Emergency Evacuation

If you can safely call 911 give the following information to the dispatcher:

1. Your name and location (identify your location as an Imagine! home)

2. The type of emergency and any identified injuries

3. How many people are in the house

4. That you are proceeding with an evacuation

If you are unable to safely call 911​​-- proceed with the evacuation.  When you are safely evacuated, designate someone to go to a neighbor’s house to call 911. 

Begin evacuation:

1. Choose the best exit to evacuate the home. In most homes there are three potential exits from the home: the front door, all of the windows in consumer’s rooms, along with the back door. 

2. Decide which consumers you can evacuate based on proximity. If you are unable to assist consumers during the evacuation process then call 911 immediately from the home or the neighbor’s house.

3. In all cases, take the medication lock box and the Staff Handbook with you.  If time permits, gather consumers’ adaptive equipment and forms of identification as well. 

4. Decide on a safe location outside of the home to wait until emergency personal arrive e.g. across the street in the neighbor’s yard.

5. After you evacuate the premise you will need to facilitate a head count. If you determine there are persons remaining in the home; don’t return to the premise unless you can do so safely without putting yourself in danger.  If you feel it is unsafe to return to the house, the emergency response team should arrive at your location in under three minutes, at which point, you can direct them to where you think the residents are inside the home. 

If it is unsafe for consumers to return the residence then alternative arrangements can be made by contacting the Program Manager or Innovations emergency number. The Innovations main administrative building at 1665 Coal Creek Dr. Lafayette, CO 80026 can be used as temporary shelter. All emergency contact information and medication administration can occur through MedSupport remotely.
Planned Evacuation

1. Call the Program Manager or Innovations emergency number and inform them that you are evacuating the residence.  

2. Consumer-specific evacuation information will be located in each consumer’s Health and Safety Assessment and Plan.

3. If you need temporary shelter go to Innovations main administrative building at

1665 Coal Creek Dr. Lafayette, CO 80026.  

4. Pack an overnight bag for the consumers including: all medications and personal care items. All medication administration can occur through MedSupport remotely. Please refer to emergency evacuations list at the end of the emergency procedures for detailed information.   Take the Staff Handbook with you.

5. Either drive, call a cab, or call another residential site to arrange transportation. 

6. Call the consumers’ families when you have reached the temporary shelter location. All emergency information is in the Manual or can be accessed on MedSupport.

Since the evacuation is planned, arrange to pack and take these items with you:

1. Medications, medication supplies, special diet materials, oxygen, etc.

2. Forms of identification, program book, and medical book

3. Personal care items:  briefs, gloves, chucks, toothbrush, hairbrush, eye glasses, shampoo, conditioner, etc.

4. Adaptive equipment: wheelchair, walker, cane, shower chair, braces, dishware

5. Spare clothing: undergarments, weather appropriate clothing, TED hose if applicable

6. Personal  needs money

7. First aid kit

8. Flash light

Fire

If smoke alarms go off you will need to follow these steps:

1. Check for smoke.  If you identify thick smoke is present in the residence begin to crawl on your hands and knees to your nearest exit.

2. Before opening doors, feel the door surface for heat.  If the door is hot to the touch there is likely a fire on the other side- don’t open the door! Identify an alternate exit and attempt to evacuate the premise. 

3. If you are unable to evacuate, stuff sheets or curtains under the doorway of the room. Stay low and cover your face to avoid breathing-in smoke. 

4. Remember that every second counts during an evacuation. If you feel that you can safely reach a consumer while evacuating, then assist the consumer through the nearest exit. 

5. Run to the nearest neighbor and call 911. DO NOT RE-ENTER THE RESIDENCE. 

6. If the fire is small and can be contained-- staff should extinguish the fire using the  directions on the nearest located fire extinguisher.  The fire extinguisher is designed for trash, wood, paper, liquids, grease, and electrical equipment fires.  

	Use these steps to extinguish a fire:

	1) Pull the pin. Aim low, pointing the nozzle at the base of the fire.

2) Squeeze the handle

3) Sweep the extinguisher from side to side.


Flood
The three general categories of floods are:

1) Internal flood - Confined to the building and usually caused by leaky pipes, heater, or roof.

2) External Generalized Flood - This type of flood has a slow rise in water depth which will allow time for warning and if necessary, evacuation.  Usually, these types of floods are a result of heavy precipitation in the local catchment area for a log period of time. 

3) External Flash Flood - This occurs with little or no warning and is usually the result of a torrential downpour or a broken dam.

Internal flood: IF STAFF OR CONSUMERS ARE IN IMMEDIATE DANGER CALL 911.

1) If water flow is near any electrical outlets or other electrical wiring, immediately shut off electricity to that region of the house.

2) Evacuate consumers and staff from flooded area and, if needed, from the home. 

3) Remove all material, supplies, and equipment from flooded area if you can.

4) If flooding is due to an internal plumbing problem, turn off the main water valve for the home.  

5) Contact Program Manager or Innovations weekend emergency number to discuss an action plan.

External Generalized Flood:  IF STAFF OR CONSUMERS ARE IN IMMEDIATE DANGER CALL 911.
1. Contact Program Manager or Innovations weekend emergency number to discuss an action plan.

2. If an evacuation is necessary you will need to pack medications, overnight personal items, and any necessary items for the consumer. Your designated location may be another residential site or 1665 Coal Creek Dr. Lafayette, CO 80026.
External Flash Flood: IF STAFF OR CONSUMERS ARE IN IMMEDIATE DANGER CALL 911.

1) Ensure that the radio and/or television are tuned to news programs for current updates.
2) Contact Program Manager, or Innovations weekend emergency number to discuss action plan
3) If an evacuation is necessary you will need to pack medications, overnight personal items, and any necessary items for the consumer. Your designated location may be another residential site or 1665 Coal Creek Dr. Lafayette, CO 80026.
Structural Collapse
1) Call 911 immediately!

2) Determine whether or not it is safe to evacuate the building, and evacuate if it is safe to do so.  
3) If consumers and/or staff are trapped, determine whether or not it is safe to assist them in evacuating.  Do not put your life in danger to assist others.
4) Provide first aid to consumers and/or staff who need assistance.  If it is safe to do so, provide first aid to those who are trapped.  Again, do not put your life in danger to assist others.
5) As the house will likely be uninhabitable for some time, follow the steps for an emergency evacuation as listed above.
Explosion

1. If the Explosion is Inside the House

a. Call 911 immediately!

b. Depending on the severity of the explosion you may need to initiate an emergency evacuation (refer to emergency evacuation procedures above).

c. If you have time, and no one is in danger, call the Program Manager or Innovations weekend emergency number to discuss an action plan. 

d. Initiate First Aid for injuries under direction of emergency medical personnel.

e. Police or other designated personnel will inspect the building to determine the damage to the structure, and will decide if staff and residents can re-enter the residence. 

f. If staff, providers, and consumers are unable to return to the house, a temporary shelter location is the Innovations administration building at 1665 Coal Creek Dr. Lafayette, CO 80026. Arrangements will be made to accommodate medications and personal care items. 

2. If the Explosion is Outside the House

a. Call 911 immediately!

b. Assess the situation to determine whether it is safer to evacuate the house or to remain sheltered inside.

c. If you have time, and no one is in danger, call the Program Manager or Innovations weekend emergency number to discuss an action plan. 

d. Initiate First Aid for injuries under direction of emergency medical personnel.

e. Follow police and first responder guidance to determine whether or not to evacuate the building.  The building may have sustained damage from the explosion and may need to be evacuated.

f. If staff, providers, and consumers are unable to return to the house, a temporary shelter location is the Innovations administration building at 1665 Coal Creek Dr. Lafayette, CO 80026. Arrangements will be made to accommodate medications and personal care items. 

Earthquake

In the unlikely event of a major earthquake, damage will be widespread and emergency personnel will be slow to respond.

During the earthquake you will need to remain calm and guide consumers through the emergency response. The appropriate emergency response to an earthquake will depend on your location. Follow these action steps in the event of an earthquake:

If you are indoors: 

1. Direct all staff and consumers to a safe place under a desk, a bed, heavy furniture, or a strong doorway. 

2. Position yourself away from windows that could shatter.            

3. Watch for falling debris from the ceiling, the walls, the light fixtures, etc. 

4. Stay clear of cabinets, shelves and anything else that could topple and fall onto you or a consumer.

5. Do not use matches or any open flame; extinguish cigarettes and any other             burning items.

If you are outdoors:

1) Avoid high buildings, walls, power poles and other objects that could fall.

2) If possible move quickly and safely to an open area away from hazards.

3) If you are in an automobile, stop in the nearest safe place (preferably an open space) and stay in the car.

After the initial shock:

1) If moderate or major structural damage has occurred, such as collapsed walls or broken utility lines, or if fire breaks out, follow the plan titled  “EXPLOSION.”

2) If minimal structural damage has occurred, proceed as follows:

a. Restore calm to consumers and staff.

b. Remain in the identified safe area.  After shock may occur and is common.

c. When you determine you can leave the safe area, check all persons for injury and shock. Administer First Aid if needed.  If you identify serious injuries, call 911. 

d. Turn off the furnace and electricity.

e. Clean up any spilled chemicals, medicines, or any other potentially harmful items immediately, so long as you are to do so safely and take the necessary precautions. 

f. Do not use matches, lighters, candles or any other flame until the gas has been turned off.
Tornado

Tornado Watch
A tornado watch means that local weather conditions are favorable for the development of a tornado.  When a tornado watch is announced you need to do the following:

1. Ensure that the radio or television are tuned to news programs for current updates

2. Observe the sky for green hues, large and dark clouds, hail, or extremely loud thunder. 

3. Locate medications, first aid kit, and other emergency supplies (cushions from couches, blankets, water, food, flashlight, radio and batteries) and move downstairs. 

4. Ensure that all staff and consumers remain on the premise and facilitate a preliminary head count.     

Tornado Warning

A tornado warning means that a tornado has been sighted or is indicated by radar.  When a tornado warning is announced you need to do the following:

1. Remain calm!

2. Move all staff and consumers to the safest possible location in the home, which is typically the basement area or an inside room on the lowest floor that does not have windows. Remember that this could be a center hallway, bathroom, or closet. If possible, try to protect yourself and the consumer by staying under a sturdy object. It is important to cover your body with a blanket, sleeping bag, or mattress, and protect your head with anything available—even your hands. To prevent injuries, avoid taking shelter where there are heavy objects.
3. Do a head count to make sure all consumers and staff members present during the tornado watch are still present.

4. If possible, turn off furnace and electricity. 

5. Stay inside until tornado passes and weather bureau calls off the warning. 

6. Offer comfort and calm to staff and consumers.

After the tornado ends, please follow these steps:

1. Check yourself and consumers for injuries. Be careful not to move another person if you suspect an injury unless it will protect them from immediate harm. 

2. It may be necessary for you to initiate CPR if you are trained.  In the case of a serious injury, you may need to attempt to yell for, or call, emergency personnel.     

3. Offer comfort and reassurance to consumers. 

4. Call Program Manager or Innovations weekend emergency number to notify a supervisor of the current status of the site.

5. If major structural damage has occurred follow “EXPLOSION” plan.

6. Usually after a tornado there is a high probability of torrential rain which may result in external flooding.  

Chinook/Windstorm

The Boulder area is at risk yearly from Chinook winds, especially during the period from mid-November to mid-February.  Gusts exceeding hurricane strength may be experienced at any time during these windstorms and can cause sever damage and injury to unprotected property and personnel.

Preparation:

1) High wind warning is usually issued from the National Weather Service six to twelve hours before the event of a Chinook wind storm.

2) Damage to the home is not likely, however, windows can be blown-out and flying debris can be a substantial hazard.  

3) If any major structural damage occurs, follow the “EXPLOSION” plan.

4) If evacuation is advised, extreme care should be taken in exiting the home and transporting consumers. In the event of an evacuation you will need to pack medication and personal care items. 

5) Electrical services may be interrupted for unknown lengths of time.  If inclement weather prevails, and the house temperature drops significantly, plan to evacuate to another residential site or the Innovations administrative building at 1665 Coal Creek Dr. Lafayette, CO 80026.

Nuclear Attack

It has been determined by the City of Boulder that no appropriate response exists for an attack on the immediate area.  Shelters are inadequate, and evacuation is, at best, unlikely.  Therefore, there stands no plan for any sort of evacuation or other emergency action to be taken during a nuclear attack.  

Bomb Threat/Suspicious Object

Most bomb threats are received via telephone. If you receive a call from someone threatening to detonate a bomb your initial instinct will be to hang up the phone. Instead, the United States Homeland Security website recommends the following guidelines:

1) Listen

2) Be calm, courteous and show interest in what the caller is telling you.

3) Do not interrupt the caller.

4) Calmly obtain as much information as possible, such as what time the bomb will explode, where the bomb will explode, where the bomb is placed, what the bomb looks like, if the person on the phone planted the bomb, and, if so, why they planted the bomb. Try to write this information down. It is unlikely that the caller will identify themselves.  However, the FBI suggests keeping the caller on the phone to identify any characteristic information about the caller. 

· If you are working with another person signal for them to call 911 from another phone.  

· Then, have the other staff person dial “0” for the operator.  Tell them that you are currently receiving a bomb threat, and give the number the threat was received on. ASK FOR AN EMERGENCY TRACE. 

· DO NOT hang up, even if the caller does. If at all possible, leave the receiver off the hook until the police arrive. 

· Evacuate the building and activate the fire alarm system.

If a suspicious object or package is identified you will need to do the following:

1. Call 911 and report a suspicious object with exact location and a full description of the object.

2. Do not open the package. 

3. Commence evacuation of all persons.  Evacuate at least 300 feet from the home.

4. If an explosion occurs before the evacuation is completed, follow the “EXPLOSION” plan.

5. Do not enter the building until it has been cleared by the bomb disposal unit or local authorities.

Armed Robbery

The Colorado Association of Robbery Investigators offers these guidelines for responding to an armed robbery:

1. Try to remain calm. Refrain from making any sudden movements to upset the robber.

2. Do exactly as you are told. DO NOT RESIST!

3. Tell the robber about anything that might surprise him or her, such as someone who is expected to arrive soon.

4. If you have to move or reach, tell the robber what you are going to do and why.

5. Try to get a good look at the robber so you can describe him or her later.

6. Don't be a hero. It's better to lose your money than your life.

7. Give the robber time to leave. 

8. Note his or her direction of travel when he or she leaves.

9. Try to get a description of his or her vehicle ONLY if you can do so without exposing yourself to harm.

After the robber has exited the home:

1. Try to remember all that was taken by the robber.

2. When robber has left, call 911, Executive Director, Program Manager and Residential Site Supervisor.  

3. All witnesses to the robbery should remain on the premise to talk to law enforcement personnel.

Home burglaries are most common during the day when residents are at school, work, etc. The FBI reports that a home burglary occurs every 15.4 seconds in the United States. 

1) If you enter the home and identify that a burglary has occurred, immediately call the police and report the burglary.

2) Do not remain in the home.  Go to a neighbor’s house, or wait outside until the home has been searched a deemed safe by the police.

Electrical Outage

1. If the electrical outage only affects a specific area of the house you will need to check the breakers inside the breaker box. Often a breaker merely needs to be flipped back on.

2. If an electrical outage is pervasive throughout all parts of the house, then you will need to call Public Service for detailed information regarding a potential power outage in your area.

3. Turn off electrical equipment you were using before the power was shut off. 

4. Call the Program Manager or Innovations weekend emergency number if the electrical outage is likely to last for an extended period of time. 

5. If an electrical outage is determined to be 2 hours or more, and there are issues of concern, such as internal house temperature, sufficient lighting, etc., plan to evacuate the home.  

In the event of a wide-spread electrical outage the American Red Cross recommends having at least a 3 day supply of water and food.  In addition, the American Red Cross also recommends having access to these emergency items:
· Medical supplies and first aid manual 

· Hygiene supplies 

· Portable radio, flashlights and extra batteries 

· Method for treating water (16 drops of bleach per gallon)

· Fire extinguisher 

· Blanket and extra clothing 
· Manual can opener 

The American Red Cross advises eating foods in this order: perishable foods, frozen foods, and canned/packaged foods. For alternative means for preparing food you may need to cook on an outside grill—never use an open flame in the house. In most cases, canned foods may be consumed directly out of the can. 

Furthermore, for consumer’s who use electric wheelchairs or power-dependent life supports, several utility companies may be able to offer alternatives. Remember to advocate for consumers and ask for assistance. 

Water Outage

1) If you determine that there is water outage, you will need to contact the water department.

2) Immediately restrict use of available water throughout the home.  

3) Begin planning for possible evacuation of the home.

4) If water cannot be turned back on within a reasonable time you may need to evacuate consumers and staff to another location.  

5) The most common cause of a water outage is a frozen pipe.  In such a case there is a chance for a pipe bursting, which would cause internal flooding of the region underneath the house and perhaps on the ground floor as well.  If this happens the main water supply valve needs to be shut off by a plumber. 


Missing Consumer

The majority of consumers enrolled in services through Imagine! Innovations are considered to be vulnerable and at risk. Therefore, it is imperative to contact the police department as soon as a consumer is determined to be missing. For consumers with extended windows of unsupervised time, or who are fairly independent in the community, contact the Program Manager or Innovations weekend emergency number to determine if/when the police need to be contacted. 

1. After a preliminary search concludes that a consumer is missing, you will need to call the police immediately and inform them that you work with adults with developmental disabilities through Imagine! Innovations.  

2. Provide the dispatcher the following information:

a. The consumer’s, name, age, sex, and general physical description, including 

b. Height, weight, hair color, skin color, and other distinguishing characteristics.

c. Time consumer was discovered missing.  

d. Where the consumer was last seen.  

e. Any medical conditions, allergies to medicine, and emotional or behavioral issues that may be of significance to a rescuer.

f. Description of clothing. 

g. Home address and phone number.

h. Places where consumer may likely go: favorite parks, stores, restaurants or cafes.

3) Contact Program Manager or Innovations weekend emergency number to develop a plan.

4) Guardians, family members, and advocates are required to be notified once a consumer is determined missing. 

5) If staff or providers are able to locate the consumer, it is the responsibility of staff or providers to immediately contact the police, search parties, and all other persons who were notified the consumer was missing.

Communicable Disease Outbreak

Exposure Incident

· An exposure incident is a specific eye, mouth, other mucous membrane, non-intact skin or parenteral contact with blood or other potentially infectious materials that result from the performance of an employee’s duties.  Examples include incidents such as a bite that breaks the surface of the skin, blood spattered into the eyes or mouth, a needle stick from a needle that has previously been used to inject substances into another person, assisting with first aid to open and profusely bleeding wounds that bleed onto unprotected skin or mucus membranes, etc.

· Immediately scrub the area with a disinfectant such as Betadine and flush well with water.

· Immediately notify the Director of Nursing of potential exposure or contact the Emergency Room for further direction.

· The employee will document the route of exposure and the circumstances under which the exposure incident occurred.  The employee shall complete an Employee Incident Report.

Post-Exposure Evaluation and Follow-up

· Following a report of an exposure incident, the Director of Nursing shall attempt to secure consent from the source person or their legal representative to test the blood to determine HBV and HIV infectivity.  When the source person is already known to be infected with HBV or HIV, testing need not be repeated.

· If consent is not obtained, Innovations Group Homes shall establish that legally required consent cannot be obtained.

· When testing can be completed, the results will be documented.

· The employee shall be informed of applicable laws and regulations concerning disclosure of the identity and infectious status of the source individual.

· Identify and document the source person unless identification is not possible or prohibited by state or local law.

· Results of the testing of the source person shall be made available to the exposed employee if the source person or their legal representative has granted legal permission.

· The employee’s blood shall be collected as soon as possible and tested after consent has been obtained by the employee.  If the employee consents to baseline blood collection, but does not give consent at that time for HIV serologic testing, the employee may instruct the attending health care provider to preserve the sample for at least ninety (90) days.  If, with the ninety (90) days of the exposure incident, the employee elects to have the baseline sample tested, the employee shall notify the appropriate health care provider.

· Innovations Group Homes will counsel and educate when post exposure treatment is indicated, as recommended by the U.S. Public Health Service.
Gas Leak

How to Recognize a Gas Leak

Use your senses to recognize a potentially dangerous natural gas leak:

1) Smell: Natural gas is odorless except for the harmless odorant that is added to help detect a leak. The added odorant, called mercaptan, has a sulfur-like smell, similar to a rotten-egg.

2) Hear: A leak may produce a noise that ranges from next to nothing to a slight hissing or blowing sound to a loud roar - depending on the leak’s size and pressure.

3) See: A leak may cause dust, dirt or debris to fly, or create blowing or continuous bubbling movement in water. It also can cause a spot of dead or discolored vegetation in an otherwise green area.

How to respond to a natural gas leak

1) Immediately get everyone out of the home, and move a safe distance away.

2) Do NOT use telephones (cellular included) on the premises where the leak is suspected. Phones can create a spark.

3) Do NOT use matches, lighters or other open flames or activate light switches, electrical appliances, flashlights, doorbells or even garage door openers, as they could create a spark.

4) Do NOT start up or shut down motor vehicles or any other electrical equipment.

5) Move to a location a safe distance away from your home when the odor is outdoors.

6) When you are a safe distance away, call Xcel Energy at 800-895-2999 or 911 in an emergency.

7) Stay away and do not re-enter the building until the Energy company and/or the emergency responders have told you it’s safe to return.

Blizzard

A blizzard is a winter storm with winds of 35 mph or more with snow and blowing snow reducing visibility to less than ¼ mile for 3 hours or more.  Blizzards can be extremely dangerous, so it is critical to take prompt actions to keep people safe.

IF OUTSIDE

1) Find shelter:

a. Try to stay dry.
b. Cover all exposed body parts.
2) No shelter:

a. Build a lean-to, windbreak or snow cave for protection from the wind.
b. Build a fire for heat and to attract attention.
c. Place rocks around the fire to absorb and reflect heat.
3) Melt snow for drinking water:

a. Eating snow will lower your body temperature.
IF IN A VEHICLE

1) Stay in vehicle:
a. You will become quickly disoriented in wind-driven snow and cold.

b. Run the motor about 10 minutes each hour for heat.

c. Open the window a little for fresh air to avoid carbon monoxide poisoning.

d. Make sure the exhaust pipe is not blocked.

2) Be visible to rescuers:

a. Turn on the dome light at night when running the engine.

b. Tie a colored cloth, preferably red, to your antenna or door.

c. After snow stops falling, raise the hood to indicate you need help.

3) Exercise:
a. From time to time, move arms, legs, fingers and toes vigorously to keep blood circulating and to keep warm.
IF INSIDE

1) Stay inside:
a. When using alternate heat from a fireplace, wood stove, space heater, etc., use fire safeguards and properly ventilate.

2) If no heat:
a. Close off unneeded rooms.

b. Stuff towels or rags in cracks under doors.

c. Cover windows at night.

d. Eat and drink. Food provides the body with energy for producing its own heat. Keep the body replenished with fluids to prevent dehydration.

e. Wear layers of loose-fitting, lightweight, warm clothing.

f. Remove layers to avoid overheating, perspiration and subsequent chill.

AVOID OVEREXERTION, such as shoveling heavy snow, pushing a car or walking in deep snow.  The strain from the cold and the hard labor may cause a heart attack. Sweating could lead to a chill and hypothermia.
Monthly Vehicle Checklist
	Site:
	


	Vehicle Plate #:
	

	Current Mileage:
	

	Color:
	

	Date:
	

	Staff:
	


Are the following items in good condition & in working order?
	Seatbelts:
	Y      N
	Comments:
	

	Wheelchair straps:
	Y      N
	Comments:
	

	Wipers:
	Y      N
	Comments:
	

	Ramps:
	Y      N
	Comments:
	

	Doors:
	Y      N
	Comments:
	

	Blinkers:
	Y      N
	Comments:
	

	Headlights:
	Y      N
	Comments:
	

	Hazards:
	Y      N
	Comments:
	

	Tires (tread or worn):
	Y      N
	Comments:
	


	Any New Body Damage?
	Y      N


	


	Any repairs needed?
	Y      N


	


	Vehicle Bag Present:
	Y      N
	Comments:
	

	
	
	
	

	Vehicle Bag Complete (includes Book, First Aid Kit, Gloves):
	Y      N
	Comments:
	


Imagine! Vehicle Inspection Checklist
	Vehicle inspections should be completed for each Imagine! vehicle once every 3-4 months

	Date: 
	

	Inspector: 
	

	Make/Model: 
	

	License Plate #:
	

	Mileage:
	


General Inspection Items:

	Item
	Yes
	No
	Notes

	Van Cleaning

	exterior washed
	 
	 
	 

	vacuumed
	 
	 
	 

	sanitized
	 
	 
	 

	windows
	 
	 
	 

	Straps (if applicable)
	 
	 
	 

	quantity (8 straps per van)
	 
	 
	 

	quality (working order, fray free)
	 
	 
	 

	Emergency Roadside Kit

	jumper cables
	 
	 
	 

	flash light
	 
	 
	 

	signal cone (optional)
	 
	 
	 

	First Aid Kit

	adhesive bandages
	 
	 
	 

	dressing (gauze pads x 2)
	 
	 
	 

	dressing (rolled gauze x 1)
	 
	 
	 

	medical tape
	 
	 
	 

	scissors (optional)
	 
	 
	 

	gloves
	 
	 
	 

	Vehicle Registration

	in vehicle
	 
	 
	 

	up to date
	 
	 
	 

	Insurance
	 
	 
	 

	in vehicle
	 
	 
	 

	up to date
	 
	 
	 

	Cleaning Supplies

	wipes
	 
	 
	 

	paper towels
	 
	 
	 

	hand sanitizer
	 
	 
	 

	tissues
	 
	 
	 

	General Items:

	Books (w/ current updated info)
	 
	 
	 

	Staff Phone List
	 
	 
	 

	General Emergency Procedures
	 
	 
	 

	Comm. Emergency Procedures
	 
	 
	 

	Accident Protocol
	 
	 
	 

	Gas Protocol
	 
	 
	 

	Worker's Comp Info
	 
	 
	 

	Monthly Vehicle Checklists (6)
	 
	 
	 

	Vehicle Inspection Checklists (5)
	 
	 
	 

	Seatbelts present & in working order
	 
	 
	 

	Handicap Placard
	 
	 
	 

	Ice Scraper
	 
	 
	 

	Fire Extinguisher
	 
	 
	 

	Spare Tire & Jack
	 
	 
	 

	Spare Key
	 
	 
	 


Program-Specific Items:

	Item
	Yes
	No
	Notes

	Task Analysis for each site (SE only)
	 
	 
	 


Program-Specific Information
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