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I.0 Introduction 

Policy Number: SCS- Intro-001 

Effective Date: [Insert Date] 

Reviewed and Revised Date: [Insert Date] 

Policy Title: Introduction 

1.1 Purpose and Scope 

The purpose of this Policy and Procedures Manual is to establish comprehensive guidelines 
and requirements for all drivers of [COMPANY NAME], a non-emergency medical 
transportation (NEMT) provider. This manual is designed to ensure compliance with applicable 
Arkansas laws and regulations, promote the safety of our drivers and passengers, and provide 
clear instructions for daily operations and emergency situations. This manual shall apply to all 
drivers operating vehicles on behalf of [COMPANY NAME]. 

The specific objectives of this manual include: 

1. Ensuring the safety and well-being of passengers during transport. 
2. Providing clear operational procedures for drivers. 
3. Complying with Arkansas state regulations governing NEMT services. 
4. Promoting professionalism and accountability among all drivers. 
5. Maintaining consistent and high-quality service standards. 

This manual is a binding document for all employees and contractors operating under 
[COMPANY NAME], and adherence to its policies and procedures is mandatory. 

1.2 Company Overview 

[COMPANY NAME], established in 2010, is a non-emergency medical transportation provider 
based in Arkansas. Our mission is to provide safe, reliable, and compassionate transportation 
to individuals requiring non-emergency medical care and services. We are committed to 
helping our clients access necessary healthcare while ensuring their safety and comfort. 

Our services include transportation to and from medical appointments, rehabilitation centers, 
hospitals, and other healthcare facilities. [COMPANY NAME] prides itself on its fleet of well-
maintained vehicles and team of trained, courteous drivers dedicated to providing the highest 
level of care and service. 

Key milestones in our history: 

Copyrig
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a. 2010: [COMPANY NAME] was founded to meet the growing demand for NEMT 
services in Arkansas. 

b. 2012: Expanded services to include specialized transportation for individuals with 
disabilities. 

c. 2015: Achieved full compliance with Arkansas Department of Health regulations for 
NEMT providers. 

d. 2018: Implemented advanced GPS tracking and dispatch systems to improve service 
efficiency and safety. 

e. 2020: Expanded our fleet and services to cover additional regions within Arkansas. 

Our commitment to excellence is reflected in our continuous efforts to improve service quality 
and ensure compliance with all regulatory requirements. 

1.3 Compliance and Regulatory Framework 

[COMPANY NAME]’s operations are governed by a comprehensive set of state laws and 
regulations designed to ensure the safety and reliability of non-emergency medical 
transportation services. The primary regulatory frameworks include: 

1. Arkansas Non-Emergency Transportation Services Act (Ark. Code Ann. § 20-10-
801 et seq.): This legislation establishes the requirements for licensing, operating 
standards, and oversight of NEMT providers in the state of Arkansas. 

2. Arkansas Department of Health (ADH) Non-Emergency Transportation Services 
Rules (ADHR 007.05.1): These rules provide detailed regulations on various aspects 
of NEMT operations, including driver qualifications, vehicle standards, and service 
delivery protocols. 

Key regulatory provisions include: 

1. Driver Qualifications (Ark. Code Ann. § 20-10-805; ADHR 007.05.1-004): Drivers 
must meet specific criteria, including age, driving record, background checks, and 
training requirements. 

2. Vehicle Standards (Ark. Code Ann. § 20-10-806; ADHR 007.05.1-005): Vehicles 
must be equipped with safety features, undergo regular inspections, and be 
maintained in good operating condition. 

3. Service Delivery and Reporting (Ark. Code Ann. § 20-10-807; ADHR 007.05.1-
006): Drivers must follow procedures for trip documentation, passenger assistance, 
and incident reporting. 

4. Compliance Monitoring and Enforcement (Ark. Code Ann. § 20-10-808; ADHR 
007.05.1-007): The ADH conducts audits and inspections to ensure compliance, and 
providers must implement corrective actions for any identified issues. 

[COMPANY NAME] is dedicated to maintaining full compliance with these regulations to 
ensure the highest standards of safety and service for our clients. We continuously monitor 
regulatory updates and implement necessary changes to our policies and procedures to 
remain in compliance with state requirements. 
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2.0 Vehicle Acquisition and Maintenance 

Policy Number: SCS- VA&M-002 

Effective Date: [Insert Date] 

Reviewed and Revised Date: [Insert Date] 

Policy Title: Vehicle Acquisition and Maintenance 

2.1 Purpose 

The purpose of this policy is to ensure that all vehicles owned or operated by [COMPANY 
NAME] are properly acquired, maintained, and retired in compliance with Arkansas 
Department of Transportation (ARDOT) regulations. This policy aims to ensure the safety and 
reliability of our fleet, safeguarding our drivers, passengers, and the public. 

2.2 Additional Authority 

This policy is governed by the following Arkansas Department of Transportation (ARDOT) 
regulations: 

1. ARDOT Regulation 13.1.1.1 
2. ARDOT Regulation 13.1.1.2 

2.3 Scope 

This policy applies to all drivers and personnel responsible for the operation and maintenance 
of [COMPANY NAME] vehicles. 

2.4 Responsible Party 

1. Transportation Manager: Responsible for managing transportation operations and 
ensuring compliance with ARDOT regulations. Contact: [Phone Number] 

2. Fleet Maintenance Supervisor: Responsible for overseeing the maintenance and 
repair of [COMPANY NAME] vehicles. Contact: [Phone Number] 

2.5 Definitions 

• Fleet Maintenance Supervisor: The supervisor responsible for overseeing the 
maintenance and repair of [COMPANY NAME] vehicles. 

• Transportation Manager: The manager responsible for managing the transportation 
operations and ensuring compliance with ARDOT regulations. Copyrig
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2.6 Policy Statement 

[COMPANY NAME] shall ensure that all vehicles are properly acquired, maintained, and 
retired in accordance with ARDOT regulations to ensure the safety and reliability of our fleet. 
This policy outlines the procedures for acquiring, maintaining, and retiring vehicles, including 
regular inspections and necessary documentation. 

2.7 Procedure 

2.7.1 Vehicle Acquisition 

2.7.1.1 Vehicle Selection 

1. The Transportation Manager shall select vehicles that meet ARDOT regulations and 
are suitable for the company's operations. 

2. Selection criteria shall include vehicle size, capacity, safety features, fuel efficiency, 
and compliance with ADA (Americans with Disabilities Act) requirements. 

2.7.1.2 Purchasing Process 

1. The Transportation Manager shall oversee the purchasing process, ensuring that all 
necessary documentation and inspections are completed before the vehicle is placed 
into service. 

2. The purchasing process shall include a competitive bidding process to ensure cost-
effectiveness. 

2.7.1.3 Inspection and Testing 

1. The Fleet Maintenance Supervisor shall conduct a thorough inspection and testing of 
the vehicle before it is placed into service to ensure it meets ARDOT regulations. 

2. Inspections shall include verifying that the vehicle has passed all state and federal 
safety standards and is equipped with necessary safety and operational equipment. 

2.7.2 Vehicle Maintenance 

2.7.2.1 Regular Inspections 

1. The Fleet Maintenance Supervisor shall conduct regular inspections of all vehicles to 
ensure they are in good working condition and meet ARDOT regulations. 

2. Inspections shall be conducted monthly and documented using the Vehicle Inspection 
Checklist (Appendix A). 

2.7.2.2 Maintenance and Repair 

1. The Fleet Maintenance Supervisor shall perform routine maintenance and repairs on 
vehicles as needed to ensure they remain in good working condition. 

2. Maintenance schedules shall be based on manufacturer recommendations and 
industry best practices. 

3. Emergency repairs shall be addressed immediately to ensure vehicle safety and 

reliability. Copyrig
ht – The W
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2.7.2.3 Record Keeping 

1. The Fleet Maintenance Supervisor shall maintain accurate records of all maintenance 
and repairs performed on vehicles. 

2. Records shall include the date of service, a description of the work performed, and the 
name of the technician who performed the work. 

3. All records shall be stored in the Fleet Management System for a minimum of five 
years. 

2.7.3. Vehicle Retirement 

2.7.3.1 Vehicle Retirement Criteria 

1. The Transportation Manager shall determine when a vehicle should be retired based 
on ARDOT regulations and the company's operational needs. 

2. Criteria for retirement shall include vehicle age, mileage, maintenance history, and 
overall condition. 

2.7.3.2 Disposal Process 

1. The Transportation Manager shall oversee the disposal process for retired vehicles, 
ensuring that all necessary documentation and inspections are completed. 

2. Disposal methods may include selling the vehicle, trading it in, or donating it to a non-
profit organization. 

3. All disposals shall comply with ARDOT and Environmental Protection Agency (EPA) 
regulations. 

2.4. Documentation 

2.4.1 Vehicle Records 

1. The Fleet Maintenance Supervisor shall maintain accurate records of all vehicle 
inspections, maintenance, and repairs. 

2. Records shall include inspection reports, maintenance logs, and repair invoices. 

2.4.2 Inspection Reports 

1. The Fleet Maintenance Supervisor shall prepare inspection reports for all vehicles, 
including any issues or defects found during the inspection. 

2. Inspection reports shall be reviewed and signed by the Transportation Manager. 

2.4.3 Maintenance Records 

1. The Fleet Maintenance Supervisor shall maintain records of all maintenance and 
repairs performed on vehicles. 

2. Records shall be updated in the Fleet Management System within 24 hours of service 
completion. 

2.5. Compliance 

2.5.1 ARDOT Regulations 
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1. [COMPANY NAME] shall ensure that all vehicles are in compliance with ARDOT 
regulations at all times. 

2. Compliance shall be monitored through regular audits and inspections by the 
Transportation Manager. 

2.5.2 Inspections and Audits 

1. The Transportation Manager shall conduct regular inspections and audits to ensure 
compliance with this policy and ARDOT regulations. 

2. Audits shall be conducted quarterly and shall include a review of vehicle records, 
maintenance logs, and inspection reports. 

2.6. Review and Revision 

1. This policy shall be reviewed and revised annually or as needed to ensure compliance 
with ARDOT regulations and to reflect changes in company operations. 

2. The Transportation Manager shall be responsible for initiating the review and revision 
process. 

Notes on Compliance with ARDOT Regulations: 

• ARDOT Regulation 13.1.1.1: This regulation requires transportation companies to 
maintain vehicles in a safe and operable condition. Our regular inspection and 
maintenance procedures ensure compliance with this regulation by identifying and 
addressing potential issues before they become safety hazards. 

• ARDOT Regulation 13.1.1.2: This regulation mandates proper documentation of 
vehicle inspections and maintenance. Our record-keeping practices, including 
detailed logs of inspections and repairs, ensure compliance with this requirement by 
providing a transparent and verifiable history of vehicle maintenance. 

 

Policy Review and Approval 

• This policy shall be reviewed and approved by the Transportation Manager and the 
Fleet Maintenance Supervisor. 

• Any amendments to this policy shall be documented and approved by the same 
authorities. 

Approval Signatures 

• Transportation Manager: _________________________ Date: ___________ 
• Fleet Maintenance Supervisor: _______________ _____ Date: ___________ 

Policy Distribution 

• Copies of this policy shall be distributed to all drivers and relevant personnel. 
• An electronic copy shall be available on the [COMPANY NAME] intranet. 
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3.0 Vehicle Safety Features and Requirements 

Policy Number: SCS-VSF&R-003 

Effective Dates:  

Reviewed and Revised Dates:  

Policy Title: Vehicle Safety Features and Requirements 

3.1 Purpose 

This policy outlines the safety features and requirements for all vehicles operated by 
[COMPANY NAME], ensuring compliance with Arkansas Department of Transportation 
(ARDOT) regulations and guaranteeing the safety of drivers and passengers. 

3.2 Additional Authority 
This policy is governed by the following Arkansas Department of Transportation (ARDOT) 
regulations: 

1. ARDOT Regulation 13.1.1.1 
2. ARDOT Regulation 13.1.1.2 
3. ARDOT Regulation 13.1.1.3 

3.3 Scope 
This policy applies to all drivers and vehicles operated by [COMPANY NAME]. 

3.4 Responsible Party 
1. Transportation Manager: Responsible for administering and enforcing this policy. 

Contact: [Phone Number] 

3.5 Definitions 

1. ARDOT: Arkansas Department of Transportation 
2. Vehicle: Any motorized vehicle used for transportation services by [COMPANY 

NAME] 

3.6 Policy Statement 

[COMPANY NAME] is committed to ensuring the safety of its drivers and passengers. This 
policy outlines the safety features and requirements for all vehicles operated by the company, 
adhering to ARDOT regulations and maintaining a high level of safety standards. Copyrig

ht – The W
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3.7 Procedure 

A. Vehicle Safety Features and Requirements 

1. Seatbelts and Airbags: 

a. All vehicles shall be equipped with functional seatbelts and airbags (ARDOT 
13.1.1.3). 

b. Seatbelts shall be used by all passengers and drivers while the vehicle is in 
motion. 

c. The Fleet Maintenance Supervisor shall ensure that all seatbelts and airbags 
are inspected regularly for proper function. 

2. Vehicle Safety Inspections: 

a. Vehicles shall undergo regular safety inspections as required by ARDOT 
regulations (ARDOT 13.1.1.3). 

b. Inspections shall include checks for proper functioning of seatbelts, airbags, 
and other safety features. 

c. The Fleet Maintenance Supervisor shall document all inspections and maintain 
records for a minimum of five years. 

3. Additional Safety Features: 

a. Vehicles shall be equipped with other necessary safety features such as anti-
lock braking systems (ABS), electronic stability control (ESC), and tire pressure 
monitoring systems (TPMS). 

b. The Fleet Maintenance Supervisor shall ensure these features are functioning 
correctly during regular inspections. 

4. Reporting: 

a. Any issues or defects identified during safety inspections shall be reported to 
the Transportation Manager immediately. 

b. The Transportation Manager shall ensure that all reported issues are 
addressed promptly and in accordance with ARDOT regulations. 

B. Vehicle Maintenance and Repair 

1. Regular Maintenance: 

a. Vehicles shall undergo regular maintenance as required by the manufacturer 
and ARDOT regulations. 

b. Maintenance records shall be kept and made available for inspection upon 
request. 

2. Repair and Replacement: 

a. Vehicles shall be repaired or replaced as necessary to ensure compliance with 
ARDOT regulations and maintain a high level of safety standards. 

b. The Fleet Maintenance Supervisor shall oversee all repairs and replacements, 
ensuring they are completed promptly and properly documented. Copyrig
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C. Driver Responsibilities 

1. Vehicle Inspection: 

a. Drivers shall inspect their assigned vehicles before each use to ensure all 
safety features are functioning properly. 

b. Drivers shall complete a pre-trip inspection checklist (Appendix B) before 
starting their route. 

2. Reporting Issues: 

a. Drivers shall report any issues or defects identified during vehicle inspections 
to the Transportation Manager immediately. 

b. The Transportation Manager shall ensure that all reported issues are 
addressed promptly and documented. 

D. Compliance and Enforcement 

1. Compliance: 

a. All drivers and vehicles shall comply with this policy and ARDOT regulations. 
b. The Transportation Manager shall monitor compliance through regular audits 

and inspections. 

2. Enforcement: 

a. The Transportation Manager shall enforce this policy and ensure compliance 
with ARDOT regulations. 

b. Non-compliance may result in disciplinary action, up to and including 
termination of employment. 

E. Review and Revision 

1. This policy shall be reviewed and revised annually, or as necessary, to ensure 
compliance with ARDOT regulations and maintain a high level of safety standards. 

2. The Transportation Manager shall be responsible for initiating the review and revision 
process. 

Notes on Compliance with ARDOT Regulations: 

• ARDOT Regulation 13.1.1.1: This regulation requires transportation companies to 
maintain vehicles in a safe and operable condition. Our regular inspection and 
maintenance procedures ensure compliance with this regulation by identifying and 
addressing potential issues before they become safety hazards. 

• ARDOT Regulation 13.1.1.2: This regulation mandates proper documentation of 
vehicle inspections and maintenance. Our record-keeping practices, including detailed 
logs of inspections and repairs, ensure compliance with this requirement by providing 
a transparent and verifiable history of vehicle maintenance. 

• ARDOT Regulation 13.1.1.3: This regulation specifies the safety features that 
vehicles must have, such as seatbelts and airbags. By ensuring that all our vehicles 
are equipped with these features and that they are regularly inspected, we maintain 
compliance with ARDOT safety standards. Copyrig
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Policy Review and Approval 

• This policy shall be reviewed and approved by the Transportation Manager. 
• Any amendments to this policy shall be documented and approved by the same 

authority. 

Approval Signatures 

• Transportation Manager: ____________________________ Date: ___________ 

Policy Distribution 

• Copies of this policy shall be distributed to all drivers and relevant personnel. 
• An electronic copy shall be available on the [COMPANY NAME] intranet. 
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4.0 Vehicle Assignment and Use 

Policy Number: VEH-003 

Effective Dates:  

Reviewed and Revised Dates:  

Policy Title: Vehicle Assignment and Use 

4.1 Purpose 

This policy outlines the criteria and procedures for assigning vehicles to drivers at [COMPANY 
NAME], ensuring compliance with Arkansas Department of Transportation (ARDOT) 
regulations, and maintaining a safe and reliable transportation service for our clients. 

4.2 Additional Authority 

This policy is governed by the following Arkansas Department of Transportation (ARDOT) 
regulations: 

1. ARDOT Regulation 13.1.1.1 
2. ARDOT Regulation 13.1.1.2 
3. ARDOT Regulation 13.1.1.4 

4.3 Scope 

This policy applies to all drivers and vehicles operated by [COMPANY NAME]. 

4.4 Responsible Party 

1. Transportation Manager: Responsible for administering and enforcing this policy. 
Contact: [Phone Number] 

4.5 Definitions 

1. Vehicle: A motor vehicle used for transportation services provided by [COMPANY 
NAME]. 

2. Driver: An individual assigned to operate a vehicle for [COMPANY NAME]. 

4.6 Policy Statement 
[COMPANY NAME] is committed to providing safe and reliable transportation services to our 
clients. To achieve this goal, we ensure that our vehicles are properly assigned and used by 
our drivers in accordance with ARDOT regulations and our company's policies. Copyrig
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4.7 Procedure 

4.7.1 Vehicle Assignment and Use 

4.7.1.1 Vehicle Assignment Criteria 

1. Vehicle Selection: 

a. Vehicles shall be selected based on the type of transportation service required, 
the number of passengers, and the distance to be traveled. 

b. The Transportation Manager shall ensure that the selected vehicles meet all 
ARDOT safety and operational standards (ARDOT 13.1.1.4). 

2. Driver Qualifications: 

a. Drivers shall be qualified and trained to operate the assigned vehicle, ensuring 
compliance with ARDOT regulations and company policies. 

b. Drivers must hold a current Arkansas driver’s license and have a clean driving 
record in accordance with ARDOT standards (ARDOT 13.1.1.4). 

4.7.1.2 Vehicle Use 
1. Vehicle Maintenance: 

a. Vehicles shall be regularly maintained and inspected to ensure they are in good 
working condition and in compliance with ARDOT regulations. 

b. Maintenance schedules shall be established based on manufacturer 
recommendations and ARDOT requirements. 

2. Driver Responsibilities: 

a. Drivers shall ensure that vehicles are properly fueled, cleaned, and maintained 
before and after each trip. 

b. Drivers shall complete a pre-trip inspection using the Vehicle Inspection Form 
(Appendix B) to ensure all safety features are operational. 

3. Vehicle Safety: 

a. Drivers shall report any vehicle safety issues or concerns to the Transportation 
Manager immediately. 

b. The Fleet Maintenance Supervisor shall address reported issues promptly to 
ensure vehicle safety and compliance with ARDOT regulations. 

4.7.1.3 Vehicle Assignment and Use Timeline 
1. Vehicle Assignment: 

a. Vehicles shall be assigned to drivers at least 24 hours prior to the scheduled 
trip. 

b. The Transportation Manager shall ensure that the assigned vehicles are 
suitable for the intended transportation service. 

2. Vehicle Inspection: Copyrig
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a. Vehicles shall be inspected before each trip to ensure they are in good working 
condition. 

b. Drivers shall use the Vehicle Inspection Form (Appendix B) to document the 
inspection. 

3. Trip Completion: 

a. Drivers shall complete each trip and report any issues or concerns to the 
Transportation Manager within 30 minutes of trip completion. 

b. The Transportation Manager shall review and address any reported issues 
promptly. 

4.7.2 Compliance and Enforcement 

1. Compliance: 

a. All drivers and vehicles shall comply with this policy and ARDOT regulations. 
b. The Transportation Manager shall monitor compliance through regular audits 

and inspections. 

2. Enforcement: 

a. The Transportation Manager shall enforce this policy and ensure compliance 
with ARDOT regulations. 

b. Non-compliance may result in disciplinary action, up to and including 
termination of employment. 

Review and Revision 

1. This policy shall be reviewed and revised annually, or as necessary, to ensure 
compliance with ARDOT regulations and maintain a high level of safety standards. 

2. The Transportation Manager shall be responsible for initiating the review and revision 
process. 

 

Notes on Compliance with ARDOT Regulations: 

• ARDOT Regulation 13.1.1.1: This regulation requires transportation companies to 
maintain vehicles in a safe and operable condition. Our regular inspection and 
maintenance procedures ensure compliance with this regulation by identifying and 
addressing potential issues before they become safety hazards. 

• ARDOT Regulation 13.1.1.2: This regulation mandates proper documentation of 
vehicle inspections and maintenance. Our record-keeping practices, including detailed 
logs of inspections and repairs, ensure compliance with this requirement by providing 
a transparent and verifiable history of vehicle maintenance. 

• ARDOT Regulation 13.1.1.4: This regulation specifies the criteria for vehicle 
assignment and use. By ensuring that our vehicle assignment procedures are based 
on service requirements and driver qualifications, we maintain compliance with 
ARDOT standards. 
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Policy Review and Approval 

• This policy shall be reviewed and approved by the Transportation Manager. 
• Any amendments to this policy shall be documented and approved by the same 

authority. 

Approval Signatures 

• Transportation Manager: ____________________________ Date: __________ 

Policy Distribution 

• Copies of this policy shall be distributed to all drivers and relevant personnel. 
• An electronic copy shall be available on the [COMPANY NAME] intranet. 
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5.0 Vehicle Usage Guidelines 

Policy Number: -004 

Effective Dates:  

Reviewed and Revised Dates:  

Policy Title: Vehicle Usage Guidelines 

5.1 Purpose 

This policy outlines the rules and guidelines for the proper use of vehicles by [COMPANY 
NAME] drivers, ensuring compliance with Arkansas Department of Transportation (ARDOT) 
regulations and maintaining the safety and reliability of transportation services. 

5.2 Additional Authority 

This policy is governed by the following Arkansas Department of Transportation (ARDOT) 
regulations: 

1. ARDOT Regulation 13.1.1.1 
2. ARDOT Regulation 13.1.1.2 

5.3 Scope 

This policy applies to all drivers and vehicles operated by [COMPANY NAME]. 

5.4 Responsible Party 

• Transportation Manager: Responsible for administering and enforcing this 
policy. Contact: [Phone Number] 

5.5 Definitions 

• Vehicle: A motor vehicle used for transportation services provided by 
[COMPANY NAME]. 

• Driver: An individual assigned to operate a vehicle for [COMPANY NAME]. 

5.6 Policy Statement 

[COMPANY NAME] is committed to ensuring the safe and responsible use of its 
vehicles. This policy outlines the usage guidelines to be followed by all drivers, 
promoting safety, compliance with regulations, and the proper maintenance of 
vehicles. Copyrig
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5.7 Procedure 

5.7.1 Usage Guidelines 

5.7.1.1 General Usage Rules 

1. Authorized Use: 

a. Vehicles shall only be used for official business purposes related to the 
transportation services provided by [COMPANY NAME]. 

b. Personal use of company vehicles is strictly prohibited unless expressly 
authorized by the Transportation Manager. 

2. Prohibited Activities: 

a. Vehicles shall not be used for illegal activities, transporting unauthorized 
passengers, or carrying unapproved goods. 

b. Drivers shall not use vehicles for personal errands or any activities unrelated 
to company business. 

c. Use of alcohol, drugs, or any substances that impair driving ability while 
operating company vehicles is strictly prohibited (ARDOT Regulation 
13.1.1.1). 

3. Compliance with Traffic Laws: 

a. Drivers shall comply with all local, state, and federal traffic laws and 
regulations while operating company vehicles. 

b. Drivers shall observe speed limits, traffic signals, and other road signs to 
ensure safe driving. 

5.7.2 Driver Responsibilities 

1. Pre-Trip Inspection: 

a. Drivers shall conduct a pre-trip inspection of the vehicle using the Vehicle 
Inspection Form (Appendix A) to ensure it is in good working condition. 

b. Any issues identified during the inspection shall be reported to the Fleet 
Maintenance Supervisor immediately. 

2. Safe Driving Practices: 

a. Drivers shall practice defensive driving techniques and remain alert at all 
times. 

b. Use of mobile phones or other electronic devices while driving is prohibited 
unless hands-free options are used. 

3. Vehicle Security: 

a. Drivers shall ensure vehicles are locked and secured when not in use to 
prevent theft or unauthorized access. 

b. Personal belongings and company property shall be removed from the 
vehicle when it is unattended. 
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5.7.3 Vehicle Care and Maintenance 

1. Routine Maintenance: 

a. Drivers shall follow the scheduled maintenance plan as outlined by the Fleet 
Maintenance Supervisor. 

b. Drivers are responsible for checking fluid levels, tire pressure, and other 
routine maintenance items. 

2. Cleanliness: 

a. Drivers shall keep the vehicle clean and free of debris both inside and out. 
b. After each trip, drivers shall remove any trash and personal items from the 

vehicle. 

3. Damage Reporting: 

a. Any damage to the vehicle, regardless of how minor, shall be reported to the 
Transportation Manager immediately. 

b. Drivers shall complete a Damage Report Form (Appendix B) detailing the 
incident and damage. 

5.7.4 Incident Reporting and Response 

1. Accident Procedures: 

a. In the event of an accident, drivers shall follow the company's accident 
procedures, which include ensuring safety, notifying emergency services if 
necessary, and reporting the incident to the Transportation Manager as soon 
as possible. 

b. Drivers shall complete an Accident Report Form (Appendix C) and provide all 
necessary information for insurance and regulatory purposes. 

2. Breakdown Procedures: 

a. If a vehicle breaks down, the driver shall ensure their safety and the safety of 
passengers first. 

b. The driver shall contact the Fleet Maintenance Supervisor for assistance and 
follow the breakdown procedures provided. 

5.7.5 Compliance and Monitoring 

1. Monitoring Usage: 

a. The Transportation Manager shall monitor vehicle usage to ensure 
compliance with this policy and ARDOT regulations. 

b. Regular audits of vehicle logs and GPS data shall be conducted to verify 
proper use. 

2. Enforcement: Copyrig
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a. Non-compliance with this policy shall result in disciplinary action, which may 
include suspension or termination of driving privileges and employment. 

Review and Revision 

1. This policy shall be reviewed and revised annually, or as necessary, to ensure 
compliance with ARDOT regulations and maintain high standards of safety and 
vehicle usage. 

2. The Transportation Manager shall be responsible for initiating the review and revision 
process. 

 

Notes on Compliance with ARDOT Regulations: 

• ARDOT Regulation 13.1.1.1: This regulation requires transportation companies to 
maintain vehicles in a safe and operable condition. Our vehicle usage guidelines 
ensure compliance by promoting safe driving practices and proper vehicle 
maintenance. 

• ARDOT Regulation 13.1.1.2: This regulation mandates proper documentation of 
vehicle inspections and maintenance. Our record-keeping practices, including the 
use of inspection and incident report forms, ensure compliance by providing a 
verifiable history of vehicle usage and maintenance. 

 

Policy Review and Approval 

• This policy shall be reviewed and approved by the Transportation Manager. 
• Any amendments to this policy shall be documented and approved by the same 

authority. 

Approval Signatures 

• Transportation Manager: ____________________________ Date: ___________ 

Policy Distribution 

• Copies of this policy shall be distributed to all drivers and relevant personnel. 
• An electronic copy shall be available on the [COMPANY NAME] intranet. 

 
 

 

 

 

 

 

 Copyrig
ht – The W

rite Directio
n In

c.

© 2025 The Write Direction Inc. All rights reserved.

jomjom

jomjom

jomjom

jomjom

jomjom

jomjom



 

 

 29 

 ARKANSAS-BASED NEMT PROVIDER 

 |     POLICIES AND PROCEDURES 

MANUAL 

6.0 Drivers Qualification 

Policy Number: VEH-005 

Effective Dates: June 18, 2024 

Reviewed and Revised Dates: June 18, 2025 

Policy Title: Drivers Qualification 

6.1 Purpose 

This policy outlines the qualifications required for drivers employed by [COMPANY NAME]  
to ensure compliance with Arkansas Department of Transportation (ARDOT) regulations and 
to maintain high standards of safety and professionalism in non-emergency transportation 
services. 

6.2 Additional Authority 

This policy is governed by the following Arkansas Department of Transportation (ARDOT) 
regulations: 

a. ARDOT Regulation 13.1.1.1 
b. ARDOT Regulation 13.1.1.2 

6.3 Scope 

This policy applies to all drivers employed by [COMPANY NAME]. 

6.4 Responsible Party 

a. Transportation Manager: Responsible for administering and enforcing this policy. 
Contact: [Phone Number] 

6.5 Definitions 

a. Driver: An individual assigned to operate a vehicle for [COMPANY NAME]. 
b. Motor Vehicle Record (MVR): A record of a driver's driving history, including 

violations, accidents, and license status. 

6.6 Policy Statement 

[COMPANY NAME] is committed to employing qualified and responsible drivers to ensure 
the safety of our passengers and the general public. This policy establishes the 
qualifications required for drivers and outlines the procedures for maintaining and verifying 
these qualifications in compliance with ARDOT regulations. 
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6.7 Procedure 

Drivers Qualification 

6.7.1 Driver's License 

1. License Requirements: 

a. All drivers shall possess a valid commercial driver's license (CDL) with the 
appropriate class and endorsements for the vehicle they will be operating. 

b. The CDL must be issued by the Arkansas Department of Finance and 
Administration (DFA) and comply with the Federal Motor Carrier Safety 
Administration (FMCSA) standards (ARDOT 13.1.1.1). 

2. Verification: 

a. The Transportation Manager shall verify the validity of each driver's CDL prior 
to hiring and annually thereafter. 

6. 7.2 Driver's Record 

1. Motor Vehicle Record (MVR) Review: 

a. [COMPANY NAME] shall obtain and review each driver's MVR prior to hiring 
and at least annually thereafter (ARDOT 13.1.1.1). 

b. The MVR review shall include checks for moving violations, major violations, 
and at-fault accidents. 

2. Qualification Criteria: 

a. Drivers must meet the following criteria to be eligible for hire and continued 
employment: 

▪ No more than two moving violations in the past three years. 
▪ No major violations such as driving under the influence (DUI), reckless 

driving, or hit-and-run in the past five years. 
▪ No more than one at-fault accident in the past three years. 

3. Disqualification: 

a. Drivers who do not meet these criteria shall not be hired or retained. 

6.7.3 Driver Training 

1. Initial Training: 

a. All drivers shall complete the following training prior to operating a vehicle for 
[COMPANY NAME]: 

▪ Defensive driving course. 
▪ Passenger assistance techniques, including wheelchair securement. 
▪ Emergency procedures, including accident reporting and vehicle 

evacuation. Copyrig
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▪ Sensitivity training for serving individuals with disabilities (ARDOT 
13.1.1.1). 

2. Ongoing Training: 

a. Drivers shall complete refresher training courses annually to ensure they 
remain knowledgeable about safe driving practices and company policies. 

3. Training Records: 

a. [COMPANY NAME]shall maintain records of all driver training sessions, 
including dates, content covered, and driver attendance. 

6.7.4 Driver Monitoring 

1. Performance Monitoring: 

a. [COMPANY NAME] shall monitor driver performance on an ongoing basis, 
including: 

▪ Reviewing MVRs at least annually. 
▪ Conducting ride-alongs and observations at least quarterly. 
▪ Investigating any complaints or incidents involving drivers 

(ARDOT 13.1.1.1). 
2. Disciplinary Action: 

a. Drivers who exhibit unsafe behaviors or fail to meet performance standards 
shall be subject to disciplinary action, up to and including termination. 

6.7.5 Driver Impairment 

1. Zero-Tolerance Policy: 

a. [COMPANY NAME] has a zero-tolerance policy for driver impairment. Drivers 
shall not operate a vehicle under the influence of alcohol, drugs, or any 
substance that may impair their ability to drive safely (ARDOT 13.1.1.2). 

2. Medical Conditions and Medications: 

a. Drivers must immediately report any medical condition or use of medication 
that may affect their driving ability to the Transportation Manager. 

6.7.6 Driver Conduct 

1. Professional Conduct: 

a. Drivers shall maintain professional conduct at all times while on duty, 
including: 

▪ Treating all passengers with respect and courtesy. 
▪ Adhering to all traffic laws and regulations. Copyrig
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▪ Refraining from the use of cell phones or other distractions while 
driving. 

▪ Maintaining a clean and presentable appearance (ARDOT 13.1.1.1). 
2. Disciplinary Action: 

o Drivers who fail to meet these conduct standards shall be subject to 
disciplinary action, up to and including termination. 

6.7.7 Driver Reporting 

1. Accidents and Incidents: 

a. Drivers shall immediately report any accidents, incidents, or mechanical 
issues to their supervisor (ARDOT 13.1.1.1). 

b. A detailed report shall be completed for each incident and submitted to the 
Transportation Manager. 

2. Changes in License Status or Medical Condition: 

a. Drivers shall report any changes to their driver's license status or medical 
condition that may affect their ability to drive to the Transportation Manager 
immediately. 

Review and Revision 

1. This policy shall be reviewed and revised annually, or as necessary, to ensure 
compliance with ARDOT regulations and maintain high standards of driver 
qualification and performance. 

2. The Transportation Manager shall be responsible for initiating the review and revision 
process. 

Notes on Compliance with ARDOT Regulations: 

• ARDOT Regulation 13.1.1.1: This regulation requires transportation companies to 
maintain high standards for driver qualifications. Our policy ensures compliance by 
setting strict criteria for licensing, record reviews, training, and monitoring. 

• ARDOT Regulation 13.1.1.2: This regulation mandates the reporting of any 
conditions that may impair a driver's ability to operate a vehicle safely. Our zero-

tolerance policy for impairment and requirements for medical condition reporting 
ensure compliance with this regulation. 

Policy Review and Approval 

• This policy shall be reviewed and approved by the Transportation Manager. 
• Any amendments to this policy shall be documented and approved by the same 

authority. 

Approval Signatures 

• Transportation Manager: _____________________________ Date: ___________ 

Policy Distribution Copyrig
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• Copies of this policy shall be distributed to all drivers and relevant personnel. 
• An electronic copy shall be available on the [COMPANY NAME] intranet. 

 

7.0 Drug and Alcohol Policy 

Policy Number: VEH-006 

Effective Dates: June 18, 2024 

Reviewed and Revised Dates: June 18, 2025 

Policy Title: Drug and Alcohol Policy 

7.1 Purpose 

The purpose of this policy is to establish [COMPANY NAME]’s stance on drug and alcohol 
use, outline testing procedures, and define disciplinary actions for policy violations. This policy 
aims to promote a safe and productive work environment for all employees. 

7.2 Additional Authority 

a. Arkansas Code Annotated (A.C.A.) § 27-23-101 et seq. - Uniform Commercial 
Driver's License Act 

b. A.C.A. § 27-16-801 et seq. - Implied Consent to Chemical Test for Intoxication 
c. Arkansas Department of Transportation (ARDOT) Regulations 13.1.2.1 - Drug and 

Alcohol Testing Requirements 

7.3 Scope 

This policy applies to all drivers employed by [COMPANY NAME]. 

7.4 Responsible Party 

The Safety Manager is responsible for administering and enforcing this policy. They 
can be reached at (501) 555-1234. 

7.5 Definitions 

a. Controlled Substance: A drug or chemical substance whose manufacture, 
possession, or use is regulated by law. 

b. Reasonable Suspicion: Specific, contemporaneous, articulable observations 
concerning the appearance, behavior, speech, or body odors of the driver. 

c. Safety-Sensitive Function: Any on-duty function of operating a commercial motor 
vehicle, including all time spent at a facility, driving, inspecting, servicing, or 
conditioning any commercial motor vehicle. 
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7.6 Policy Statement 

[COMPANY NAME] maintains a zero-tolerance policy for the use of controlled substances 
and the misuse of alcohol by its drivers. Drivers must be able to perform their safety-
sensitive functions unimpaired in order to ensure the safety of our clients, the general public, 
and themselves. This policy is established in accordance with A.C.A. § 27-23-101 et seq. 
and ARDOT Regulations 13.1.2.1. 

A. Zero Tolerance Statement 

1. Controlled Substances: 

a. Drivers are prohibited from reporting for duty or remaining on duty if they have 
used any controlled substance, except when the use is pursuant to the 
instructions of a licensed medical practitioner who has advised the driver that 
the substance will not adversely affect the driver's ability to safely operate a 
commercial motor vehicle. [ARDOT 13.1.2.1(a)] 

2. Alcohol: 

a. Drivers are prohibited from reporting for duty or remaining on duty if they have 
an alcohol concentration of 0.04 or greater. [ARDOT 13.1.2.1(b)] 

b. Drivers are prohibited from using alcohol within 4 hours of reporting for duty. 
[ARDOT 13.1.2.1(c)] 

B. Testing Procedures 

1. Pre-Employment: 

a. All applicants for driver positions must undergo and pass a controlled 
substance test prior to being hired. [ARDOT 13.1.2.1(d)] 

2. Random Testing: 

a. Drivers will be subject to random controlled substance and alcohol testing at 
a rate of no less than 50% and 10% of the average number of driver 
positions, respectively. [ARDOT 13.1.2.1(e)] 

3. Post-Incident Testing: 

a. Drivers will be tested for controlled substances and alcohol as soon as 
practicable following any accident involving a commercial motor vehicle 
where there is a fatality or the driver receives a citation for a moving violation. 
[ARDOT 13.1.2.1(f)] 

C. Disciplinary Actions 

1. Positive Test Results: 

a. Any driver who tests positive for controlled substances or has an alcohol 
concentration of 0.04 or greater will be immediately removed from safety-
sensitive functions and terminated from employment. [ARDOT 13.1.2.1(g)] Copyrig
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2. Refusal to Test: 

a. Refusal to submit to any required test will be treated as a positive test result 
and will result in termination. [ARDOT 13.1.2.1(h)] 

3. Alcohol Use within 4 Hours of Duty: 

a. Drivers who are found to have used alcohol within 4 hours of reporting for 
duty will be immediately removed from safety-sensitive functions and may 
face disciplinary action up to and including termination, depending on the 
circumstances. [ARDOT 13.1.2.1(c)] 

7.7 Procedures 

A. Pre-Employment Testing 

1. Testing Requirement: 

a. All applicants for driver positions must undergo a controlled substance test as 
part of the pre-employment screening process. 

2. Hiring Condition: 

a. Applicants will not be hired until they have provided a negative test result. 

3. Coordination: 

a. The Safety Manager is responsible for coordinating pre-employment testing 
and maintaining records of test results. 

B. Random Testing 

1. Testing Program: 

a. The Safety Manager will ensure that the company's random testing program 
meets the minimum annual testing rates set by ARDOT. 

2. Selection Process: 

a. Drivers will be selected for random testing using a neutral, objective selection 
process. 

3. Notification: 

a. Drivers selected for random testing will be notified and required to 
immediately report for testing. 

4. Administration: 

a. The Safety Manager is responsible for administering the random testing 
program and maintaining records of test results. Copyrig
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C. Post-Incident Testing 

1. Testing Requirement: 

a. Drivers will be tested for controlled substances and alcohol as soon as 
practicable following any accident involving a commercial motor vehicle 
where there is a fatality or the driver receives a citation for a moving violation. 

2. Coordination: 

a. The Safety Manager is responsible for coordinating post-incident testing and 
maintaining records of test results. 

D. Disciplinary Actions 

1. Positive Test Results: 

a. Any driver who tests positive for controlled substances or has an alcohol 
concentration of 0.04 or greater will be immediately removed from safety-
sensitive functions and terminated from employment. 

2. Refusal to Test: 

a. Refusal to submit to any required test will be treated as a positive test result 
and will result in termination. 

3. Alcohol Use within 4 Hours of Duty: 

a. Drivers who are found to have used alcohol within 4 hours of reporting for 
duty may face disciplinary action up to and including termination, depending 
on the circumstances. 

4. Administration: 

a. The Safety Manager, in consultation with the Human Resources Manager, is 
responsible for administering disciplinary actions for policy violations. 

Review and Revision 

1. This policy shall be reviewed and revised annually, or as necessary, to ensure 
compliance with ARDOT regulations and maintain high standards of safety and drug-
free workplace practices. 

2. The Safety Manager shall be responsible for initiating the review and revision 
process. 

VIII. References 

• Arkansas Code Annotated (A.C.A.) § 27-23-101 et seq. - Uniform Commercial 
Driver's License Act 

• A.C.A. § 27-16-801 et seq. - Implied Consent to Chemical Test for Intoxication 
• Arkansas Department of Transportation (ARDOT) Regulations 13.1.2.1 - Drug and 

Alcohol Testing Requirements Copyrig
ht – The W
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Notes on Compliance with ARDOT Regulations: 

• ARDOT Regulation 13.1.2.1(a): This regulation requires transportation companies 
to prohibit drivers from using controlled substances unless prescribed by a licensed 
medical practitioner. Our zero-tolerance policy and pre-employment testing ensure 
compliance. 

• ARDOT Regulation 13.1.2.1(b): This regulation mandates that drivers must not 
report for duty with an alcohol concentration of 0.04 or greater. Our testing 
procedures include random and post-incident tests to ensure compliance. 

• ARDOT Regulation 13.1.2.1(c): This regulation prohibits drivers from using alcohol 
within 4 hours of duty. Our policy includes clear disciplinary actions for violations to 
enforce this rule. 

 

Policy Review and Approval 

• This policy shall be reviewed and approved by the Safety Manager. 
• Any amendments to this policy shall be documented and approved by the same 

authority. 

Approval Signatures 

• Safety Manager: ___________________________________ Date: ___________ 

Policy Distribution 

• Copies of this policy shall be distributed to all drivers and relevant personnel. 

• An electronic copy shall be available on the [COMPANY NAME] intranet. 

 
 

 

 

 

 

 

 

 
 

Copyrig
ht – The W

rite Directio
n In

c.

© 2025 The Write Direction Inc. All rights reserved.

jomjom

jomjom

jomjom

jomjom

jomjom



 

 

 38 

 ARKANSAS-BASED NEMT PROVIDER 

 |     POLICIES AND PROCEDURES 

MANUAL 

8.0 Rehabilitation and Assistance Programs, Drug Test 

Reporting, and Record Keeping 

Policy Number: SCS-DP-RSPDTRRK-009 

Effective Dates:  

Reviewed and Revised Dates:  

Policy Title: Rehabilitation and Assistance Programs, Drug Test Reporting and Record 
Keeping  

8.1 Purpose 

The purpose of this policy is to establish [COMPANY NAME]’s stance on drug and alcohol 
use, outline testing procedures, define disciplinary actions for policy violations, and provide 
resources for employees seeking help. This policy aims to promote a safe and productive 
work environment for all employees. 

8.2 Additional Authority 

a. Arkansas Code Annotated (A.C.A.) § 27-23-101 et seq. - Uniform Commercial 
Driver's License Act 

b. A.C.A. § 27-16-801 et seq. - Implied Consent to Chemical Test for Intoxication 
c. Arkansas Department of Transportation (ARDOT) Regulations 13.1.2.1 and 13.1.2.2 

- Drug and Alcohol Testing Requirements 

8.3 Scope 

This policy applies to all drivers employed by [COMPANY NAME]. 

8.4 Responsible Party 

The Safety Manager is responsible for administering and enforcing this policy. They can be 
reached at (501) 555-1234. 

8.5 Definitions 

a. Controlled Substance: A drug or chemical substance whose manufacture, 
possession, or use is regulated by law. 

b. Reasonable Suspicion: Specific, contemporaneous, articulable observations 
concerning the appearance, behavior, speech, or body odors of the driver. 

c. Safety-Sensitive Function: Any on-duty function of operating a commercial motor 
vehicle, including all time spent at a facility, driving, inspecting, servicing, or 
conditioning any commercial motor vehicle. 

d. Confidential Information: Any information related to an employee's drug and 
alcohol testing results, medical history, or other personal health information. 
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8.6 Policy Statement 

[COMPANY NAME] maintains a zero-tolerance policy for the use of controlled substances 
and the misuse of alcohol by its drivers. Drivers must be able to perform their safety-
sensitive functions unimpaired in order to ensure the safety of our clients, the general public, 
and themselves. This policy is established in accordance with A.C.A. § 27-23-101 et seq. 
and ARDOT Regulations 13.1.2.1 and 13.1.2.2. 

 

 

Appendix 2: Forms and Templates 

Appendix A: Vehicle Inspection Checklist 

Appendix B: Pre-Trip Inspection Checklist 

Appendix C: Vehicle Assignment Form 

Appendix D: Vehicle Inspection Form 

Appendix E: Trip Completion Form 

Appendix F: Damage Report Form 

Appendix G: Accident Report Form 

Appendix H: Motor Vehicle Record (MVR) Review Checklist 

Appendix I: Training Record Form 

Appendix J: Driver Performance Monitoring Form 

Appendix K: Incident Report Form 

Appendix L: Pre-Employment Testing Checklist 

Appendix M: Random Testing Log 

Appendix N: Detailed Training Procedures 

 

 

 

Note to Readers: 
 
Thank you for exploring this sample of our work. In order to maintain the brevity of our 
online showcase, we've provided only a selection from this piece. 
 
Should you be interested in viewing the complete work or wish to delve deeper into our 
portfolio, please don't hesitate to reach out. We're more than happy to provide extended 
samples upon request. 
 
Thank you, 
The Write Direction Team 
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