
Link Associates 
Transportation & Safety 
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Transportation Policy 

 The safe, efficient and economical 
transportation of consumers and staff to 
access jobs, services and basic life 
activities is a fundamental need.   
 Link Associates facilitates special needs 
coordinated transportation through a 
collaborative community process in 
accordance with all applicable federal, 
state, and local guidelines.  
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Safety/Emergency Procedures 
To best ensure the personal safety and health of consumers and staff 

of Link Associates, all staff shall be trained on emergency and 
evacuation procedures for fire, bomb threats, natural disasters, utility 
failure, medical emergencies and safety during violent and 
threatening situations.   The goals of the training and plan are to: 

 
–  Ensure to the maximum extent possible the health and safety of consumers, staff 

and visitors  
–  Protect the property and preserve the orderly operation of the organization  
–  Create a chain of command establishing authority, responsibility, and lines of 

communication  
–  Develop partnerships with the local community and appropriate government 

agencies  
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Driver Training 
As part of initial orientation, all Link Associates employees will be required to 

attend and successfully complete the agency driver orientation program.  
Components of the program include, but are not limited to: 

•  Review of agency transportation policies and procedures. 
 Driver Responsibilities 
  

The driver will at minimum check the operation of at least the following safety 
standards and document their function prior to the operation of the 
vehicle: 
   Brakes 
   Horn 
   Lights 
   Mirror 

  Windshield wipers 
   Tires 
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Smoking is not allowed 
in any Link 
Associates owned 
vehicle by the driver 
or any passenger at 
any time.   

When operating a 
personal vehicle for 
agency use, smoking 
is not allowed while 
consumers are 
present. 
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Seat Belts 
All cars, mini-vans and some buses are equipped 

with seat belts and must be used by driver and 
all passengers. 

Drivers are responsible to ensure that prior to 
moving the vehicle, all passengers that require 
to be seat belted are safely restrained. 

No one can be transported in the back of a 
pick-up. 
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Drivers shall not transport flammable or toxic 
materials in vehicles while transporting 

consumers  
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Who can Drive Link Vehicles? 

Any employee who transports consumers 
and/or conducts agency business in their 
own or in an agency vehicle is bound by 
insurance, licensing, and qualifying 
standards.   

An annual Department of Transportation 
report for all agency drivers is mandatory.   
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Driving   
•  Drive slowly – we have persons counting on you! Use caution for 

their safety. 
•  Obey all stop signs.  They are at locations where people frequently 

cross. 
•  Remember that many of the people we serve have behavioral 

issues that we can not predict, like darting into a street or in front of 
your vehicle. 

•  Care for our vehicles as if they were your own.  The money it takes 
to replace and repair the damage is what could have been spent  on 
staff wage increases. 

•  If garbage and debris is found in a vehicle you drove – you will be 
held accountable.  If you enter a vehicle that has been left dirty, it is 
your responsibility to immediately report it to the Fleet & Facility 
Administrator for investigation. 

•  Before you drive the vehicle, you should complete an exterior review 
for damage.  If there is damage to the vehicle that appears new or 
was not noticed by you, it is your responsibility to immediately report 
it to the Fleet & Facility Administrator for investigation. 
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Employees Responsibility 

1.  Immediately report to your supervisor any 
moving violation that would result in a 
disqualifying event. 

2.  Pay for any ticket issued. This includes 
parking tickets. 

3.  Maintain the ability to transport 
consumers according to your job 
description. 
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An employee is disqualified from driving by, but not limited to the 
following:  

1.  The loss of their privilege to operate a vehicle on public highways, either              
 temporarily or permanently. 

2.   Any major violation in the past 5 years which includes but is not limited to: 
a.  driving under the influence of alcohol or drugs,  
b.  leaving the scene (hit and run),  
c.  failure to report an accident,  
d.  homicide with a motor vehicle,  
e.  driving with MVR suspended,  
f.  using a motor vehicle for a felony,  
g.  operating a motor vehicle without owners consent,  
h.  permitting an unlicensed person to drive,  
i.  reckless driving,  
j.  speed contest  
k.  combination of accidents. 

3.  More than one (1) moving violation in the past 5 years in combination with one at fault accident. 
4.  More than two (2) moving violations in the past 5 years with No at fault accidents. 
5.  More than two (2) at fault accidents in the past 5 years with no moving violations. 
6.  International driver license.  
7.  Licensed in the United States less than three (3) years requires approval of the Executive Director. 
8.  Three (3) incidents in a 12 month period involving Link Associates  transportation where your 
actions resulted in a Link vehicle damage report or any level of disciplinary action. 
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If you are a disqualified driver: 
 1.  Disqualified drivers shall NOT be allowed to drive an agency vehicle or 

transport consumers in the employee’s own vehicle for a period of one year 
from the date of  their most recent violation (EXCLUDING SERIOUS 
VIOLATIONS)  

 
2.  Disqualification may result in job reassignment to a position which does not 

require that the employee drives an agency vehicle or  transport consumers, 
or may result in termination.  

 
3.  Disqualification of any employee following the date of hire to a position in 

which driving is not a condition of employment shall disqualify the employee 
from moving into a position where driving an agency vehicle or the 
employee’s own vehicle is a condition of employment. 
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VEHICLE INSURANCE 
COVERAGE: 

Link Associates maintains collision and liability insurance for all 
agency vehicles used by staff and volunteers in transporting 
consumers and/or materials.  

The Agency does not provide any liability or physical damage 
insurance for vehicles owned by staff.  Staff is bound by 
insurance, licensing and qualifying standards as detailed in 
Agency Transportation Policies. 

Staff will be reimbursed at the rate indicated in the employee 
handbook for their business use miles.  This payment is 
designed to cover expenses, including insurance, for the 
operation of their personal vehicle for agency business. 

The Agency recommends employees or volunteers maintain 
auto liability limits of at least $300,000 Combined Single Limit 
Bodily Injury and Property Damage per occurrence. 
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Procedures for Vehicle 
Maintenance and Service  

•  Link Associate’s fleet of vehicles will be maintained in 
accordance with manufacturer’s guidelines.  The Fleet 
& Facilities Administrator will ensure the following 
services are completed and the associated written 
records are maintained. 

1.  Transportation staff schedules routine service for all 
vehicles and keeps records for each vehicle. 

2.  Transportation staff completes a physical inspection 
and updates forms for each vehicle monthly. 

3.  You need to report any problems with the vehicles 
immediately to Scott Hennings, Fleet & Facilities 
Administrator to coordinate inspection and repairs. 
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If there is a problem  
with the vehicle:  

•  If there is a routine problem any time, you 
must report it to the support persons listed 
in the vehicle book when you reach your 
destination. 
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Procedures to safely assist consumers while boarding and moving to and from 
vehicles, including the metro transportation system.   

a.  Ensure that the vehicle is stopped before loading or unloading.   
b.  If you are on an incline, ensure the parking brake or emergency brake is set 

while loading and disengaged prior to operating the vehicle 
c.  If you are operating a lift vehicle you must ensure you are on a flat surface 

and the emergency brake is on.   
d.  Ensure consumers can not engage the vehicle or access the keys 
e.  Special Populations Assistance 

Ø  Persons in wheelchairs 
Ø  Persons who have visual impairments 
Ø  Persons who need assistance to step up into a vehicle 

f.  Some consumers have an individualized program due to transportation 
problems.  If they require a special seat due to behavior, disability, or size, 
your supervisors will give you specifics.   

g.  Load and unload vehicles away from traffic 

Assisting Consumers 
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h.  Verify that the steps/lifts/ramps are free of ice and debris before loading 
or unloading. 

i.  Properly secure passengers and  wheelchairs.  Some of our lifts will not 
operate unless the wheelchair belt is secured. 

j.  Do not allow consumers to assist other consumers with transportation 
 responsibilities. 

k.  Do not leave unless all passengers are accounted for.  If you 
have a question, you MUST check prior to leaving. 

l.  If Link staff assist consumers to Dart buses 

Ø  We do not operate the Dart bus lifts. 
Ø  We do not ride up or down on the metro bus lifts. 
Ø  We will help a consumer up onto the bus and with seating on the 

bus, if the driver requests our help. 
Ø  We check the bus list with our list to ensure consumers are on 

the correct bus.   
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What You Will Find In The 
Vehicles 

 
Each vehicle owned or leased by Link Associates will have in the vehicle: 

 A.  Registration 
 B.  Vehicle insurance proof 
 C.  Fuelman Mastercard 
 D.  Cell Phone 
 E.  First Aid Kits 
 F.  Fire Suppression Equipment 
 G.  Emergency Flasher 
 H.  Vehicle Notebook 
  1.  Emergency information 
  2.  Trip log 
  3.  Service Record 
  4.  Accident forms; TR-9 and TR-10  
  5.  Transportation Policy 
  6.  Written Vehicle Emergency Procedures including information 

  on: 
   a.  severe weather conditions 
   b.  evacuation procedures, fire, accidents, tornado 
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Safety Equipment Contents,  
Storage and Use 

 
 

FIRE 

1.  Each vehicle is equipped with fire suppression equipment 

a.  A fire blanket 

b.  A fire extinguisher-stored in a permanent vehicle fixture 

2.  Your responsibility in a fire situation  is to ensure the safety of the 
consumers – fighting the fire is not your priority. 

FIRST AID 

1.  Each vehicle is equipped with first aid kit. 

EMERGENCY EQUIPMENT 

1.  Each vehicle has a ‘send help’ sign, located in the notebook to be placed in 
front window 

2.  Each vehicle has a magnetic emergency flasher that can be placed outside 
the vehicle at the rear. 

3.  Web cutter to cut a seat belt loose.  Located in the vehicle book. 
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Vehicle Emergency Procedures 

•  Accidents 

•  Breakdowns 

•  Evacuation During an Emergency 
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Accidents  
 

What to do 
 Each vehicle is maintained with an emergency information sheet to be used by staff, 
police and other assisting emergency personnel.   

1.  In the event of an accident, drivers are: 
 a.  Determine the extent of the injuries and provide first aid as needed.  Attend 

 to the physical and emotional needs of the consumer.  
 b   Stay with the consumers and the vehicle and wait for emergency 

 assistance. 
 c.  Notify the Transportation Administrator or back up as listed in the vehicle book. 
 d.  Notify your immediate supervisor or the on-call supervisor for the agency 

 immediately. 
 e.  Within 24 hours a “Driver Accident Report Form (TR-9) must be completed and 

 submitted to the Transportation Administrator. 
 f.  Complete any other forms provided by the police. 

2.  Following an accident, the Fleet & Facilities Director and the Executive Director are to 
be notified and direction will be given as to the notification of insurance company and 
the obtaining of estimates.  

3.  Complete all required paperwork. 
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What Happens If You Have An 
Accident? 

Link Associates takes this responsibility seriously . . . And so should 
you. 

 
When there is an accident – our first focus is the health and safety of 

our consumers and our staff.  We will do all we can to support 
people at the scene and following. 

 
After an accident we look seriously at how and why the accident 

occurred.  We evaluate the employee’s continued insurability, if 
the employee was negligent and their attitude regarding the 
situation 

 
Depending on the outcome of the evaluation disciplinary action may be 

implemented as outlined in your employee handbook.   
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Following an Accident 
If the vehicle needs to be towed, 

your vehicle book will have the 
towing information for the vehicle 
you are using.  City Wide Towing 
is 244-6006  (leave keys above 
visor)  

Our Insurance Company 
information is located in the 
holder above the drivers visor. 
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Link Associates 
Drivers Accident Report 

 
LINK ASSOCIATES VEHICLE 
Employee Name: ____________________________________________________ 
 
Drivers License Number: _______________________      Purpose of Use: ______________ 
 
Vehicle Year, Make, & Model: _____________________ Serial Number: ______________ 
 
Vehicle License Number: ________________________   Agency Vehicle Number: ________ 
 
Date of Accident: ____________________                       Time: __________________ 
 
Location of Accident: ______________________________________________________ 
Description of What Happened: (use back if necessary):  
 
 
If not drivable, where is vehicle?: _________________________________________________ 
 
Police Department Contacted: ________________________  Case #: ___________________ 
 
Tickets Issued: _______________________________________________________________ 
 
Officer’s Name, Badge or Plate #: ________________________________________________ 

 
Passengers: __________________________________________________________________ 
 
Injuries:  Name: _____________________        Injury: _______________________________ 

 
 

   

TR-9 

Jane Doe 
YX345HS Grocery shopping 

 2010 FORD-bus 478390157893458492 

346-HXY 14 

12/15/2011 2:45 PM 

Hy-Vee Parking lot on 22nd and Douglas 

Backing out of parking space and hit the left rear corner of a yellow station wagon parked  
behind me and the edge of the return cart rack. 

On-call transportation staff had it towed to Scott's 

Des Moines Police 13423-JJU-345 

Personal ticket issued to Jane Doe for failure to control vehicle 

Sergeant Dan Dunnry-457898 

Joe One, Bob Two and Joe Three 

Joe One Scratch on left knee 
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Link Associates 
Drivers Accident Report 

 
Witnesses Name:  _____________________________  Phone: ____________________ 

 
 

Address:  __________________________________________________________________ 
 
Witnesses Name: _____________________________  Phone: ____________________ 
 
Address: ___________________________________________________________________ 
 
OTHER VEHICLE 
 
Driver’s Name:  ___________________________  Phone: ___________________ 

 
Address: __________________________________________________________________ 

 
Driver’s License Number: _____________________ 
 
Owner: ___________________________________________________________________ 
 
Address: ________________________________________Phone: ___________________ 

 
Vehicle Year, Make & Model: _________________________                       Serial Number: ___________ 

 
Passengers: _______________________________________________________________ 

 
Injuries: __________________________________________________________________ 

 
Insurance Agent & Phone: ___________________________________________________ 

 
PROPERTY OTHER THAN VEHICLES 
 
Owner’s Name: _________________________  Phone: __________________ 
 
Address: ________________________________________________________________ 

 
Description of Property Damages:  

 
 
 

Employee Signature: __________________________  Date: _________________ 
Submit to Department Head within 24 hours of accident.   
 

 

TR-9 
Page 
2 

Sam Smith 252-xx34 

412 Saw-an Accident Drive, West Des Moines, IA 50223 

Jack Sprat 491-xx07 
1313 Nowimlate Road, Urbandale, IA 50322 

Hit Micar 491-34xx 
Longover Square, Johnston, IA 50345 

589025HYG 
Same as driver 

Same as driver Same as driver 

2003 Ford pick up 467915108 
none 

None 
State Bureau-Tom Higgians-243-xx87 

HyVee 243-xx67 

HyVee Parking lot on 22nd and Douglas 

Bent the upper south end of the return cart rack- carts can still be pushed in 
Jane Doe 04/7/2012 
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Name of Driver:  __________________________________ Date of Accident _________________ 
 
Drivers License Number: ___________________________  Agency Vehicle No. ______________ 

 
Did driver complete the Driver’s Accident Report (Form TR-9)? ______ Yes   _____ No 

 
Any additional information to add to “Driver’s Accident Report”?  (arrests, witness accounts) 
 
What did the driver identify as reasons for the cause of the accident? (Driver failure, 

environment, other driver or object, etc.) 
 
 
Does our driver accept  responsibility for the incident and what was his/her attitude regarding 

the accident?  
 
 
In your opinion, could the driver have avoided this accident?  If so, how? 
 
 
Are there previous related incidents/accidents involving this employee?  Do you recommend 

additional training for the driver or disciplinary action? 

 
Supervisor Signature & date: 
 
Department Head Signature & date: 
 
Fleet & Facilities Director Signature & date: 

 
 

Link Associates 
Supervisor’s Follow-up Report of a Vehicle Accident 

 

TR-10 

Jane Doe 
438-XX-4567 14 

04/07/2012 

X 

none 

she said the consumer would not listen to her and buckle his seatbelt and she 
was distracted by that 

Yes, she feels bad that the vehicle got damaged and. was worried about her position.   
Also worried about consumer that got scratched 

Yes - All passengers should have been seat belted and ready for transport prior to 
moving the vehicle. 

No previous and I recommend  a verbal warning for the first incident, and re-take the 
transportation training 

Carrie A. Pager, Residential Supervisor 04/08/2012 

Jay Bruns, Program Director 04/08/2012 

Jim Wilkie 04/09/2012 26 



Breakdowns 
In the event of a breakdown, you must: 
a.  Stay with the consumers and the 

vehicle and wait for assistance 
b.  Utilizing the emergency information 

sheet found in the vehicle notebook 
contact the agency staff listed 

c.  Place the “SEND HELP” sign found in 
the vehicle notebook in the window. 

d.  Turn on the vehicle flashers 
e.  Place the magnetic emergency flasher 

on the rear of the vehicle and place the  
safety triangles outside behind the 
vehicle 
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Link Associates 
Vehicle Emergency Information Sheet 

Administration Office   Hours:  Monday through Thursday 
1452 29th Street    8:00a.m. – 4:30 p.m. 
West Des Moines, Iowa 50266   Friday 
515-262-8888    8:00 a.m. – 4:00 p.m. 
 
Jim Wilkie, Fleet & Facilities Director 
Scott Hennings, Fleet & Facilities Administrator 
 

 AFTER HOURS CALL: 
 a.  Fleet & Facilities Administrator 
  Scott Hennings  (Cell) 229-7236                (Home) 964-7182

   
 b.  Administrative Assistance 
  Linda Knapp                      (Cell) 480-0464  (Home) 266-0828 
 c.  On-call Residential Administrator 
  (3:00 p.m. – 8:00 a.m. 7 days a week)   251-0474 
 d.  Fleet & Facilities Director 
  Jim Wilkie   (Cell) 306-1549  (Home) 994-2716

  
IF NECESSARY CALL: 

 d.  Police/Fire/Rescue/Sheriff/  911 
 AFTER HOURS TOWING CALL: 
 e,  City Wide Towing – 244-6006  (leave keys above visor) 
 f.  Insurance Company 
  Philadelphia 
 g.  Insurance Agency 
  LaMair Mulock Condon Company 
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Out of Town Help 

If you are on a trip out of town and you have service 
problems 
 A.  Contact the emergency staff just   

  discussed 
  1.  They will help you coordinate how to get help 

  and make the appropriate decisions. 
  2.  Tell them which vehicle you are driving and 

  they will know if it is a warranty vehicle or if  
 alternate service is required. 

  3.  If necessary, they will coordinate support staff 
  to meet you 

 B.  The Fuelman credit card can be used for 
  service after authorization. 
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Vehicle Evacuations During an 
Emergency 

The decision to evacuate the vehicle must be a timely one.  Evaluate the situation by 
considering the following conditions: 

 

•  Stalling or becoming disabled in an unsafe location (i.e., cannot be seen by traffic, on railroad track, etc.) 
•  Is the vehicle likely to be hit by other vehicles? 
•  Is there a fire or danger of fire? 
•  Is there a smell of leaking fuel? 
•  Is the vehicle in the path of a sighted tornado? 
•  Would removing the consumers expose them to speeding traffic, severe weather or a dangerous environment 

such as downed power lines? 
•  Would moving consumers complicate injuries such as neck and back injuries and fractures? 
•  Is there a hazardous spill involved?  Sometimes it may be safer to remain in the vehicle and not come in contact 

with the material. 
Evacuation should only be done when remaining in the vehicle could present a greater hazard than evacuating the 

vehicle. 
Types of Evacuations 
  1.  Front door evacuation 

 2.  Emergency Exit Windows (side and back windows) 
 3.  Wheelchair lift door. 
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Mandatory Evacuations 
The driver must evacuate the bus when: 
 
•  The vehicle is stalled on or adjacent to railroad tracks. 
•  The position of the vehicle may change and increase danger (e.g. vehicle comes to 

rest near a body of water where it could move and go into the water.) 
•  There is danger of collision (e.g. unsafe sight distance, but is not readily visible in the 

direction of traffic.) 
•  A hazardous spill has occurred, there is a need to quickly evacuate to an area upwind 

at least 300 feet from the incident 
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General Procedures for Vehicle 
Emergency Evacuations 

•  Determine if evacuation is in the best interest of safety.  Keep consumers in the vehicle unless 
conditions warrant emergency evacuation 

1.  Secure the vehicle: 
 1.  Place transmission in park. 
 2.  Set parking brake 
 3.  Shut off engine after unloading wheelchairs.  If time, situation does not permit, shut off engine and manually 
operate the lift. 
 4.  Remove key from ignition 
 5.  Activate the warning lights 
 6.  Take vehicle cell phone with you 
 7.  Take vehicle 3 ring binder with you 

2. If time allows, notify the administrative office, or the transportation department staff with the following information: 
  1.  Location 

 2.  Conditions 
 3.  Type of assistance needed 

3. Determine safest exit for evacuation (front door, lift door, emergency exit windows) and what consumers can assist 
you in the evacuation 

4. Order evacuation 
 a.   Stand and face consumers 
 b.  Open door and get their attention (remain calm) 
 c.  Have the assistants exit the vehicle 
 d.  Give the command “Front door emergency evacuation”  “Stay seated until it is your turn to exit.  Leave all of 
your belongings on the bus.” 
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General Procedures for Vehicle Emergency 

Evacuations continued… 
 

 5.  Explain the evacuation procedure: 
  a.  I will pass by your seat walking toward the back of the vehicle and you will calmly and quietly stand and enter 

the aisle as I dismiss your seat and proceed to the front of the bus and exit using the front door. 
 b.  Consumers seated in the first seat on the right side (door side) will enter the aisle first, followed by consumers 
in the first seat on the left side 
 c.  We will continue to exist alternating right, left, right, and left until all consumers have entered the aisle and 
exited the vehicle. 
 d.  Remind the consumers to “Walk, and use the handrail.” 
 e.  Unload the wheelchair consumers 

6. Double check the vehicle to ensure everyone has exited 
  a,  Do not move a consumer you believe may have suffered a neck or spinal injury unless their life is in immediate 

danger (ex: fire) 
7. Retrieve emergency equipment   

 a.  Fire extinguisher 
 b.  First aid kit 
 c.  Body fluids cleanup kit 
 d.  3 reflective triangles 
 e.  Cell phone 
 f.  3 ring binder 

8. Protect the scene 
 a.  Set our reflective triangles as required by law 

9. Join the waiting consumers and ensure their safety. 
a.  Evacuate upwind, towards oncoming traffic a minimum of 100 feet 
b.  Take roll call and ensure everyone is accounted for 
c.  Do not let anyone return to the vehicle 
d. Prepare information for emergency responders. 
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Transportation During Tornado 
or Severe Weather 

•  Transportation during Tornado or severe weather: 
•  Prior to the threat of severe weather it is the responsibility of the driver to be thoroughly familiar with all roads adjoining their 

route in the event they are needed to seek shelter. The route vehicles have a street map guide to determine alternate routes 
to safety should emergency shelter be necessary. In emergency situations most people shall offer others shelter when 
asked; 

•  a.  The transportation staff and drivers are to routinely monitor weather reports for the prediction of severe weather or 
announcements of weather advisories. Once en route (daily route or activity trip) the transportation staff has a means to 
communicate this information to the drivers. 

•  b.  When a ‘tornado watch’ is issued a driver is to be prepared for a sudden change in weather condition and alert for 
the appearance of violent wind, rain, hail, or a funnel shaped cloud. 

•  c.  If the warning is announced for the immediate area and/or if the warning sirens are activated, at or near the 
dismissal of day programs consumers are to remain in the building in a designated safe area. 

•  d.  If the warning is announced for their immediate area and/or if the warning sirens are activated while en route a 
driver is to go to a pre- identified shelter or building closest to their current location depending on the immediacy of the 
tornado threat.  If caught in the direct path of a tornado or one is sighted and pre-identified shelter is not accessible the driver 
is to: 

•  1.  Immediately notify transportation personnel of your situation, location, and number of passengers. Coordinate with 
the transportation staff the best course of action depending on who is on your vehicle and their physical limitations.  Do not 
attempt to ‘out run’ the tornado.  

•  2.  If your passengers can be safely removed from the vehicle in a timely manner seek safety in a below ground level 
area, such as a ditch, ravine, or depression in a location that is away from the vehicle and where practical on the side of the 
road without power lines, utility poles, trees etc.  Above ground locations are not to be used for shelter. (e.g., road or bridge 
over passes).  Assist consumers to lay face down and to protect their head by using a jacket, other clothing, or their hands 
and arms.  

•  3.  After the emergency, account for all passengers, check for injuries, and provide first aid if needed. Coordinate 
necessary assistance with transportation personnel.  Obtain medical attention if needed. Before leaving a shelter or the 
immediate area if out in the open the driver should monitor the local sky for a few minutes in the direction the tornado came 
from to ensure a second tornado does not follow a similar path.  Be alert for continued storm activity, downed power lines, 
ruptured gas lines, or structural damage to trees, buildings, roads and bridges. 
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Link Associates 
Trip Log 
LINK ASSOCIATES 

TRIP LOG 
MONTH:      VEHICLE NO:    
ODOMETER READING ON THE FIRST DAY OF THE MONTH:    
 
 

DATE ODOMETER 
READING 

DESTINATION NUMBE
R OF 

MILES 

NUMBER OF 
PASSENGERS 

TIME 
OUT 

TIME IN DRIVERS 
INITIALS 

 
 04/07/12 85,676 Day Program 12 6 8 am 8:15am LS 
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Link Associates 
VEHICLE SERVICE RECORD 

LINK ASSOCIATES 
VEHICLE SERVICE RECORD 

MONTH:      VEHICLE NO:    
ODOMETER READING ON THE FIRST DAY OF THE MONTH:    
 
 

DATE ODOMETER 
READING 

Number of 
Gallons 

Price Per 
Gallon 

Total Price Location of 
Purchase 

Description 
of Service 

DRIVERS 
INITIALS 

 
 04/07/12 85,676 22 2.18 47.96 Quick Trip gas LS 
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Link Associates  
McKinley Route 

 
A.M. Route 

Name Address/Pick Up Yes/No Drop Off Address 
Joe S. 1212 McKinley  Yes                     No Link Associates 
Bill B. 1212 McKinley  Yes                     No Link Associates 
Aaron L. 1212 McKinley  Yes                     No Link Associates 
Tom M/. 1212 McKinley  Yes                     No Link Associates 

P.M. Route 

Name Address/Pick Up Yes/No Drop Off Address 

Joe S. Link Associates Yes                     No 1212 McKinley 
Bill B. Link Associates Yes                     No 1212 McKinley 
Aaron L. Link Associates Yes                     No 1212 McKinley 
Tom M. Link Associates Yes                     No 1212 McKinley 

Driver Name: 
Signature: 
Date: 

 

Driver Name: 
Signature: 
Date: 

 

Link Associates  
McKinley Route 

Duffy Gustafson 
Duffy Gustafson 

04/07/12 

Duffy Gustafson 

Duffy Gustafson 
04/08/12 
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Fueling The Link Vehicle 
Fuel at any location that accepts Mastercard 

1.  Pull up to pump and turn vehicle off. 
2.  Remove Credit Card from storage area above drivers visor. 
3.  Press ‘Pay at Pump’ with credit card function on gas pump 
4.  Insert credit card and remove. 
5.  Follow screen prompts;   

•  Enter Authorization Number (This is your Badge Number) 
•  Enter Odometer reading 

6.  Choose the cheapest grade of fuel.  (This is usually the ethanol blend     
     fuel) 

7.  Fill up the vehicle with gas until full. 
8.  Return credit card to storage area above drivers visor. 
9.  You can also pay inside the store if you need to.  
10.  Record information on the vehicle service record.   
11.  The Fuelman credit card can be used for maintenance with approval 

from the Fleet & Facilities Director or Transportation Administrator.  
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Submitting for Reimbursement 
•  Reasonable expenses, including car mileage, incurred by the employee in 

connection with their work will be paid when authorized by the employee’s 
supervisor.  An expense form with receipts attached must be submitted and 
approved by the immediate supervisor.  An employee traveling out of town 
can request the credit card or a cash advance to cover projected expenses.  
All possible arrangements will be made by Link prior to the trip.  Within 
seven-(7) days of return, the employee is to submit receipts, unused money, 
and the explanation of expenses to their supervisor.  To receive 
reimbursement, expenses must be approved by the supervisor and 
submitted to accounting by noon on Tuesday to ensure a check by Friday.  
Requests for reimbursements need to be turned in at least monthly. 

•  Employees attending meetings, trainings, or conducting Agency business 
outside of the city or area shall be reimbursed for the cost of meals plus tip 
for meals during normal workday hours.  The maximum per meal 
reimbursement is Breakfast - $ 10.00, Lunch – $ 11.00, Supper - $ 15.00.  
The Executive Director will need to approve any expenditure in excess.  
Alcohol expense is not reimbursable. 

•  Mileage will be reimbursed at .37/mile for the authorized use of personal 
vehicles.  Mileage will be reimbursed for the most economical route.  Link 
Associates does not reimburse employees for their normal commute to and 
from work.  Mileage is reimbursed for emergencies or special circumstances 
as approved by your supervisor.  Parking and toll charges are also 
reimbursable.  Miscellaneous expenses for cab fares, bus, etc. when 
incurred, as a necessary part of approved travel is reimbursable. 
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It’s YOUR Job 
At the end of each trip or route the driver is 

responsible to ensure that 
All switches and lights are turned off, including heat, radio  
and air conditioner 
                                                  
The vehicle has at least a half tank of gas 
 
                     All records have been completed 
                                                       
                                                           All personal belongings and any 
                                                           debris is removed from the vehicle 
 

Any damage or problems have been reported  
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Safety 
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Link	  Associates	  
Safety	  Awareness 

1.  Pay Attention 
•  Be aware of your environment 
•  Look. Listen. Smell. Feel. Taste.  

2.  Staff Receive Training on:  
First Aid, CPR, Universal Precautions, Mandatory Reporter, Emergency Procedures, Lift 

Training, Medication Management, Evacuation Practices, Transportation 
3.  Take Precautions 

•  Reduce the risk of falls in home 
•  Wear your seat belt 
•  Check smoke detector batteries 
•  Practice evacuation plans 

4.  Practice 
 Evacuation procedures – fire, tornado, bomb, violent situations etc 

5.   Remain calm 
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Knowing What To Do 

•  Remember your training  
•  First aid/CPR/fire/tornado/etc. 

•  You are never alone –  
•  Know where each home keeps the following info 

–  Staff phone list 
»  Emergency cell phone numbers 

–  Local Emergency numbers 
»  Fire, police, ambulance, poison control  

–  Emergency protocols 

•  Be proactive! Keep everyone informed 
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Incident Reporting 

•  Complete the Incident Report form 
•  Be very specific.  Do Not guess or add opinions.   
•  State the facts.   
•  You are painting the story for us. 
•  Talk/inform other co-workers/supervisors/etc 

•  Incident Reporting Guidelines 
•  Always use a blue or black ink pen - never marker, never pencil. 
•  If you make an error draw a single line through it, write ERROR and your initials above it. 
•  Never use white out. 
•  Use Standard English - no jargon, slang or abbreviations. 
•  Write legibly - if necessary print or use the computer. 
•  Always write as though the reader has no background knowledge of what you are writing about. 
•  Concentrate on reporting just the facts. Don't write your interpretation of why something happened, NO OPINIONS. 
•  Always date the report. 
•  Always sign your full name 
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Fire Safety 

•  Drills shall be conducted and documented monthly  

•  Every Staff person is to assist consumers to evacuate properly. 

•  Drills at Link Administrative offices 
–  Evacuation is required unless otherwise indicated through an announcement on the intercom 

system. 
–  Designated staff members shall assist in sounding the alarm, timing the evacuation, 

monitoring evacuation procedures, and shutting off the alarm. 
–  Every staff person is to assist consumers to evacuate properly.  Maps are posted in every 

room of the building indicating both a primary and secondary escape route.  Drills shall 
simulate fire in various areas to ensure the secondary exits are known and practiced.  In 
addition the map indicates the location in the building where staff is designated to assist with 
consumer evacuation, including bathrooms and meeting rooms.   

–  Once outside the facility, consumers and staff are to go to the designated area of the parking 
lot as outlined on the escape route map. Staff from each consumer area must complete a 
head count to ensure the safety of all consumers prior to the evacuation being completed. 
Staff is to remain with consumers until instructions to re-enter the building are given.   
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Fire Safety in the Homes 
•  HAVE AN ESCAPE PLAN 

–   Rehearse your plan 
–   Know two ways out 
–   Identify who will let each person know there is a fire and who will help each other escape 
–   Practice crawling out of your house from different rooms, remembering that you will not be 

able to see. 
–   Have a designated gathering/meeting spot outside of the house 
–   Count the number of people who meet at the designated meeting spot and alert the fire 

department of missing persons 
–   NEVER GO BACK INTO A BURNING BUILDING 

•  Time 
–  Time is your biggest enemy 
–  In a fire, you have no time 
–  Within two to five minutes, it can all be over 
–  Have an escape plan 
–  If you have a fire extinguisher, don’t spend any more than 30 seconds trying to put out a fire 
–  Close the door to help slow down the spread of the fire 
 

Remember: you only have 30 seconds to try to put out a fire yourself.  
If you can’t, GET OUT and call the fire department! 46 



Violent/Threatening Situations 
at Admin Offices 

•  Incidents occurring in the 1452 29th Street office:  
•  To assist staff in obtaining emergency support or back up while in the main building the following security measures are in place: 

 a.All persons can access the receptionist to activate the intercom system and request support or help.  Four priority codes are 
established to identify specific emergency situations.  

–  1. Priority 1 is for a critical incoming phone call,  
–  2. Priority 2 is to alert the on-call supervisor that a staff person required to report upon arrival at the community location failed to report  
–  3. Priority 3 is to indicate a medical emergency to activate the internal response team. 
–  4. Priority 4 is a call for Department Heads to immediately report to the front desk 
–  5. Code LINK is an alert that a consumer is missing and a signal for all staff to immediately search the building and grounds surrounding the 

location.  At the same time an e-mail alert shall be sent to all computers indicating the specifics. 
–  6. Code RED is an alert to activate the Code Rapid Response Team (CRRT).  During an elopement emergency it is the teams responsibility to 

exit the building immediately through the assigned doors and assist in locating and preventing the consumer from endangering themselves. 
•   b.The reception desk is equipped with an emergency help signal that can be activated from the front desk to signal a need for help.   
•  c. All persons have access to outgoing phones where 911 can be called at any time.   
•  d. According to personnel policies, no weapons are allowed at any worksite.  Employees must assist in this process by immediately 

reporting anything in the workplace that could indicate that a co-worker is in trouble and law enforcement shall be contacted to handle the 
situation.  A reasonable effort shall be made by management to notify employees, consumers, and others who need to know of the status 
of any incident or if danger persists. 

•  e. For staff or consumers at the main building who need an ambulance: staff shall meet the ambulance, direct them to the party and 
provide necessary information and support.  For a consumer, the Case Coordinator and the Executive Director or designee shall be 
notified.  In the event a staff member is injured, the Work Injury Policies and Procedures shall be followed.   

•  f.Throughout the building people can call out for help and surrounding staff shall respond. 
•  g. During hours when the offices are not open, Link Associates maintains a 24-hour, 7-day a week emergency on-call system that is 

activated by the standard Link phone number. 
•  h.To maximize positive consumer and staff behavior, Link staff shall promote an environment that demonstrates dignity and respect for 

all persons. At all settings staff shall ensure that conversations of a personal nature are held with privacy. For any incident that involves a 
consumer that is demonstrating at risk behavior, the staff shall do everything possible to ensure that consumer's rights are protected and 
that due process is afforded.   At the Link Associates central office building multiple conference rooms are available for private 
conversations. 
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VIOLENT OR OTHER THREATENING SITUATION  
away from the main offices and in vehicles 

a.  For any incident that involves a consumer that is demonstrating at risk behavior, including suicide attempts, the staff shall do 
all possible to ensure that consumer's rights are protected and that due process is afforded.   In community sites staff shall 
locate a room or area that is private in the event consumers have personal issues to discuss.  

b.  Staff shall first attempt to de-escalate the situation and utilize individualized service plans as a staff guide to crisis 
intervention. 

c.  In the event that the situation cannot be stabilized, staff shall request law enforcement assistance by calling 911.   
d.  In the event the situation occurs in a vehicle the driver shall stop the vehicle as soon as safely possible and attempt to 

defuse the situation or call for help.  Vehicles are equipped with cellular phones to call for help.   
e.  In the event the staff encounters a hostile or dangerous consumer in the community, or their home, they shall remove other 

consumers and leave the situation immediately and request law enforcement assistance by dialing 911.   
f.  If the consumer is in possession of a dangerous weapon, staff shall remove any other consumers present and evacuate the 

area immediately and request law enforcement assistance.  If the consumer prevents the staff from leaving the home, the 
local emergency response system shall be used immediately. 

g.  In the event staff is contacted by law enforcement or medical providers in regard to a hostile or dangerous situation, when 
the consumer has asked to talk to staff, the staff shall make contact with the consumer.  Contact shall be made only with law 
enforcement or medical providers accessible and only in the event that contact does not place the staff at threat of harm.  
Face-to-face contact in such a situation should only be made with law-enforcement present.   

h.  Polk County has a mobile crisis unit that can be called to support consumers and staff at a consumer’s residence or at a 
location in the community.   

i.  Once the situation is under safe control, the Case Coordinator with the assistance of the consumers designated team 
members shall make any necessary referrals and coordinate services of other agencies as appropriate.   

j.  The consumer’s records shall include documentation of the involvement of law enforcement or medical personnel 
professionals.  At all times, law enforcement personnel or medical professionals have been involved, documentation of the 
above activities shall be made in the consumer record and Incident Report.  
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Violent/Threatening Situations 
at the homes 

IN THE EVENT OF A VIOLENT SITUATION 
 
•  Immediately lock all of the windows and doors 
•  Account for all individuals & staff in the building & join together in one common Location at the 

site 
•  Locate the emergency kits 
•  Inform the supervisor of the event  
•  The supervisor will inform the Program Director who will notify the Executive Director and/or his/

her designee 
•  Have all emergency Information readily available 
•  Listen to the radio or TV for updates on the situation 
•  In the event of a terrorist attack, unplug appliances and disconnect utilities if possible 
•  In the event of a terrorist attack, if time allows, windows & doors may be covered with plastic 

sheeting & duct tape 
•  In the event of evacuation, follow the plans outlined in the emergency back-up plan or initiated by 

local authorities 
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Violent/Threatening Situations 
•  WHEN IT HAS BEEN DETERMINED SAFE TO RETURN 
  
•  Use caution when re-entering the building 
•  contact the maintenance department for assistance with repairs and utilities 
•  Open windows to ventilate the program site if power is lost, follow the procedure in "Emergency Procedures in the 

Event of a Utility Failure" 
•  Drive only if necessary 
•  Use the telephone for emergency calls only 
•  Run hot and cold water for 5 minutes prior to use and boil water before cooking with it or drinking it 

•  IN THE EVENT EVACUATION HAS BEEN ORDERED BY LOCAL AUTHORITIES 
•    
•  Inform the supervisor immediately of the situation 
•  Request permission from local authorities to follow the program emergency backup plan 
•  If the program must evacuate to a location identified by local authorities, inform the supervisor immediately & 

evacuate 
•  The supervisor will make every attempt to have the program evacuate per the emergency back-up plan 
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DEATH OF A CONSUMER 
 

•  When a consumer is found and presumed to be dead, staff is to immediately call 911 and notify 
the on-call supervisor.   Official emergency staff reporting to the site is to be notified of any special 
precautions followed regarding the mode of transmission of a known or suspected disease.  

•  The Executive Director or designee is to be notified by the on-call supervisor and shall coordinate 
the following: 

•  Contact to the family, staff, consumers and public agencies if appropriate 
•  Submission of chronological report including time of notification and arrivals and circumstances of 

death 
•  Notification of the President of the Board of Directors 
•  Coordination of agencies involvement with the funeral and bereavement process 
•  Respond to any public requests for information. 
•  The Consumer Death Review form and procedure is to be completed and routed as outlined on 

the form. 
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MISSING CONSUMER  

At Link  
 At the Main Building: 

•  When a consumer is identified as potentially missing the front desk is to be notified to issue a Code Link.  This 
code is broadcast throughout the building and simultaneously an e-mail alert is sent to all on-site computers 
providing details.  All personnel are to immediately search their surroundings and the area around the building.  

•  When a consumer is identified or has a history of eloping from the building and putting themselves in harm’s way 
the front staff is to be notified to issue a Code Red.  This code is broadcast throughout the building activating the 
Code Red Rapid Response Team (CRRRT).  During an elopement emergency, it is this team’s responsibility to 
exit the building immediately through the assigned doors and assist in locating and preventing the consumer from 
endangering themselves.  The team is comprised of the following members 

•  Fleet & Facilities Director 
•  Program Director 
•  Assistant to the Program Director 
•  Outreach Director 
•  Assistant to the Outreach Director 
•  Residential Supervisor (on Safety Committee) 
•  HCBS Administrator 
•  HCBS Administrator 
•  HCBS Supervisor (on Safety Committee) 
•  Transportation Administrator Assistant 
•  Training Coordinator 
•  Program Manager (on PBS committee) 
•  Program Manager (on PBS committee) 
•  Vocational Administrator 
•  Case Manager (on PBS Committee)     
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Missing Consumer in Public 
 

 If you are in the public, or at a residential location, ask for assistance from others if 
available and immediately contact the on-call supervisor to mobilize Link staff.  Staff 
shall attempt to backtrack the route that the consumer has most likely taken.  
 If the above steps do not result in the location of the consumer: 
 The on-call supervisor shall advise local law enforcement to file a missing person’s 
report and inform them that the missing person is a dependent adult.   The on-call 
supervisor shall notify the executive director or designee.  The executive director or 
designee shall coordinate the following: 

 
a.  The mobilization of staff to assist in the search 
b.  The notification of the parent/guardian 
c.  Completion of all documents and necessary records 
d.  Notification of the Department of Human Services if applicable 
e.  Provision of consumer photo if helpful for the search 
f.  Responds to any public request for information 
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Back Safety 
•  Link has a NO LIFTING Policy for consumers 
•  Use Proper body mechanics when lifting 

–  Plan the move/lift 
•  Stand with your feet apart, knees slightly flexed, one foot forward, and your head and trunk upright and in midline. 
•  Get close to the object or person you plan to lift. 
•  Tighten your stomach and buttock muscles 
•  Tuck your chin and keep your spine in a neutral position with your lower back slightly arched. 
•  Lift with your legs 
•  Move your feet in the direction of movement. Shift your feet and take small steps rather than twisting at the waist. 
•  Carry the weight as close to your own center of gravity (hips) as possible. 
•  Coordinate your movements. Count “1-2-3” 
Gait Belts 

1.  Tell the person that the belt is used to prevent falls and that it will be removed after the transfer. 
2.  Put the belt around the waist over clothing with the buckle in front. If the person wearing the belt is female, 

be sure the belt is not over her breasts. 
3.  Thread the belt through the teeth of the buckle. Put the belt through the other two openings to lock it. 
4.  Be sure the belt is snug with just enough room to get your fingers under it. 
5.  When moving a person, do the following to prevent injuring your back: 
6.  Bend your knees and keep your back straight. 
7.  Keeping your knees bent and your back straight 
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Bomb Threat or Other Dangers 
•  1.  Upon notification of a bomb threat or in the event that a bomb like object is found, the following protective actions shall be taken:  Prank calls or threats by 

mail, note, memo, email or in person could be received by any office within the building. Treat all bomb threats, whether direct or perceived as genuine.   Follow these 
procedures if you receive a bomb threat.  

•  a.  By U.S. Mail, note or memo:  
Set the piece of paper aside and do not touch. To preserve fingerprints, the letter should not be handled once opened. Follow “CALLING PROCEDURES”.  

•  b.  By e- email:  
Leave the mail on the screen and report immediately to the supervisor.  Follow “CALLING PROCEDURES”  

•  c.  By phone:  
 1.At the main office 

–  a.  Get the attention of a coworker with the HELP sign.  The HELP sign has instructions for the person you hand it to do the following: 
 b.  Announce the threat over the intercom system along with direction to evacuate following the fire procedure and staff and consumers shall relocate to 1452 
29th Street, located north of the Link property. 

–  c.  Call the local law enforcement agency at 911. 
–  d.  Realizing this type of call is unnerving and you shall be somewhat unsettled, please keep your composure.  Attempt to keep the caller talking as long as 

possible. Ask the caller to repeat his/her message and record in writing using the Telephone Bomb Threat Checklist.  If possible have a coworker listen in on 
 the call. An accurate analysis of the personal characteristics (i.e., sex, ethnic background, etc.), and background noise may unwittingly provide a clue to his/her 

location. He/she may intentionally or unintentionally provide accurate information on the type of bomb and its exact location.  
–  Calling Procedure  

1.   Immediately notify 911 that we have a Bomb Threat – they shall  dispatch an officer.  Designated staff shall take the “go kit” which includes: phone numbers, 
emergency contact information (either in on disc and hard copy), and any critical data 

–  2.  The threat is to be announced over the intercom system along with direction to evacuate following the fire procedure and staff and consumers shall relocate to 
the 1426 NE 44th Ave, north of the Link property. 

–  3.  Every staff person is to assist consumers to evacuate properly according to the regular evacuation procedures.   
–  4.  All staff and consumers are to remain clear of the area until other instructions are given. Do not allow anyone to re-enter the building until it is declared safe by 

law enforcement officials. 
–  5.  Meet the law enforcement officials and point them to the threatened location.  Inform 911 the location of our evacuation. 
–  6.  Provide building plans, if possible, to the law enforcement officials. 
–  7.  Have the person receiving the threat work with law enforcement officials to ensure accurate relay of information. 
–  8.  At a residence:  
–  a.   Call the local law enforcement agency at 911. 
–  b.  Follow the directions of the 911 officers. 
–  c.  Every staff person is to assist consumers to evacuate properly according to the directions given.   
–  d.  All staff and consumers are to remain clear of the area until other instructions are given. Do not allow anyone to re-enter the building until it is declared safe by 

law enforcement officials. 
–  e.  Meet the law enforcement officials and point them to the threatened location.  Inform 911 of our evacuation location. 
–  f.  Notify the on-call supervisor to assist with relocations and planning for continuation of services. 
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BIOCHEMICAL THREAT 
•  In the event of a biological or chemical weapons event or accident, there may not be sufficient time to evacuate affected areas. Some 

circumstances require the "Shelter in Place" principle.  Polk County Public Safety Officials shall provide direction for all locations across 
the city. 

•  A.  Notification of need to “Shelter in Place” Link would be notified of the need to shelter in place by 1 or more of 4 options.   
•  1. A phone call would be made by Polk County Communications if the property were located in a “warm zone” 
•  2. City watch, reverse 911 systems place an automated phone calls giving pertinent information to all addresses in an identified zone. 

 3. News and Radio Stations and e-mail alerts 
•  4. Weather Alert radios shall signal a threat. 
•  B.  Upon notification of a need to shelter in place at the main office building the following steps shall be evaluated in conjunction 

with the emergency contact support staff: 
•  1. Close the business.  All visitors, staff and consumers shall be asked to stay – not leave.  
•  2. Follow the directions of authorities to shelter-in-place, including if they want everyone to take those steps now, where they are, and not 

drive or walk outdoors. Provide the emergency contact personnel with phone numbers, Walkie-talkie connections, etc.  Call emergency 
contacts and have the phone available if you need to report a life-threatening condition. Cellular telephone equipment may be 
overwhelmed or damaged during an emergency.  

•  3. Supervisory staff shall begin notification of emergency contact to let them know where their people are and that they are safe. 
•  4. Turn on call-forwarding or alternative telephone answering systems or services.  The automated message shall be changed to indicate 

that the business is closed, and that staff, consumers, and visitors are remaining in the building until authorities advise it is safe to leave.  
•  5. Close and lock all windows, exterior doors, and any other openings to the outside. Use duct tape and plastic sheeting (heavier than 

food wrap) to seal all cracks around the door(s) and any vents into the room.  
•  6. If we are told there is danger of explosion, close the window shades, blinds, or curtains.  
•  7. Maintenance staff shall turn off all fans, heating and air conditioning systems. Some systems automatically provide for exchange of 

inside air with outside air – these systems, in particular, need to be turned off, sealed, or disabled. 
•  8. Everyone shall be moved to interior room(s) above the ground floor, with the fewest windows or vents.  
•  9. Do a head count of everyone in the room, and call your business’ designated emergency contact to report who is in the room with 

you, and their affiliation with your business (employee, visitor, client, and consumer.)  
•  10. Keep listening to the radio or television until you are told all is safe or you are told to evacuate. Local officials may call for evacuation 

in specific areas at greatest risk in your community.  
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SUSPICIOUS MAIL OR PARCEL 
Suspicious mail is identified as items with any of the following indicators: 

No return address, restrictive markings, sealed with tape, misspelled words, oily stains, discolorations or 
crystallization on wrapper, addressed to title only, Incorrect title, badly typed or written, strange odor, excessive 
tap, rigid or bulky, lopsided or uneven  

If suspicious mail or a parcel is received it should be handled as follows: 
•  At the Main Office 

–  Place it in a plastic bag (stored at the reception desk where the mail is opened) and immediately notify the 
Executive Director or designee. 

–  Handle with care. Don’t shake or bump.  
–  Isolate it immediately.  
–  Don’t open, smell, touch, or taste.  
–  Treat it as suspect. 
–  It is to be left in the area and shut the door or block the entrance. 
–  Ask others to leave the area. 
–  Hands of all that came in contact are to be immediately washed. 
–  Notify law enforcement by dialing 911. 
–  Compile a list of all that had contact with the item 
–  Direction of the authorities shall be followed. 

•  In a consumer’s residence 
–  Immediately leave the residence and ensure all consumers are safely at an alternative site. 
–  Call 911 to request assistance. 
–  Consumers and staff hands that came in contact are to be immediately washed according to universal 

precautions procedures. 
–  Follow the directions of the authorities 
–  Notify on call supervisors 57 



Medical Emergencies 

PROCEDURE FOR "NON LIFE THREATENING” EMERGENCIES 
Staff persons should be familiar with the    
medical needs of the consumers they work  
with. It is also important to be familiar with the  
location of first aid kits, personal protective  
equipment and how to access emergency 
medical services. 
At the main building the nurse should be              
called immediately to give assistance.  
Programs without a nurse should request  
assistance from other staff as needed. 
The staff person should contact the program  
supervisor as soon as feasible. The  
supervisor can coordinate staffing and 
transportation needs. Contact with  
family/guardian should be made as soon as  
possible. 
The staff person should take a copy of  
the individual's emergency information to the  
hospital emergency room or doctor's office. 
  

A designated staff person will transport the  
individual to the nearest emergency room or  
doctor's office. If staffing coverage does not  
permit accompaniment of the individual, the  
supervisor should be contacted and he/she  
will coordinate and/or proceed to the  
hospital or facility. The staff person should  
wait with the individual during the entire  
appointment or until relieved by the guardian  
or another staff person. 
If the incident requires a hospital emergency  
room visit or admission to the hospital, the 
supervisor will ensure contact with the 
following people: the Executive Director,  
appropriate Department Director, Case  
Manager or Service Coordinator, 
guardian/family member and the nurse where  
appropriate. 
The staff person should complete an incident  
report as soon as feasible following the  
incident prior to leaving his/her work shift  
The incident report should be as descriptive  
as possible, recording date, time, names, and  
any other important details. The incident  
should also be recorded in the  
communication book. 58 



Flooding 
•  Inform your immediate supervisor 
•  Have your disaster kit ready 
•  Have emergency phone #s and evacuation plan handy 
•  Move contents of the home/site to a higher level 

–  If you are on high ground, stay there and remain indoors 
–  Refrain from driving and never drive in water that is deeper than your ankle  

•  Listen to the local radio or TV station for updates 
•  If your supervisor decides you should evacuate, follow the emergency plan 
•  Follow emergency procedures issued by local authorities 
•  If possible the maintenance department will shut off the utilities and water supply to prevent damage 
  
•  Upon return to the site: 
•  Listen to the radio or TV for information and instructions 
•  Be cautious of additional flooding 
•  Boil drinking water before using or check with local authority to see if it is safe 
•  Discard all food items that came in contact with flood waters  
•  Contact the maintenance department 
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Winter Storms 
•  Watches & Warnings 

–  Winter storm watch: 
•  Means a winter storm is possible in your area 

•  Winter storm warning: 
–  Means a winter storm is headed for your area 

•  Blizzard warning: 
–  Means strong winds, blinding conditions 

 
•  Listen to the radio or TV for current information 
•  Inform the program supervisor of any concerns 
•  Stay Indoors during the storm 
•  If you must go out, layer your clothes and cover your mouth & nose with a scarf 
•  Walk carefully on snow, ice and sidewalks 
•  Avoid traveling of any kind 
•  Shovel snow safely 
•  Emergency Supplies 
•  Essential medications 
•  First aid kit 
•  Petty cash 
•  Blankets 
•  Sturdy shoes and warm clothing 
•  Vehicle filled with at least 1/2 tank of gas 

60 



Inclement Weather 
Should the weather conditions warrant the delay or cancellation of programming at Link Associates the following 
procedure shall be implemented:  
1. Delay/Closing 
If Des Moines Public Schools are closed or delayed, Link Associates shall automatically delay transportation and 
programming one (1) hour.  Should Link Associates close for the day; an announcement shall be made to the local TV 
stations and their websites, WHO-TV.com, KCCI.com, and WOI-TV.com and radio stations, stating, “Link Associates 
Day Programming and Transportation services are cancelled.”  A message shall be recorded on Link Associates main 
phone line stating delays and cancellations.  
 
2.  Early Dismissal 
If the weather conditions deteriorate during the day and force Link Associates day programs to close, Link staff shall 
contact consumer’s home, residential provider, and/or day program provider to coordinate when there shall be 
coverage at the residential site. 
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Tornado Danger Signs 
•  An approaching cloud of debris can make the location of a tornado even if a 

funnel is not visible. 
•  Tornadoes generally occur near the trailing edge of a thunderstorm.  It is not 

uncommon to see clear, sunlit skies behind a tornado. 
•  Rain-wrapped tornadoes are especially dangerous.  They are common with 

heavy precipitation super-cell thunderstorms, which are frequently  
occurring in Iowa.  Super-cell storms have been observed to generate the 
vast majority of long –lived and violet (EF2-EF5) tornadoes, as well as 
downburst damage and large hail. 
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Tornados – What To Do 
•  What to do before, during and after a tornado 
•  Conduct tornado drills each month 
•  Designate an area in the home as a shelter, and practice having everyone in the family go there in response to a tornado drill. 
•  The designated shelter should be a basement, storm cellar, or lowest level of the building. If you are at work or school, you should go to 

the basement or an interior hallway on the lowest level of the building where you are. 
•  Discuss with consumers and staff the difference between “tornado watch” and a “tornado warning” 
•  Have disaster supplies on hand 
•  Develop a staff emergency communication plan. 
•  When a tornado is spotted… 
•      If you are inside 
•  Move to your pre-designated shelter. The designated shelter should be in a basement, storm cellar, or lowest level of the building.  If you 

are at work or school, you should go to the basement of interior hallway on the lowest level of the building where you are. 
•  If you can, get under a sturdy piece of furniture. 
•  Stay away from windows. 
•      If you are outside 
•  Seek shelter in a basement, shelter or sturdy building.  If you cannot walk to a shelter: 
•  Immediately get into a vehicle, buckle your seatbelt and try to drive to the closest sturdy shelter. 
•  If flying debris hits your vehicle while you are driving, pull over and park. 
•  Now you have the following options as a last resort: 
•  Stay in your car with the seat belt on.  Put your head down below the windows, covering it with your hands and a blanket if possible. 
•  If you can safely get noticeably lower than the level of the roadway, exit your car and lie in that area, covering your head with your hands. 
•  Your choice should be driven by your specific circumstances. 
•  Mobile homes, even if tied down, offer little protection from tornados and should be abandoned. 
•   Occasionally, tornadoes develop so rapidly that advance warning is not possible.  Remain alert for signs of an approaching tornado 

•   Flying debris from tornados causes most deaths and injuries. 
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Tornados – After They Strike 
•  Help injured or trapped persons. Give first aid when appropriate.  Don’t try to move the seriously injured unless 

they are in immediate danger of further injury. Call for help. 
•  Turn on a radio or television to get the latest emergency information. 
•  Use the telephone only for emergency calls. 
•  Take pictures of the damage – for insurance purposes 
•  Remember to help your neighbors who may require special assistance: infants, the elderly, and people with 

special needs.  
•  Clean up spilled medicines, bleaches, or gasoline or other flammable liquids immediately. Leave the buildings if 

you smell gas or chemical fumes 
•  Stay out of damaged buildings. Return home only when the authorities say it is safe. 
Inspecting Utilities in a Damaged Home 
•  Check for gas leaks. If you smell gas or hear a blowing noise, open a window and quickly leave the building.  Turn 

off the gas at the outside main valve if you can and call the gas company from a neighbor’s home.  If you turn off 
the gas for safety reasons, it must be turned back on by a professional 

•  Look for electrical system damage.  If you see sparks or frayed wires, or if you smell hot insulation, turn off the 
electricity at the main fuse box or circuit breaker.  If you have to step in water to get to the fuse box or circuit 
breaker, call and get an electrician’s advice. 

•  Check for sewage and water line damage.  If you suspect the sewage lines are damaged, avoid using toilets and 
call a plumber.  If water pipes are damaged, contact the water company and avoid using water from the tap.  You 
can have safe water by melting ice cubes. 
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UTILITY FAILURE 
•  Failure of one or more of the utilities (electricity, gas, water) constitutes a condition that must be dealt with on a 

situational basis. It is our goal to keep program sites in operation, maintaining consumer support to the extent 
possible.  If there is an identified utility failure, staff is to notify the maintenance personnel utilizing the support 
numbers.  Maintenance staff shall coordinate with the utility company and assist the on-call supervisor to 
determine what actions are most appropriate..  
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Utility Failure 
1.  As soon as any utility fails: 

–  Account for all individuals and staff within your site and know where they are; relocate everyone to a 
predetermined common area within the site. 

–  Reassure individuals that they are safe and the utilities will be restored as soon as possible. 
–  Inform your immediate supervisor of the situation. 
–  Contact the utility supply company for information on how widespread the outage is and estimated length of 

time before it's restored. 
–  Contact the maintenance staff and inform them of the situation. 
–  Turn off or disconnect any appliances, equipment or electronics that were used prior to the power failing. 

Include equipment that has motors such as washing machines and computers; they could be damaged  by a 
"surge" in power once it returns. 

–  Leave one light on as that will alert you to the power returning to normal. 
–  Keep the doors to refrigerators and freezers closed at all times during the power failure to prevent food 

spoilage. 
–  Use the telephone for emergency purposes only. 
–  Avoid unnecessary travel. During a power failure, traffic signals may not be operational causing traffic 

congestion and hazardous travel. 
–  Add layers of warm clothing if needed. 
–  In warm weather, take steps to ensure that everyone remains cool by drinking plenty of water, even if they 

are not thirsty. Move to the lowest level of  the site as cool air falls. Wear lightweight, light colored clothing. 
–  Listen to the radio for updates on the event. 
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Utility Failure 
2.  The following supplies should be kept on hand in an emergency kit: 

–  Fresh water (one gallon per person for three days) 
–  Plenty of fresh batteries 
–  Battery operated flashlights and lanterns 
–  Non-perishable food items based on individuals' needs 
–  manual can opener 
–  Portable radio 
–  Standard (non-cordless) telephone or charged cell phone 

3. If the utility failure may continue for an extended period of time 
–  The Fleet and Facilities Director will inform the Executive Director that the failure may continue for an 

extended period of time 
–  The Executive Director with the Fleet & Facilities Director and the Program Director will make a 

determination if the program needs to evacuate 
–  Once the determination has been made to evacuate, the program's Emergency Back-Up Plan shall be 

followed 
–  The Program Director shall coordinate the safe evacuation for all individuals and staff 
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Utility Failure 
4. Planning prior to a power outage for individuals with disabilities: 

–  Many utility companies maintain a list and map of locations of power-dependent customers in case of 
emergency; contact the utility company prior to the outage to see if this service is offered; the utility 
company may be able to provide a list of alternative resources in the area 

–  For individuals using motorized wheel chairs: maintain an extra battery on site; if available, store a 
lightweight manual wheelchair for back up 

–  For individuals with visual impairments: consider purchasing and storing a talking or Braille clock or large 
print time piece with extra batteries 

–  For individuals with hearing impairments: consider purchasing a small portable battery operated television 
set; emergency broadcasts may be given in Sign Language (ASL) or closed captioning 

5. Once it has been determined that the program can return or when utility has been restored: 
–  Examine all food items individually for food safety; if the power was out for more than 4 hours, all 

refrigerated foods should be discarded 
–  If the freezer is equipped with an appliance thermostat, and the temperature reads 40 or below, and the food 

still contains ice crystals, it may be refrozen; if the temperature is higher than 40, discard all items 
–  slowly turn appliances and equipment back on to prevent power surges 
–  If washing machines and dishwashers were in mid cycle when the power went out, drain the machines and 

restart the cycle 
6. For individuals who live in independent/supported living situations: 

–  staff responsible shall assemble an emergency kit with the individual 
–  staff shall call in to each person, in the even of a utility failure to ensure that they are safe 
–  staff shall follow the emergency procedures outlined in this policy 
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GAS LEAK 
Gas leaks are considered a threatening situation.  If at any site staff or consumers smell natural gas: 
1. Do not use any devices that might create a spark such as light switches, phones, flashlights or even computers. The 
spark could ignite the gas.  
2. All staff and consumers are to evacuate the home or program site immediately.  
3. Go to a nearby phone or cell phone and call the gas utility (MidAmerican at 1-800-595-5325) to report the odor.  
4. Once reported and everyone is at a safe location the maintenance staff is to be notified using the on-call number. 
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Hands On Training   

You will be shown the following: 
1.  How to do a vehicle check 
2.  Operation of vehicle wheelchair lifts 
3.  Safely securing a wheelchair 
4.  Where to locate the safety equipment  
5.  Driving the vehicle 
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