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1. Purpose 
The purpose of this manual is to establish the Transportation Department procedures used to operate 

The Arc Mid-Hudson's transportation vehicles, including vehicles funded through the New York State 

Department of Transportation (NYSDOT) Section 5310 Program, in accordance with applicable 

Americans with Disabilities Act (ADA) requirements. 

 

These procedures are intended to promote consistent operations and ensure accessible transportation 

services are provided safely, respectfully, and without discrimination. 

2. Scope 
These procedures apply only to The Arc Mid-Hudson Transportation Department and govern the daily 

operation of Transportation Department vehicles, including Section 5310-funded vehicles. 

 

Because The Arc Mid-Hudson is an agency that provides services to individuals with intellectual and 

developmental disabilities and other qualifying disabilities, the agency maintains additional ADA-

related policies and procedures applicable to its programs and services. Those agency-wide policies 

are separate from this manual. 

 

This manual is intended solely to document the operational procedures used by the Transportation 

Department in providing transportation services and does not replace or supersede other agency 

policies, employee handbook provisions, or applicable federal, state, or local laws and regulations. 

3. Transportation Service 

Purpose 

To establish the Transportation Department procedures for providing Section 5310 transportation 

services. 

Procedure 

The Arc Mid-Hudson Transportation Department operates a closed-door transportation service 

utilizing accessible vehicles, including vehicles funded through the New York State Department of 

Transportation (NYSDOT) Section 5310 Program. 

 

Transportation services are provided exclusively to individuals receiving eligible services through The 

Arc Mid-Hudson and are not available to the general public. 

 

Transportation is provided to support agency programs and activities, including transportation to and 

from day habilitation, pre-vocational, supportive employment, and other agency-approved services as 

authorized. 

 

Transportation services are scheduled and coordinated by the Transportation Department in 



accordance with individual program needs, vehicle availability, and safe operating practices. 

 

The Transportation Department does not contract with outside transportation providers to operate 

Section 5310 transportation services. Transportation services are provided by Transportation 

Department employees using agency-owned vehicles. 

Responsibility 

The Transportation Director, Assistant Director, Transportation Supervisors, and Drivers are 

responsible for ensuring transportation services are provided in accordance with these procedures. 

4. Accessibility of Information 

Purpose 

To ensure individuals requesting Transportation Department information are provided meaningful 

access to information in accordance with applicable ADA requirements. 

Procedure 

The Transportation Department will make reasonable efforts to provide transportation-related 

information in accessible formats upon request when necessary to ensure effective communication. 

 

Accessible formats may include large print documents, electronic documents compatible with assistive 

technology, assistance reading or explaining Transportation Department documents, or other 

reasonable accommodations as appropriate. 

 

Transportation Department employees receiving a request for information in an alternate format shall 

notify a Transportation Supervisor or member of Transportation Management as soon as practical so 

appropriate arrangements can be made. 

 

When a requested format cannot be immediately provided, the Transportation Department will work 

with the individual to identify an effective alternative method of communication. 

Responsibility 

Transportation Department employees are responsible for forwarding requests for accessible 

information to Transportation Management. Transportation Management is responsible for 

coordinating the appropriate accommodation. 

5. Mobility Devices and Wheelchair Securement 

Purpose 

To establish procedures for the safe transportation and securement of wheelchairs and other mobility 

devices. 



Procedure 

Transportation Department personnel shall transport individuals using wheelchairs and other 

mobility devices whenever the device and occupant can be transported safely using the vehicle's lift 

and securement system. 

 

All occupied mobility devices shall be secured using the vehicle's manufacturer-approved four-point 

securement system before the vehicle is placed in motion. All occupants, including individuals who 

remain seated in wheelchairs, shall be properly secured using the vehicle provided lap and shoulder 

restraint before the vehicle is placed in motion, consistent with agency policy and applicable law. 

Documented medical exceptions or approved accommodations shall be followed as applicable. 

 

Transportation Department vehicles are equipped with wheelchair lifts. Drivers shall verify the lift is 

operating properly during the pre-trip inspection before transporting passengers requiring lift service. 

 

If a mobility device cannot be safely secured, or exceeds the lift or securement system's design 

capacity, Transportation Management shall be contacted immediately for direction. Drivers shall not 

improvise securement methods. 

 

Drivers shall provide reasonable assistance with boarding, securement, and exiting the vehicle 

consistent with their training and agency procedures. 

Responsibility 

Drivers are responsible for the safe operation of the lift, proper securement of occupied mobility 

devices, and reporting any accessibility equipment deficiencies. Transportation Management is 

responsible for ensuring accessibility equipment remains in safe operating condition and that 

employees receive appropriate training. 

6. Passenger Accommodations 

Purpose 

To establish procedures for providing reasonable passenger accommodations during transportation 

while ensuring the safety of all passengers, employees, and the public. 

Procedure 

Service Animals 

Individuals with disabilities are permitted to travel with service animals as defined by applicable 

federal law. 

 

Drivers shall permit service animals to accompany their handler on Transportation Department 

vehicles. Service animals shall remain under the control of their handler at all times. 

 

Drivers shall not request documentation for a service animal or inquire about the nature of an 



individual's disability. If it is not readily apparent that an animal is a service animal, employees may 

ask only the questions permitted under applicable ADA requirements. 

 

Pets and emotional support animals that do not meet the definition of a service animal are not 

considered service animals under the ADA. 

Portable Oxygen 

Passengers may travel with portable oxygen and other medically necessary respiratory equipment. 

 

Portable oxygen equipment shall be transported when it can be safely accommodated on the vehicle 

without obstructing aisles, exits, or accessibility equipment. 

 

Drivers shall not operate or adjust a passenger's oxygen equipment except as necessary to safely 

secure the equipment during transportation. 

Boarding and Alighting Assistance 

Transportation Department employees shall provide reasonable assistance to passengers during 

boarding and exiting the vehicle consistent with employee training and agency procedures. 

 

• Deploying and operating the wheelchair lift. 

• Assisting passengers onto and off the lift platform. 

• Securing occupied mobility devices. 

• Providing verbal guidance when requested. 

• Assisting passengers to and from the vehicle when safe to do so. 

Drivers are not required to provide medical care or perform services that exceed their training or 

create an unsafe condition. 

Responsibility 

Drivers are responsible for providing passenger assistance consistent with their training while 

maintaining safe vehicle operations. Transportation Management is responsible for ensuring 

employees receive appropriate training and guidance regarding passenger accommodations. 

7. Driver Training 

Purpose 

To establish Transportation Department procedures for training employees responsible for operating 

accessible vehicles and providing transportation services to individuals with disabilities. 

Procedure 

Transportation Department employees assigned to operate agency vehicles shall receive training 

appropriate to their assigned duties before independently transporting passengers requiring 

accessible transportation services. 



 

ADA-related training includes, as applicable: 

• Americans with Disabilities Act (ADA) customer service requirements. 

• Safe operation of wheelchair lifts. 

• Proper securement of wheelchairs and other mobility devices. 

• Passenger sensitivity and respectful communication. 

• Boarding and alighting assistance. 

• Service animal requirements. 

• Transportation of portable oxygen and other medically necessary equipment. 

• Reasonable modification procedures. 

• Recognition and reporting of accessibility equipment defects. 

Employees shall receive refresher training as determined by Transportation Management or whenever 

procedures, equipment, or regulatory requirements change. 

 

Training shall be documented and maintained in accordance with Transportation Department 

recordkeeping procedures. 

ADA-related training is provided during new employee orientation and whenever equipment, 

procedures, or applicable regulatory requirements change, or as otherwise determined by 

Transportation Management. 

Responsibility 

Transportation Management is responsible for ensuring required training is completed and 

documented. Employees are responsible for successfully completing required training and following 

established Transportation Department procedures. 

8. Accessibility Equipment Inspection and Maintenance 

Purpose 

To establish procedures for inspecting, maintaining, and reporting defects involving accessibility 

equipment installed on Transportation Department vehicles. 

Procedure 

Transportation Department vehicles equipped with accessibility equipment shall be maintained in safe 

operating condition in accordance with manufacturer recommendations, preventive maintenance 

schedules, and agency maintenance procedures. 

 

Drivers shall inspect accessibility equipment during the required pre-trip inspection to verify proper 

operation before transporting passengers. 

Accessibility equipment inspections shall also be performed as part of scheduled preventive 

maintenance services. 



• Wheelchair lifts 

• Wheelchair securement systems 

• Occupant restraint systems 

If accessibility equipment is found to be defective during the pre-trip inspection, the vehicle shall be 

removed from service when safe operation cannot be ensured, the defect shall be reported 

immediately, documented, and another accessible vehicle shall be placed into service whenever 

possible. 

 

If accessibility equipment becomes inoperative while a vehicle is in service, Transportation 

Management shall be notified immediately. The route shall be completed safely when appropriate, and 

upon return the vehicle shall be removed from service, the defect documented on the post-trip 

inspection, and submitted for repair. Whenever possible, an accessible backup vehicle shall be placed 

into service until repairs have been completed. 

 

Accessibility equipment shall be repaired as soon as practicable in accordance with agency 

maintenance procedures. 

Responsibility 

Drivers are responsible for inspecting accessibility equipment and reporting defects. Transportation 

Supervisors, the Maintenance Coordination Supervisor, and Transportation Management are 

responsible for coordinating repairs and ensuring accessibility equipment remains in safe operating 

condition. 

9. Reasonable Modification Procedures 

Purpose 

To establish procedures for receiving, evaluating, and implementing reasonable modification requests 

in accordance with applicable ADA requirements while maintaining the safety of passengers, 

employees, and the public. 

Procedure 

The Arc Mid-Hudson Transportation Department will make reasonable modifications to its 

transportation policies, practices, and procedures when necessary to provide accessible transportation 

services to individuals with disabilities, unless doing so would fundamentally alter the nature of the 

service, create a direct threat to the health or safety of others, or be otherwise prohibited by applicable 

law. 

Whenever possible, requests for a reasonable modification should be made in advance of the 

scheduled trip. However, requests may also be made during transportation service when the need for 

the modification could not reasonably have been anticipated. 

Transportation Department employees receiving a request shall make every reasonable effort to 

accommodate the request whenever it can be provided safely and within ADA requirements. When a 



request cannot be immediately approved, the employee shall contact a Transportation Supervisor or 

member of Transportation Management for guidance. 

Examples of reasonable modifications may include: 

• Providing additional boarding or alighting assistance consistent with employee training. 

• Making reasonable adjustments to standard operating procedures when necessary to provide 

accessible service. 

• Communicating with passengers using an effective alternative method when appropriate. 

Requests that would fundamentally alter the nature of the Transportation Department's service, create 

a direct threat to health or safety, or require services beyond those provided by the Transportation 

Department may be denied. When a request cannot be accommodated, Transportation Management 

will explain the reason for the decision and, when practical, work with the individual to identify an 

alternative that provides meaningful access. 

Responsibility 

Transportation Department employees are responsible for recognizing and forwarding reasonable 

modification requests. Transportation Supervisors and Transportation Management are responsible 

for reviewing requests that cannot be immediately accommodated and ensuring decisions are 

consistent with ADA requirements. 

10. Record Retention 

Purpose 

To establish record retention requirements for documentation associated with ADA transportation 

compliance. 

Procedure 

The Transportation Department shall maintain records related to ADA transportation compliance in 

accordance with applicable federal, state, NYSDOT, and agency record retention requirements. 

• Reasonable modification requests and determinations. 

• ADA complaints and complaint investigations. 

• Accessibility equipment inspection and maintenance records. 

• Driver ADA training records. 

• Other ADA-related documentation required by law or agency policy. 

Records shall be maintained in a manner that protects confidential information and allows 

documentation to be readily available for internal review and regulatory audits. 

Responsibility 

Transportation Management is responsible for ensuring ADA-related records are retained and 

maintained in accordance with applicable retention schedules and agency procedures.  


