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TRANSPORTATION PROGRAM 

 Requests for transportation must be made 1 week in advance directly a 

Community Support Service Coordinator at 555-555-5555 choosing ext. 500 on 

the phone. We will try to accommodate last minute requests as well. 

 If you must make changes to a scheduled drive please notify the office as soon 

as possible so we can contact the volunteer driver. 

 Cancellations must be made as soon as possible or there will be a charge for the 

drive if the volunteer arrives at your home. 

 Please inform the office of any special needs at the time of requesting service; 

i.e. walker, oxygen, escort to the actual appointment etc. 

 Please inform the office of any additional stop(s) you will need to make. Any 

additional stops that have not been previously arranged with the agency will not 

be permitted. Exception: After attending a medical appointment, and if the 

time permits, the driver may stop to have any prescriptions filled 

 It is the responsibility of the client to ensure that all walkways and driveways are 

clear and accessible for the driver. Should the driver find access impassable they 

have the right to refuse service  

 All transportation requests are to be made through the agency only and not 

directly with a driver. 

 In the event of inclement weather and unsafe road conditions, drives will be 

cancelled and the client will be notified as soon as possible. In general, if the 

Ottawa-Carleton District School Board/Ottawa-Carleton Catholic District School 

Board cancels their school buses you can expect that your drive will also be 

cancelled. 

 All parking fees are the responsibility of the client. 

 Clients are expected to have someone, other than the volunteer driver, 

accompany them if they are having any type of surgery or exploratory procedures 

that will require any type of sedation or anesthetic. 
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 Clients with neurological conditions will require an escort, other than the 

volunteer driver, for their drive.  For example: dementia, epilepsy and others. 

 Please report any incidents that may have occurred to the Service Coordinator 

immediately. 

 Clients are to bring their own Accessibility Parking Permit for their driver to use. 

 Financial assistance may be available if client meets criteria. 

 Clients are invoiced at the end of each month for their drives. 

 Drivers are volunteers who give their time freely and only receive reimbursement 

for their mileage. Please treat them in a courteous and polite manner at all times. 
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