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receiving specific training and instruction on child safety seat laws and the use of car seats 
and booster seats. All minors are required to be secured in the vehicle according to the 
applicable law in either a car seat, booster seat, or other designated seat. 

3. Employees must obey the law at all times, including wearing seatbelts and requiring all
passengers to wear seatbelts.

4. Employees are prohibited from texting or making phone calls while transporting. Employees
must ensure that their full attention is given to the act of driving.

5. Employees must maintain their vehicle in clean and safe working order at all times. APC reserves 
the right to randomly inspect vehicles that are used for transportation of clients to ensure that
they are properly maintained.

6. During severe weather, such as winter storms, employees are strongly encouraged not to
transport or drive for work whenever possible. APC will notify employees of any weather-
related office closings; if the office is closed, employees are asked not to drive for work or
transport clients for the safety of everyone involved.

7. Smoking in the vehicle while transporting clients is strictly prohibited. Employees should
politely insist that passengers abide by this rule as well.

8. Being under the influence of alcohol during work is strictly prohibited, so employees are not to
consume any alcohol up to 8 hours prior to transporting a client. Additionally, there is to be no
alcohol of any kind in a vehicle when transporting a client.

9. Employees using over the counter or prescription drugs which may alter one’s wakefulness,
actions, or ability to think, see or react, and thereby safely operate a vehicle, are prohibited
from transporting. If an employee is temporarily on such medication, a temporary leave from
job duties requiring transportation must be taken.

10. Weapons of any kind may not be carried in an employee’s vehicle while transporting clients.
11. All accidents, regardless of how minor, must be reported to an employee’s direct supervisor

immediately. Employees may also be directed to complete a critical incident report and/or
to contact Human Resources to report a work-related injury, when applicable.

12. Employees are only permitted to transport clients and/or their approved family members for
role- related purposes. If an employee is asked to transport an unapproved individual or
asked to transport a client for purposes outside of his/her role or job responsibilities, the
employee must politely decline.

13. Personal items and valuables, as well as any work-related documents containing other
clients’ protected health information, must be secured in the trunk or otherwise made
inaccessible to passengers while transporting.

14. Passengers, regardless of age, must never be left unattended in an employee’s vehicle for
any reason.

A violation of these safety precautions and rules endangers the safety of the employee as well as the 
passengers and may result in disciplinary action, up to and including suspension or termination of 
employment. 

1. Per APC’s Driving for Work policy, all employees who transport clients must maintain auto
insurance at the agency’s required liability limits as well as a valid driver’s license; no
exceptions. Employees must have their driver’s license and proof of insurance on their person
or in their vehicle at all times.

2. Employees must follow their department’s specific policy regarding transportation of minors.
Employees are not permitted to transport minors under any circumstances without first

Transportation of Clients

Many APC employees drive for work frequently and sometimes transport others as part of their job. This 
policy is designed to provide guidelines for safe travel; every one of these rules has its own story, so even if 
it doesn’t feel like common sense, there is a good reason for it. All employees whose position involves 
the transportation of clients and/or clients’ family members are responsible for knowing and following these 
precautions: 




