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	 Agency/Personnel (Y = present; N = not present; N/A = not applicable)

	1
	
Documentation that each driver has the appropriate level of liability insurance.
   
	     

	2
	
Documentation that each driver has a current Texas driver's license for the type of vehicle driven.
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	3
	
Documentation of verified driving records, drug screen and background check on all drivers.
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	4
	
Documentation that each driver has signed a statement agreeing to maintain safe driving practices.

	[bookmark: Text145]     

	5
	
Documentation that each staff, volunteer, and driver has received training in universal precautions and infection control.
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	6
	
Confidentiality statements have been signed by each staff, volunteer and drivers.
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	Vehicle Maintenance (Y = present; N = not present; N/A = not applicable)

	7
	
Documentation of maintenance records to include state registration records and routine inspections according to agency policy are on file.

	[bookmark: Text147]     

	8
	Documentation of agency-owned vehicle current insurance coverage is on file.
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	9
	Documentation that seat belt/restraint systems are operational and installed properly.
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	10
	
Documentation that at least one agency-owned vehicle is handicapped accessible or agency has access to a handicapped accessible vehicle.
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	11
	
Documentation is present that agency-owned vehicle has been inspected per agency policy by the agency to assess operational status of lights, turn signals, brakes, tires, and air conditioning/heating system. 
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	12
	
Documentation is present that agency-owned vehicles are equipped with emergency equipment to include a fire extinguisher, first aid kit, CPR kit, radio or cell phone capability. 

	[bookmark: Text152]     

	13
	
Documentation is present that mileage is logged and is reviewed at least quarterly by supervisor.
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	Staff Supervision (Y = present; N = not present; N/A = not applicable)

	14
	
Agency has a plan for supervision of all staff.
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	15
	
Documentation present that supervisors have reviewed transportation logs for agency policy for completeness, quality and timeliness of service delivery.
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Documentation present that staff have been evaluated at least annually by their supervisor.
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	Voucher/Token/Bus Pass System (Y = present; N = not present; N/A = not applicable)

	17
	


Agency has a system in place to account for the purchase and distribution of vouchers, tokens, and bus passes.
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	18
	



Agency has a procedure in place to distribute vouchers, tokens, and/or bus passes.



	[bookmark: Text158]     

	19
	

Agency has a security system in place to store vouchers, token, bus passes, and client fees.
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	Agency Policies and Procedures (Y = present; N = not present; N/A = not applicable)

	20
	Agency has policies and procedures for each of the following:
-Client rights and responsibilities, including confidentiality guidelines
-Client grievance policies and procedures
-Client eligibility requirements
-Data collection procedures and forms, including data reporting
-Guidelines for language accessibility
-Policy on staff performance appraisals
-Conducting staff background checks
-Agency response to drivers who receive moving violations while transporting clients 
-Emergency procedures
-Required use of seat belts by drivers and passengers
-Proper boarding/unloading assistance of passengers and manipulation of wheelchair and other durable medical equipment/health devices
-No smoking policy while transporting clients
-No drug tolerance policy for any drugs that may impair the ability to drive
-Distribution of vouchers/tokens/bus passes
-Wait times 
-System abuse by clients
-Notification system/procedure to clients and providers in case of delay or cancellation of transportation. 
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	Agency Accountability (Y = present; N = not present; N/A = not applicable)

	21
	
Agency has records delineating all of the following year to date:
-Level of service/number of trips provided
-Reason for the transportation and its relation to accessing HIV-related health and/or support services
-Trip origin and destination
-Client eligibility
-Cost per trip
-Method used to meet the transportation need

	[bookmark: Text161]     

	
22
	Documentation is present that fees collected from clients were reported as program income.
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	23
	
Agency documented the mileage between Trip Origin and Trip Destination (e.g. where client is transported to access eligible service) per a standard Internet-based mapping program (e.g. Yahoo Maps, Map Quest, Google Maps) or odometer reading for all clients receiving van-based transportation services.
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	24
	
Proof of prior approval from HRSA/HAB for lease or purchase is documented for all agency-owned vehicles that were purchased whole or in part using Ryan White funding.
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	 Eligibility Determination (Y = present; N = not present; N/A = not applicable)

	25
	Eligibility documentation is located at the referral/funding source or in the client record and includes any additional regional financial criteria.
	[bookmark: Text55]     
	[bookmark: Text56]     
	[bookmark: Text57]     
	[bookmark: Text58]     
	[bookmark: Text59]     
	[bookmark: Text60]     
	[bookmark: Text61]     
	[bookmark: Text62]     
	[bookmark: Text63]     
	[bookmark: Text64]     

	26
	Documentation in the client record that Ryan White/State Services funding for transportation is being used as the payor of last resort.
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	        Use of Agency Vehicle for Non-Qualifying Clients (Y = present; N=not present; N/A = not applicable)

	27
	Documentation in client record that use of agency vehicle to transport non-eligible HIV+ client removed barriers for the client to access medical/support services.
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	Evidence that fees were collected from the client for trips not covered by Ryan White/State Services funds.
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	Provision of Services - Direct Transportation  (Y = present; N = not present; N/A = not applicable)

	29
	Documentation is present that client was provided with information on how to access transportation services
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	30
	Documentation is present that client was provided information on transportation limitations, and client and agency responsibilities.
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	31
	Documentation is present that client signed statement consenting to transportation services and agreeing to safe and proper conduct while in vehicle.
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	32
	Documentation is present of reason for denial of transportation in client file.
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	Documentation (Y = present; N = not present; N/A = not applicable)

	33
	
Documentation is present that medical transportation services were used for client to access HIV-related health and support services.
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	34
	
The purpose (transport to medical appointment; transport to food bank, etc) is documented in the client record for all contracted services.
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	Amount of the voucher or number of tokens/passes given to client for each trip is documented in the client record.
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