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I) INTRODUCTION - One of the goals of early intervention (EI) is to deliver services identified on the Individualized Family Service Plan (IFSP) in naturally occurring settings and incorporated into the child and family’s daily routines, however, when circumstances create a barrier to children and families meeting  IFSP outcomes and accessing services (i.e., lack of transportation resources and/or identified EI services are not available in the community) the Department of Public Health (DPH) as lead agency will support transportation services in accordance with the standards as outlined in this document.  

DPH, working with the state’s Human Service Transportation (HST) Office has developed a brokerage contracting system for transportation services with Regional Transit Authorities (RTAs) (see Appendix for HST Service Area City/Town List).  The goal is to provide safe, professional, on-time service in the least intrusive way possible. DPH recognizes transportation’s critical role as a support service in early intervention and that it can and should have a positive impact on children and families. (See Appendix for EI Transportation Brochure).  

a. Organizational structure - DPH provides EI transportation services through its participation in the state’s Human Service Transportation (HST) Office within the Executive Office of Health & Human Services.  The HST Office contracts with Regional Transit Authorities (RTAs) as Brokers to procure and manage transportation services.  This includes, contracting with local transportation companies, monitoring those contracts, complaint management and resolution, data collection, generating reports, and compliance with Transportation Provider Performance Standards.  Except where otherwise noted, all EI Transportation Requests, HST Complaint Incident Reports or other issues related to transportation should be processed through the RTA (see Appendix for EI Broker/RTA Contact List, EI Transportation Request and Instructions, HST Complaint/ Incident form).   Any parent initiated issues or complaints relating to transportation should be channeled through the transportation coordinator at the EI Program and the EI Director and then referred to the RTA for investigation and resolution. 
The following items should be referred to the DPH:

· Facility Approvals (any site where a parent is not accompanying the child) - (DPH/Regional EI Specialists) 

                          The following items should be referred to HST: 

· RTA complaints - (HST office/DPH liaison staff)
· Transportation Policy issues - (HST office/DPH liaison staff) 

b. Definitions
i. EI Transportation Request (TR): Form completed by the EI program and forwarded to the RTA to initiate transportation services for a child.
ii. Child:  An EI eligible child or a child and parent/caregiver.  A second parent/caregiver may ride on a space available basis.  Siblings may ride on a space available basis but only when a parent/caregiver is in attendance.

iii. Human Service Transportation (HST) Office:  The central administrative entity within EOHHS that coordinates HST contracting for state human service, elder and transportation agencies.  The HST Office administers and monitors the Broker Contract.  

iv. Monitor: An employee of the Transportation Company who serves to assist or ensure the safety of one or more children during transportation, by following designated child-specific assignments and providing supervision and assistance to all children on the vehicle when necessary and providing mobility assistance upon entering or exiting the vehicle, or from the pick-up point to the Destination Facility (if door-to-door transportation is authorized).
v. One-Way Trip: Transportation of a child between the pick-up point (origin) and the destination point, as indicated on the EI Transportation Request. The return trip to the origin point is considered a separate One-Way Trip.

vi. PT-1: (MassHealth Prescription for Transportation form).  The PT-1 form is used for children who are MassHealth eligible recipients.

vii. Regional Transit Authority (RTA): (also referred to as the Broker). The entity selected by EOHHS to procure and manage certain human service transportation within a defined HST service area.

viii. Transportation Company: (also known as the Vendor). A local transportation delivery entity under contract to the RTA for the direct provision of IFSP transportation services (vehicles, drivers and monitors) for children.

ix. EI transportation contact: Each EI Program must designate one (1) staff person to coordinate all transportation issues and the processing of forms and reports.  Except in emergencies, only the EI transportation contact and the EI program director are authorized to process inquiries, issues or complaints with the RTA.
c. Individualized Family Service Plan (IFSP): In the development of the IFSP, the evaluation of service needs for the family should include transportation and if required, be identified on the Service Delivery Plan page of the IFSP.  Once the need for transportation is determined, the EI Transportation Request form should address any equipment (i.e. wheelchairs, oxygen, or other modified restraint devices) and/or monitor needs.  

d. Eligibility/need:  Any child eligible to receive EI services is eligible for transportation services regardless of insurance type.
e. Service description: Transportation standards as defined in this document will make clear distinctions between transporting children with a parent/caregiver and transporting children without a parent/caregiver.  Transportation for each eligible child to community sites identified on the IFSP will be supported within the following parameters:

i. Curb-to-curb service: Drivers and monitors are not authorized to enter residences or program facilities.
ii. One (1) round trip per day with pick up and drop off at either home or day care (cannot alternate from week to week). Only one pick up and drop off location per family is authorized.
iii. Each EI group session not to exceed two and one half (2 1/2) hours.
iv. Monitors when needed: Monitors are furnished by the transportation company whenever routing results in three (3) or more children transported without parent/caregiver on a vehicle.  Monitors may be requested for any child based on behavioral or medical need.
EI Programs must have specific plans in place to ensure the safety and security measure of children receiving transportation services. Any child transported without a parent/caregiver and scheduled for transportation that will run after 5:00 P.M. weekdays or anytime on weekends must have made prior arrangements for after-hours contacts with the RTA, Transportation Company, EI staff and families.  This is to ensure that adequate backup systems are in place in the event of an emergency.  EI staff is strongly encouraged to schedule transportation for off peak hours (check with your RTA for what these hours are in your area).

II) CHILD PASSENGER SAFETY / RESTRAINTS & SEAT BELTS - Massachusetts law and the DPH contract require all children to be in car seats and all vehicle occupants to use seat belts. It is the family or caregiver’s responsibility to provide the car seat consistent with current child passage safety requirements. The Transportation Company is responsible to ensure that all children are properly secured.  EI staff should determine car seat needs prior to requesting transportation. Children may only be transported in forward facing vehicle seats. No child is to be seated in the:

· Front passenger seat of any vehicle equipped with a passenger side air bag,
· Rear-most seat of a station wagon, or
· Rear bench seat of a fifteen (15) passenger van. 
All children (birth to 36 months of age) must be transported in a child safety seat, which meets current federal motor vehicle safety standards (FMVSS 213-80).  Child safety seats must be in good working order, properly used and installed in the vehicle as specified by the manufacturer's instructions. Seats may not be altered or modified unless approved by the manufacturer.  Any seat involved in a crash should not be used.  When any EI child is on board a vehicle all vehicle occupants must be properly restrained in seat belts (including driver and monitor).

III) EI FACILITY APPROVAL & CATCHMENT AREAS - Each EI Program within a catchment area, under contract with DPH, is assigned a four-digit transportation code for that program’s site(s).  

The State has been segmented into catchment areas for EI. A family living within a catchment area may access EI services through an approved EI program anywhere within that catchment area.  If a family chooses to access EI services outside the catchment area in which they reside transportation may not be available. 

a. When a parent/caregiver is not present/on site at the facility: 

i. Transportation to any facility within the designated catchment area where a child will be transported without a parent/caregiver for EI services as identified on the IFSP can be accessed through:
a) The EI Program Director will submit a request in writing to the Regional Specialist for facility approval. The DPH Regional Specialist will notify the EI program and the RTA once the facility has been approved. 
b) If approved, the EI program submits a completed EI Transportation Request form and submits to the RTA.

ii. Transportation requests to any facility outside the designated catchment area where a child will be transported without a parent/caregiver for EI services are subject to DPH Regional Specialist approval.  The EI Program Director will submit a request in writing to the Regional Specialist for approval.  The request must include:

a) The anticipated duration of the one-way trip based on the start and end time of the service.  
b) The specific plan to ensure the safety and security of child(ren) receiving transportation services. If the child(ren) transported without a parent/caregiver have the potential to be on transportation after the EI program’s stated hours of operation, or 5:00 P.M. weekdays or anytime on weekends, the request must include arrangements for after-hours contacts with the RTA, Transportation Company, EI staff and families.  This is to ensure that adequate backup systems are in place in the event of an emergency.  
c) The communication plan if the service is to a Specialty Service Provider including the person(s) responsible to address any incidents as defined above. 
d) If approved, the EI program submits a completed EI Transportation Request form to the RTA.
b. When a parent/caregiver is present/on site at the facility: 
i. Transportation to any facility within the designated catchment area where a child will be transported with a caregiver for EI services as identified on the IFSP can be accessed by completing and submitting the EI Transportation Request form to the RTA.   
ii. Transportation to any facility outside the designated catchment area where a child will be transported with a parent/caregiver for EI services as identified on the IFSP is subject to DPH approval.  
a) Any request for transportation for a child that is out of the EI program’s catchment area should be submitted to the DPH Regional Specialist for review noting that the request is for out-of-catchment service.  If approved, the EI program submits a completed EI Transportation Request form to the RTA.

IV) SITE REQUIREMENTS FOR TRANSPORTATION:

a. All sites (with or without caregivers in attendance)
i. Transportation loading/unloading: There must be a safe and accessible area available for children to enter and exit from the vehicle and enter and exit the facility (preferably off street).
ii. Car seat storage & accessibility: The facility must provide adequate, interior/protected, secure storage space for car seats. The space must be readily accessible to drivers.   The Transportation Company has no responsibility to keep car seats on the vehicle.
b. Sites: Where children are transported without parent/caregiver
i. EI Staff assistance: EI Staff are required to come out to the vehicle when children are arriving and departing to assist drivers with children entering and exiting the vehicle. EI Staff are required to match the number of children exiting the vehicle with those listed as transported on the EI Transportation Trip/Route Sheet and to sign the driver’s EI Transportation Trip/Route Sheet (see Section VII, paragraph d., below).  Drivers are not authorized to enter any facility except in an emergency but under no circumstances can they leave a vehicle with children on board unattended.
ii. EI Transportation contact: Each EI Program must designate one (1) staff person to coordinate all transportation issues and the processing of forms and reports.  Except in emergencies, only these individuals and the EI program director are authorized to process inquiries, issues or complaints with the RTA.  This is essential to maintain good communication with the RTA and the Transportation Company 
iii. EI staff availability: When any child is transported without a parent/caregiver, EI staff must be reachable by phone for the period when any child not accompanied by a caregiver is being transported.  

V) ACCESSING SERVICES - All services are accessed through your RTA.   

a. The EI Transportation Request is used to initiate or change any aspect of the transportation service. (See Appendix for EI Transportation Request form and EI Transportation Request Instructions)  The form can be sent electronically via the RTA’s secure website.  It should be completed as outlined on the EI Transportation Request Instructions (see Appendix for EI Transportation Request and Instructions).  If a secure site is not available, it may be typed or printed and be faxed to your RTA. The RTA will enter the information into their database and forward the appropriate information to the Transportation Company for implementation. Services should commence within five working days from the date the RTA receives a complete and accurate form.  Forms that are not legible or completed as instructed will be returned to the EI staff with no action taken (this will significantly delay implementation).  The Transportation Company will confirm receipt from the RTA and notify EI staff and the parent/caregiver of the effective date.
b. PT-1 Process (see Appendix for PT-1 Submission Instructions).  A PT-1 is required to be completed for all children who are MassHealth eligible and who will be receiving transportation. EI programs are responsible for the submission of the PT-1. This is completed electronically via the MassHealth Customer Web Portal (CWP) https://masshealth.ehs.state.ma.us/cwp/Default.  When completing the PT-1 form or making any changes you must always select the PT-1 type “Early Intervention” (never any other options, this includes never selecting change of address).  Any address change for the family would require a new PT-1 be submitted. It can take 4 business days for a PT-1 to be processed. MassHealth customer service sends notification to the RTA, the member and the EI provider.  Providers can check the status of a PT-1 application electronically in the MassHealth CWP. (See Appendix for  PT-1 facts Sheet)
VI) AFFILIATION AGREEMENT - The EI Program and the Transportation Company must develop a written agreement regarding the following (see Appendix for Affiliation Agreement):

a. Inclement weather policy: Any decision to cancel transportation during inclement weather should be made two to three hours prior to the EI Program’s start time in cooperation with the EI Program director.  If the Transportation Company determines that road conditions are too dangerous, they may cancel transportation even if the EI Program remains open; however, the Transportation Company must notify the EI Program and parents/caregivers of the cancellation.

b. Overall communication procedures including;

i. Contact persons,
ii. Telephone/fax numbers,
iii. Emergency contacts and telephone numbers,
iv. Specific arrival and departure locations and procedures, 
v. Incident reporting procedures, including;
· The Transportation Company shall immediately notify the RTA and the EI Program of any incident occurring during the transit of children.
· A follow-up incident report shall be filed with the RTA and the EI Program within twenty-four (24) hours.

A copy of this Affiliation Agreement must be kept on file at both the Transportation Company and EI Program offices.  This Affiliation Agreement shall be received by the RTA prior to the commencement of services.  Any disputes between the Transportation Company and the EI Program should be referred immediately to the RTA.

VII) ATTENDANCE POLICY - Children that are routinely absent are not getting the services as identified on their IFSP. 

a. Attendance rates:  EI Programs will monitor each child’s attendance rate and remind families of the importance of regular attendance. EI Programs will hold an IFSP meeting with any family when the attendance rate is consistently less than 70%. The meeting should address the reasons for the absenteeism and consider options for service changes (i.e., shift to more home visits; reduce frequency of scheduled transportation, etc.).
b. Cancellations: Families are required to call in and cancel transportation at least one hour before the scheduled trip when their child is not going to use transportation.

c. No-shows: A "no-show" is when a child does not use transportation for a scheduled session and the parent/caregiver does not notify the Transportation Company at least 1 hour before the scheduled trip.  Please note, a parent/caregiver whose child is scheduled for transportation but decides to provide their own transportation to the session without notifying the Transportation Company will be considered a "no-show".  The Transportation Company may not mark the trip as a “no-show” if the transportation company is more than 15 minutes late for the schedule pick up, has not contacted the family, and upon arrival, the family is not home.
d. EI Transportation Trip/Route Sheet (see Appendix EI Transportation Trip/Route Sheet) is supplied and used by the Transportation Company for each trip to record the following:

i. The name and address of the children on that vehicle's route,
ii. Whether the children attended, canceled or were a no-show, 
iii. Children’s pick-up and drop-off times,
iv. Parent trips and monitor trips, and
v. Driver, monitor and vehicle information.  

The driver will give the EI staff person this form to account for all the children that were transported and monitor trips (if any) and sign their name.  The driver will give a copy of the signed form to the EI staff person (make sure you get a copy).  These copies should be kept on file for one year post the last date of service. Do not sign any EI Transportation Trip/Route Sheet that is not complete and accurate.  The purpose of this form is to ensure the safety of the child’s arrival at group, document no shows and cancellations, and for auditing transportation billing.
VIII) CRITERIA FOR SUSPENSION FROM SERVICE – A child may be suspended from transportation services: 

a. When any child scheduled for transportation fails to use the service for 2 consecutive months the RTA will notify the EI staff and the child will be deleted from service.  The RTA will notify the EI staff in advance of the suspension after the 1st month of no service.

b. When any child has 3 "no-shows" in the same month, the RTA will notify the EI staff and advise them that the child has been suspended from service.  EI staff may reinstate transportation after holding an IFSP meeting with the family and submitting a completed EI Transportation Request form. The RTA will notify the EI staff in advance of the suspension after the 2nd no-show in the same month.  

c. Whenever the parent, caregiver or authorized person is not present to receive the child at the designated drop-off time and the parent has not notified the transportation company of a problem (see Section IX, paragraph c., below). 

d. Reinstatement from suspension - Any child suspended from transportation because of no-shows or not using the service (paragraph a. & b. above) may have their transportation reinstated by EI staff after holding an IFSP meeting with the family and submitting a completed EI Transportation Request form to the RTA.   

IX) SECURITY & AUTHORIZED CAREGIVERS - Children less than 18 months of age scheduled for transportation must be accompanied by a parent/caregiver.  Children regardless of age attending community facilities not approved by the Regional EI Specialist must be accompanied by a parent/caregiver.  The Transportation Company will make every effort to assign permanent drivers to routes transporting children without parents/caregiver but there is no contract requirement to do this and there will always be circumstances when a driver will not be familiar with whom he/she is releasing a child to.

a. Children transported without a parent/caregiver: In order to ensure the safety and security of children in transit and to ensure whom they're being released to, drivers that are not familiar with the person(s) authorized to take custody of the children must confirm identification of the person(s) either through a photo ID or physical description (drivers are instructed never to ask a person if they are "Ms. Jones" - just to ask the person to please identify who they are).  Whenever there is any doubt, the EI staff will be contacted and if necessary, the child will be returned to the EI Program.  In addition to caution, drivers are instructed to exercise sensitivity in these situations.  Children will only be released to those individuals identified on the EI Transportation Request form.
b. Monitors:  DPH requires the Transportation Company to furnish a monitor for any vehicle transporting 3 or more children when the “parent/caregiver ride section” of the EI Transportation Request is checked "no".  EI staff may request a monitor for any individual child based on their medical/behavioral needs and when the parent/caregiver ride section of the EI Transportation Request is checked "no". Please remember that monitors are acquired through the Transportation Company and while training and background checks are conducted they do not have any specialized medical training.
c. Abandoned child:  Whenever a driver transports a child to a residence or day care facility that shows no evidence of a parent, guardian or other authorized person, they must:
i. Notify their supervisor who in turn will notify the EI staff and attempt to contact the parent/day care provider.
ii. If other children are on the vehicle, continue with the route and return.
iii. If there are no other children on the vehicle and no contact with the parent/day care provider has been established, then return the child to the EI staff. (EI staff must be available to the Transportation Company until at least one hour after the scheduled transportation of any child transported without parent/caregiver).
iv. In the event there are no authorized EI staff or they are unable to contact the EI staff, the supervisor will notify the RTA.  If contact cannot be established with either parent or EI staff at this point then the RTA will instruct the supervisor to notify the Department of Children and Families (DCF) and turn the child over to DCF as an abandoned child. (Each Transportation Company must be aware of local and after hours DCF telephone numbers).

Whenever the Transportation Company is unable to deliver a child at the designated drop off time because the parent/caregiver (or other authorized person) is not available and no notice has been given to indicate any problem, that child’s transportation will immediately be suspended and the situation referred to EI staff for review. This action is necessary to ensure the safety of the child.  EI staff must determine if the situation warrants reporting to DCF. 

To reinstate transportation - If EI Program staff feel reasonably sure that the situation will not happen again, transportation may be reinstated with the submission of a completed EI Transportation Request.
d. DCF & reunification: DPH limits transportation services to one (1) pick-up location and one (1) drop-off location per day per child. 

i. If the biological parent is allowed unsupervised contact with their child, knows the location of their child, and can get to that location, DPH will provide transportation for both parent and child.  In this situation, the foster parent is also authorized to receive transportation. This is the only time two (2) parents (foster & biological) would be authorized other than on a “space available” basis.
ii. If the biological parent does not have access to their child's location or is not allowed unsupervised contact with their child, DPH will provide transportation for the child only (foster parent may ride).  

X) COMPLAINT MANAGEMENT - The RTA is required to perform periodic inspections annually at sites to which children are transported and additional inspections when issues arise.  However, EI staff plays a critical role in monitoring these services by virtue of the fact that they see the service on a regular basis.  To enable the RTA and the HST to do their job, it is essential that EI staff report to the RTA any problems as they are happening (see Appendix for HST Complaint Incident form).  Use your judgement as to whether or not the situation warrants reporting by phone in addition to faxing the form.  The RTA is severely limited in its ability to respond when problems are reported weeks or months after the fact.  If an EI program believes that the RTA’s response is not timely or appropriate, the EI transportation contact or EI program director should immediately notify the HST office at HSTComplaintIncident@mass.gov or contact your EI Regional Specialist.

a. HST Complaint/Incident Report: This form is one-page and used to report to the RTA any violation of the contract standards by the Transportation Company.  To complete the form:

i. Fill in the top section with available information. (This Section is to be completed by Vendor or EI Program.)
ii. It is important to list the names of children on the vehicle in order for the RTA to assess all applicable penalties against the Transportation Company.
iii. When describing the incident, provide as many details as possible so that the issue can be adequately investigated and corrected.
iv. Securely send, fax or mail a copy to the RTA.
v. All personally identifiable information about the child and family transmitted electronically needs to be transmitted securely. In order for the RTA to take any action (warnings, penalties or contract termination) to correct the violations, it is essential that this form be submitted accurately and timely (within 48 hours of the incident).

b. Emergency situations: Most situations involving service complaints can be handled routinely through the use of the HST Incident Report (see Appendix for HST Complaint Incident Form).  However, there are some circumstances that require immediate attention:

· Suspicion of alcohol/drug use by the driver or monitor,
· Inappropriate behavior or suspicion of abuse by the driver or monitor,
· Vehicle safety,
· Vehicle involved in a car accident,
· Child left unattended on vehicle,
· Child on the bus/van extraordinary long period of time without a parent or caregiver (75 minutes or more).
Whenever there may be any concern or suspicion of the above, do not allow any children into the vehicle, or if children are in the vehicle, get them out quickly and calmly.  Use your judgement and take whatever action is appropriate to remove any children from the care of the driver or monitor and avoid confrontation with the driver or monitor.  Immediately notify the RTA and the Transportation Company.  Be prepared to provide the driver or monitor's name and the license number of the vehicle.  A backup vehicle and driver will be dispatched.  If the suspicion is related to:
i. Alcohol/drugs: The individual will be removed immediately from all EI work pending the results of a drug/alcohol test.  If the test results are positive or the Transportation Company fails to conduct the test within the required time, the removal will be permanent.  If the test results are negative the individual may be reinstated or assigned to other routes. 
ii. Inappropriate behavior or abuse:  EI staff must notify DCF.  The individual will be removed immediately from all EI work.  Pending the outcome of the DCF investigation the individual will be permanently removed or assigned to other routes.
iii. Vehicle safety: The vehicle will be removed from all EI routes pending repairs, inspection and certification.

Within 48 hours of the incident, an HST Incident Report (see Appendix for HST Incident Report) must be submitted to the RTA.  It is important to trust your feelings/instincts in these situations and not hesitate to report your suspicions.
c. EI Transportation Safety Report (see Appendix EI Transportation Safety Report): When an accident occurs in transit the RTA and Transportation Company are required to follow the notification requirements detailed in this document.  This form is informational only; EI staff is not required to complete it.

XI) TRANSPORTATION CONTRACT STANDARDS –The Department has detailed contract specifications for drivers, vehicles and equipment as well as specifications for transporting assistive equipment.  These are all primarily safety issues.  Listed below are some of the specifications.  A complete list is available at HST.  

a. Drivers/monitors:  Drivers and monitors are required to comply with all state and federal requirements regarding employee background record checks include undergoing a Massachusetts criminal background check (CORI), a Sexual Offender Registry check (SORI), motor vehicle driving history report, physical, pre-contact drug/alcohol test and TB test only if considered at risk as defined by DPH (Immunization Program) prior to coming into contact with children.  Drivers are also required to maintain certification in first aid & CPR for infants and children.   
b. Vehicles: Vehicles must be equipped at a minimum with the following:

i. Cellular phone or FM two-way radio licensed under the direction of the Federal Communications Commission (FCC).  Mobile units must be able to contact the base station at all times while children are on board and the base station must be staffed while any vehicle is in transit. 
ii. The corporate name (or business name) must be affixed to the vehicle in a permanent or semi-permanent manner in no less than two-inch high letters.  One location of such name will be on the right side of the passenger's door, and the other will be located on the rear of the vehicle.
iii. An air conditioning system that has sufficient capacity to cool the entire vehicle.
iv. Snow tires or equivalent during the period 11/15 through 4/15 of each year.
v. First Aid Kit, seat belt cutters and secured fire extinguisher.

All equipment must be in good working order at all times.

c. Transporting equipment: When in transit, any medical equipment (oxygen tanks, monitoring equipment, etc.) must be positioned and secured to the floor, vehicle seat or wall of the vehicle below the window lines.  Bungee cords or Velcro are not acceptable securement devices. 

d. Wheelchair vehicles:  When required, these vehicles will be equipped with a hydraulic lift with manual backup operational capacity, a raised roof at least 12 inches and raised side doors at least 57 inches high, acceptable tie-down equipment that would secure each chair and secure the passenger independently.

e. Performance standards: The Transportation Company must:

i. Notify both the EI program and the parent/caregiver when a transportation request will be implemented (if the family does not speak English or does not have a phone, the notification will be to the EI staff only).
ii. Provide parents a pick-up and drop-off time and provide service within fifteen minutes plus or minus of that time.
iii. Limit transit time for a child without a parent/caregiver to no more than 45 minutes each way and in all cases transportation will be as expeditious as is practical under the circumstances.
iv. Arrive at the EI site no earlier than fifteen minutes prior to the start or end of the scheduled session and no later than the scheduled start or end time.  There is no allowance for being late. EI staff is under no obligation to come out to the vehicle until the scheduled start or end time.
v. Require that drivers (and monitors when present) assist children entering and exiting the vehicle.  This includes lifting and securing.  Drivers are required to ensure that all passengers are properly secured prior to any movement of the vehicle.
vi. Furnish a monitor when routing results in three or more children without a parent/caregiver in the vehicle and require that the monitor be seated in one of the rear seats of the vehicle when children are on board.
XIII) APPENDIX

· HST Service Area City/Town List 

· EI Transportation Brochure in English
· EI Transportation Brochure in Arabic 
· EI Transportation Brochure in Haitian Creole
· EI Transportation Brochure in Portuguese
· EI Transportation Brochure in Spanish
· EI Transportation Brochure in Vietnamese 
· EI Broker/RTA Contact List

· EI Transportation Request and Instructions 

· PT-1 Facts Sheet
· Affiliation Agreement

· EI Transportation Trip/Route Sheet

· HST Complaint Incident Form
· EI Transportation Safety Report 
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