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This handbook will help architects, engineers, and transit system
managers understand and follow the Federal Government regula-
tions contained in the Final Rule, 49 CRF Part 37, which describes
the requirements for transportation facilities to be accessible to
persons with disabilities.

The major areas of accessibility addressed are transit facilities and
the ADA, facility site and entrances, interior elements, and waiting
and boarding areas.  Using the included checklists, anyone can
determine where accessible features need to be added or improved.
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This material describes the Americans with Disabilities Act
paratransit eligibility determination process as it has been developed
and implemented.
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This workshop notebook, from the ADA Paratransit Eligibility
Training Course, provides an overview of ADA regulations, a
review of applications for paratransit eligibility, and information on
attracting paratransit patrons to fixed-route service.
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Project ACTION (Accessible Community Transportation In Our
Nation) is a national research and development program designed to
improve access to transportation services for people with disabilities
and assist transit providers in implementing the ADA.  The ADA
Private Transportation Handbook outlines ADA rules and covers its
unique requirements.  The handbook also contains final ADA
regulations by the Equal Employment Opportunity Commission, the
Department of Justice, and the Department of Transportation as well
as Design Standards.
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The public participation requirements of the Americans with
Disabilities Act of 1990 are included in this handbook.  Outreach,
consultation with individuals with disabilities, the opportunity for
public comment, plans in accessible formats, public hearing,
summary of significant issues raised during the public comment
period, the participation process period, and an ongoing mechanism
for the participation of individuals with disabilities are some of
these requirements.  Other important features of a public participa-
tion process include:  use of the media, surveys of riders and service
providers, performance monitoring, and planning the public
participation process schedule.
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The Americans with Disabilities Act Paratransit Eligibility Manual
was prepared to guide transit providers through the development
and implementation of the ADA paratransit eligibility determina-
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tion processes.  The most common questions raised about eligibility
are addressed.  Experience gained in the first one and a half years of
implementation of the paratransit provisions is also summarized.
Key issues raised transit providers are included in the text and
copies of sample forms and policies are provided in the appendices.
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The Transit Users Assistance Project is a travel training program
designed to orient senior citizens and persons with disabilities,  who
may not be eligible for ADA paratransit service, to the fixed-route
bus system.
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Community Transportation for Persons with Disabilities is designed
to train 70 consumers to make the switch from paratransit and learn
to ride regular fixed-route buses.  The training materials are
produced for replication in any area with a fixed-route system.
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The topics covered in this manual include:  understanding the
compliance responsibilities for taxicab opportunities, accessible
vehicle specifications and acquisition requirements, required
operating policies, understanding employment requirements,
defining accessible facilities, public paratransit requirements and
contracting opportunities.
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This program is designed to offer support to passengers making the
transition from paratransit to fixed-route service, help allay his/her
fears, and facilitate passenger’s first fixed-route bus ride.
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The Department’s final rule contains provisions on the acquisition
of accessible vehicles by private and public entities, requirements for
complementary paratransit service by public entities operating a
fixed-route system, and provision of nondiscriminatory accessible
transportation service.  The Department is also amending its rule
implementing section 504 of the Rehabilitation Act of 1973 in light
of the ADA rule.
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This final report is the result of a one-year project in which Project
ACTION gave the Southeaster Pennsylvania Transportation Agency
financial assistance in order to make its commuter rail system
accessible and comply with ADA guidelines on making key stations
accessible.
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A Guide For Teaching the Safe Use of the WMATA System to
Persons with Mobility Impairments outlines the content and ap-
proach recommended for use by trainers in order to provide general
knowledge about the use of mass transit systems and specific
knowledge about using the WMATA accessible fixed-route system
also known as METRO.
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This report is designed to be a guide for training persons with
developmental disabilities on the safe use of the Metrorail,
Metrobus, or other local fixed-route bus service
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This report provides information related to the bus and transit rail
accessibility needs of persons who are deaf or hard-of-hearing,
persons with visual or cognitive impairments, or persons who are
semi-ambulatory (having a mobility impairment that does not
require a wheelchair).  The report addresses needs throughout the
entire travel process on a bus or rail transit system from obtaining
basic route and schedule information applicable to commuter rail
vehicles, intercity rail vehicle, over-the-road buses, and other
vehicle systems (ferries, trams, etc.), although these systems are not
the primary focus of this work.

AAAAAMERICANSMERICANSMERICANSMERICANSMERICANS     WITHWITHWITHWITHWITH D D D D DISISISISISABILITIESABILITIESABILITIESABILITIESABILITIES A A A A ACTCTCTCTCT



66666

HEAR’HEAR’HEAR’HEAR’HEAR’SSSSS     TOTOTOTOTO     THETHETHETHETHE A A A A A.D.A.D.A.D.A.D.A.D.A.....
G. HG. HG. HG. HG. HOUSTONOUSTONOUSTONOUSTONOUSTON
SSSSSELFELFELFELFELF H H H H HELPELPELPELPELP F F F F FOROROROROR H H H H HARDARDARDARDARD     OFOFOFOFOF H H H H HEARINGEARINGEARINGEARINGEARING P P P P PEOPLEEOPLEEOPLEEOPLEEOPLE (SHHH) (SHHH) (SHHH) (SHHH) (SHHH)
VVVVVIDEOTIDEOTIDEOTIDEOTIDEOTAPEAPEAPEAPEAPE

Presents how ADA assists people who are hard of hearing in
employment, transit, etc. SHHH is a national organization which
preaches self help and how to help each other.  Also discusses new
listening devices to help deal with day-to-day dealings in the world
of the hearing impaired.
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The Identification, Marketing and Training of People with Disabili-
ties training program consists of classroom/lecture format as well as
hands on  involvement.
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This report explains why information gathering about people with
disabilities is important; establishes a steering committee; discusses
questions to ask and strategies to use to develop a survey and
questionnaire, and conducting the survey.
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Impact of Alzheimer’s Disease was designed to assist individuals in
understanding what Alzheimer’s Disease is and how to assist those
who are afflicted with it.
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This project serves as a model for other transit systems concerning
ADA compliance guidelines by developing a multi-modal,  inte-
grated transit service.
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Making Community Transportation Accessible explores each section
of the Americans with Disabilities Act pertaining to transportation.
It provides guidelines and suggestions for implementing specific
ADA transportation regulations.  The Handbook and guide cover
such topics as:  vehicle acquisitions and accessibility standards,
complementary paratransit service and preparing a paratransit plan,
maintenance of accessible features and lift maintenance features,
service requirements and transit personnel, training communication
systems and aids, facilities and networking, coalition building, and
funding resources.

MMMMMARKETINGARKETINGARKETINGARKETINGARKETING     AAAAA M M M M MODODODODODALALALALAL S S S S SWITCHWITCHWITCHWITCHWITCH -- -- -- -- --
FFFFFROMROMROMROMROM M M M M METROETROETROETROETRO + P + P + P + P + PLUSLUSLUSLUSLUS     TOTOTOTOTO L L L L LOCALOCALOCALOCALOCAL M M M M MOTIONOTIONOTIONOTIONOTION

UUUUURBITRRBITRRBITRRBITRRBITRANANANANAN A A A A ASSOCIASSOCIASSOCIASSOCIASSOCIATESTESTESTESTES, I, I, I, I, INCNCNCNCNC.....
PPPPPROJECTROJECTROJECTROJECTROJECT ACTION ACTION ACTION ACTION ACTION
19951995199519951995
PPPPPAPERBACKAPERBACKAPERBACKAPERBACKAPERBACK

This program provides innovative, cost-effective, and replicable
information designed to reduce passenger’s fears regarding mass
transit and to encourage modal switching from Metro+Plus
paratransit to Local Motion accessible fixed-route service.
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A Mobility Training Project is the final report of a project that
teaches people with disabilities to access lift-equipped fixed-route
bus service or paratransit service in the Reno-Sparks area of
Nevada.
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The National Workshop on Bus-Wheelchair Accessibility was held
May 7-9, 1986, in Seattle, Washington.  The workshop’s goal was to
provide a forum to establish greater awareness and understanding of
the current accessibility issues, to identify and resolve the key
problems experienced in providing accessible service, and to
develop a workable set of industry guidelines for wheelchair lifts,
securement devices and ramps.  The workshop was extremely
successful in discussing such issues as safety, operation,  reliability,
maintainability and costs of wheelchair lift systems.
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This videotape provides an overview of the responsibilities of public
and private organizations in complying with the Americans with
Disabilities Act.  Real-life examples are included.
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This project was designed to train New York City high school
students to ride the newly accessible fixed-route bus service to
increase ridership of accessible subways and buses.
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People Accessing Community Transportation is a travel training
guide for individuals with physical, psychiatric, or cognitive
disabilities accessing lift-equipped fixed-route Americans with
Disabilities Act buses.
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A Project to Train Young Adults with Physical Disabilities for
Public Transportation Ridership demonstrates how to design and
implement a training program that will increase mass transit
ridership and decrease dependency on paratransit systems by both
young adults and students.
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The primary goal of the Transportation Demonstration Project was
to provide training to paratransit passengers with various disabilities
on the use of accessible fixed-route service, to conduct an assess-
ment of long term fixed-route use by training participants, and to
develop the means to continue transportation training beyond the
project period.

PPPPPROJECTROJECTROJECTROJECTROJECT USE USE USE USE USE
TTTTTARBERTARBERTARBERTARBERTARBERT F F F F FILMILMILMILMILM     ANDANDANDANDAND V V V V VIDEOIDEOIDEOIDEOIDEO P P P P PRODUCTIONRODUCTIONRODUCTIONRODUCTIONRODUCTION
RTRTRTRTRTA CA CA CA CA CLEVELANDLEVELANDLEVELANDLEVELANDLEVELAND
19931993199319931993
VVVVVIDEOTIDEOTIDEOTIDEOTIDEOTAPEAPEAPEAPEAPE

This video shows how RTA in Cleveland is meeting the needs of
people with disabilities (specifically passengers who use wheel-
chairs) on lift-equipped buses.  The video addresses attitudes of
drivers, passengers, and general public users.
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Providing Public Transportation to Everyone provides an overview
of what transportation providers must do to be in complete compli-
ance with the Americans with Disabilities Act.
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Schuylkill County Employment and Carpooling Training Program
is designed to increase the mobility of the people with disabilities in
Schuylkill County and to improve their employment opportunities
and address personal needs.
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The Stakeholder’s Forum takes a qualitative approach, focusing on
actual issues that highlight common themes measuring the ADA’s
progress.
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The purpose of this project was to develop a replicable model/
approach for increasing the quantity and quality of transit informa-
tion available to and usable by people who are blind, visually
impaired, or otherwise disabled.
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Talking Signs Remote Infrared Signage discusses problems encoun-
tered by blind travelers in the transit system.  The book proposes
Talking Signs and Remote Infrared Signs solutions and gives a
detailed analysis of the system.
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The Talking Signs system allows people who cannot read signs to
hear, through a transmitter, the kinds of information that are on
print signs.

TTTTTEACHINGEACHINGEACHINGEACHINGEACHING     THETHETHETHETHE S S S S SAFEAFEAFEAFEAFE U U U U USESESESESE     OFOFOFOFOF     THETHETHETHETHE WMA WMA WMA WMA WMATTTTTAAAAA
SSSSSYSTEMYSTEMYSTEMYSTEMYSTEM     TOTOTOTOTO B B B B BLINDLINDLINDLINDLIND     ANDANDANDANDAND V V V V VISUISUISUISUISUALLALLALLALLALLYYYYY- I- I- I- I- IMPMPMPMPMPAIREDAIREDAIREDAIREDAIRED
PPPPPERSONSERSONSERSONSERSONSERSONS

WWWWWASHINGTONASHINGTONASHINGTONASHINGTONASHINGTON M M M M METROPOLITETROPOLITETROPOLITETROPOLITETROPOLITANANANANAN A A A A AREAREAREAREAREA T T T T TRRRRRANSITANSITANSITANSITANSIT A A A A AUTHORITYUTHORITYUTHORITYUTHORITYUTHORITY
PPPPPROJECTROJECTROJECTROJECTROJECT  ACTION  ACTION  ACTION  ACTION  ACTION
19951995199519951995
PPPPPAPERBACKAPERBACKAPERBACKAPERBACKAPERBACK

This report provides a solid foundation for using accessible mass
transit and the WMATA fixed-route system (Metrorail, Metrobus
and other services)
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This course gives participants important information about the safe
use of the WMATA fixed-route system, Metrorail and Metrobus as
well as other local fixed-route services.
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The purpose of this program is targeting and offering solutions
concerning accessibility and service of disabled school students and
enhancing transit personnel awareness.
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This report provides an overview of applicable ADA requirements.
Particular attention is given to technology and accessibility issues
and establishing a steering committee.
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United Cerebral Palsy Associations, Inc. (UCPA) version of The Ten
Commandments was created as a guide for communicating with
people with disabilities.
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Training Consumers with Disabilities examines the role of consumer
training in the transition process, consumer rights, and responsibili-
ties under the ADA, provides training techniques and a checklist of
training basics for all consumer training programs, and assesses the
effectiveness of consumer training.
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This program is designed to train people with disabilities as sensi-
tivity and mobility trainers that train transit personnel on fixed-
route and paratransit systems.
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Tips on how to use fixed-route bus service are offered in this
consumer handbook.
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Training Transit Personnel addresses ADA requirements, involving
disabled persons in the training process, developing transit person-
nel training programs, improving transit personnel sensitivity, and
evaluating the program.
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This training program was developed to train consumers with
disabilities to access fixed-route services in the Salt Lake City area.
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Transportation Ombudsman Project informs people with disabilities
of their rights to insist that transit providers comply with the ADA.
It focus on utilizing nonadversarial dispute resolution methods of
solving problems.
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This project designed a “universal” securement system for wheeled
mobility aids that will work with all mobility aids in “common use”
on public transportation vehicles.
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This three-videotape series provides practical suggestions for
working and living with individuals who suffer from symptoms of
schizophrenia, hallucinations, and mania.
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Board/Staff Workshop contains a collection of information on
various topics that can assist the board member in performing his/
her job more effectively.  It provides the transit board member with
the basic information needed to understand the management and
operation of public transportation systems.  With the information
contained in this handbook, the board member can quickly become
familiar with transit terminology, the role of Board members and
transit system staff, transit service policy, transit financing, and
other areas of importance.
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This report covers topics such as the nature and purpose of authori-
ties, creating and dissolving authorities, the board, and operations
and finances.
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The Pennsylvania Transit Board Handbook assists  new and existing
members of local transit boards in carrying out their duties and
responsibilities.  The handbook contains a collection of information
on various topics that can assist the board member in performing
his/her job more effectively.  With the information contained in this
handbook, the board member can quickly become familiar with
transit terminology, the role of board members and transit system
staff, transit service policy, transit financing, and other areas of
importance.
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This training package can be used to orientate new or experienced
board members of rural transit systems.  It covers the roles and
responsibilities of transit board members and discusses planning,
personnel, finances, community involvement, the overall character-
istics of a successful board, and how to find one’s niche on the
board. The Board Member’s Handbook contains exercises that will
help board members learn key facts about their transit system.  The
Facilitator’s Handbook suggests ways to structure the training
sessions.  These materials can be used for self-study or to facilitate
group discussions.
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This workshop material covers topics such as the board member’s
roles and responsibilities, board/manager relations, developing/
monitoring/evaluating agency goals, funding issues and a board
member’s commitment to an organization.
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The South Carolina Transit Board Handbook contains a collection
of information that can assist the board member in performing his/
her job more effectively.  It is designed to provide the transit board
member with the basic information needed to understand the
management and operation of public transportation systems.  With
the information contained in this handbook, the Board member can
quickly become familiar with transit terminology, the role of Board
members and transit system staff, transit service policy, transit
financing, and other areas of importance.
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This two-volume videotape set consists of Volume I:  A General
Introduction for PC beginners and Volume II:  Hardware and
Software basics for beginners.  These two tapes are valuable for
individuals just beginning to use a personal computer.
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This manual is a step-by-step guide to using the Pennsylvania Rural
Transit Bulletin Board System (BBS).  This manual covers what the
bulletin board service is, what it was designed for, and how to use it.
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In December 1992, a survey was conducted to update the American
Public Transit Association (APTA) publication, Automation in
Public Transportation.  The requested data included the purpose of
the software, the developer, agencies using the software, operating
environments, and a brief summary of the software features and
functions.  This publication summarizes the responses received by
APTA through the end of 1993.  A detailed description of the
software’s features are included along with an index of software
names and an index that groups the software by purpose.
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Understanding PC Networks is aimed at the novice who wants to get
started in the world of personal computers networks.  It explains the
origins of networks, the components that make up a personal
computer network system and how it can be used in your office
group.

Understanding PC Networks shows you the how’s and why’s of
personal computer network systems.  M-USA’s innovative training
method covers the basics in an easy-to-understand, colorful and
relaxed approach that makes learning enjoyable.
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Driver Training
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Accident Facts began in 1921 as an 11-page booklet that presented
statistics on injuries in public places.  Although some of the circum-
stances associated with unintentional injuries have changed since
1921, it is clear that many of the risks Americans face in 1996 are
the same as those we faced earlier in the century—traffic accidents,
falls, drownings, and fires and burns.  This annual statistical report
on unintentional injuries and their characteristics and costs also
includes work injuries and illness incidence rates and fleet accident
rates.
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The Advanced Driving Skills Quiz gives drivers an opportunity to
assess their driving knowledge and skills.  Essentially, the quiz is a
video-oriented, fifty-question true/false test that presents drivers
with traffic situations and conditions pertaining to driver and traffic
knowledge, vehicle control and procedures, traffic perceptual skills,
driving risk control, driver and traffic exposure, and driving
environment.
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This video demonstrates fire/life safety for emergency personnel.  A
simulated airplane crash that involves a bus accident and emergency
personnel’s response is included.
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This training package contains the information drivers and mechan-
ics will need to prepare for the written part of the Commercial
Driver’s License (CDL) exam and the special endorsements required
by the US Commercial Motor Vehicle Safety Act of 1986. The
information is taken from the Federally-approved manual that all
States must use as the basis for their exams.  The program prepares
employees for the following exams:  general knowledge, passenger
endorsement, air brake endorsement, and combination vehicle
endorsement.  The training package includes three study workbooks
with practice tests.  A videotape reviews legislative and testing
requirements and summarizes the material in the study booklet.  A
45-minute audio cassette tape summarizing substantive information
in the manuals is also included
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Barbara Leigh demonstrates the importance of establishing a driver
- passenger relationship on paratransit vehicles and outlines driver
safety standards such as driving hazards, standing & sitting assists,
grips and brakes, wheelchair lift operations, passenger securement,
etc. from one passenger’s perspective.
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The Hiram G. Andrew Center developed this set of three videotapes
dealing with hidden disabilities bus drivers may need to understand
on a day-to-day basis.  These disabilities include deaf awareness,
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seizure awareness, and dementia awareness.  Pre- and post-test
instructions to measure drivers’ growth in sensitivity and awareness
to these disabilities are included.
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This video demonstrates protective measures cab drivers can employ
to reduce their vulnerability to crime.
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The purpose of this program is to train veteran school bus drivers on
defensive driving skills improvement.  Special attention is given to
injury prevention for students under the driver’s care.
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This is a supplemental workbook to the Coaching the School Bus
Driver module.  (A small fee is charged for each driver workbook.)
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Coaching the Transit Bus Operator is designed as a “next step” for
the transit bus operator who has been through a basic bus operation
course including trip preparation, cushion of safety, city driving,
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highway and suburban driving, and special considerations.  The
program is specifically designed to encourage participation by all
attendees.
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This is a supplemental workbook for the Coaching the Transit Bus
Operator Workbook module.  (A small fee is charged for each
operator workbook.)
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Components of this course include a video presentation, a fully-
scripted instructor’s guide, a series of application slides for group
discussion, and driver workbooks for each trainee.  The video
presentation consists of four segments that apply to all vans (vehicle
characteristics/vehicle inspection, safe driving skills, driving
environment and special considerations) and two additional sections
relating to the transportation of cargo and passengers.
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This is a supplemental workbook for the Coaching the Van Driver
module.  (A small fee is charged for each driver workbook.)
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This study program is divided into nine parts and covers subjects
such as driving safely, transporting passengers and cargo, air
brakes, combination vehicles, hazardous materials, and taking the
Commercial Driver’s License test.
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Through stress management and understanding, better ways to
handle conflict, this manual demonstrates how supervisors and
trainers can teach drivers how to keep passenger problems from
escalating by staying in control.
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Diversity Bingo is an interactive group learning experience de-
signed to raise awareness of the perceptions and assumptions that
exist regarding different dimensions of diversity. The game has
some of the traditional elements of bingo.
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Upon completion of this lesson, the student will appreciate the effect
of the following types of exposure on the driver’s performance and/
or behavior: the amount of traffic related driving time, stress related
driving, and alcohol, drugs, fatigue; & illness.
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Upon completion of this lesson, the student will know the purpose
and objectives of the Advanced Driving Skills Program, know the
role and significance of the six Driver Performance Matrix Ele-
ments, know and appreciate the effect of alcohol and drugs on driver
performance, know how road signs, signals and markings improve
driver and traffic communication, know and appreciate the purpose
and requirements of the Federal Commercial Driver License Laws,
and know the basic vehicle control characteristics of light and heavy
commercial vehicles.
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Driver Performance Test II contains a forty-question test to assess
driving knowledge and skills.
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Upon completion of this lesson, the student will recognize driver
and traffic risks, and appreciate the importance of driver self-
discipline in avoiding and/or controlling driver and traffic risks.
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Driver Risk Index II is a measurement of a driver’s risk taking
behavior.  Risk-taking is a significant factor in motor vehicle crash
causation.
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Efficient and safe methods for the evacuation and rescue of elderly
passengers and persons with disabilities from vehicles such as
standard and modified vans, body-on-chassis small buses, and
heavy-duty transit buses is presented in this document.  Standard
methods are not always useful for these patrons as a result of a
physical and mental condition and their inability to manage self-
evacuation.  Evacuation and Rescue examines effective methods and
equipment, accident incidence rates for the various vehicles, a study
of actual transit vehicle characteristics and their crash worthiness,
and an analysis of emergency preparedness.  Suggestions are
outlined based on an interviews with transit operators, state depart-
ments of transportation and transit equipment manufacturers.  A
190-item bibliography is included.
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This videotape outlines the recommended training of Great River
Bend Regional Transit System, and teaches paratransit drivers
proper techniques for assisting wheelchair users during boarding,
deboarding, and negotiating single steps, curbs, and ramps.  This
videotape also covers pre-trip recommendations.
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This program teaches drivers how to properly use the I.L.S. Inde-
pendent Locking System.
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Lighten Up can help your employees develop a sense of joy in being
alive, and help them accept change to better cope with today’s
workforce demands.  Topics covered in this videotape include how
to take yourself lightly and your job seriously, stay light physically
and mentally, realize that business is not a battlefield, and use
Humaerobics™ to deal with adversity.

A MA MA MA MA MAAAAATTERTTERTTERTTERTTER     OFOFOFOFOF T T T T TIMEIMEIMEIMEIME

AMS DAMS DAMS DAMS DAMS DISTRIBUTIONISTRIBUTIONISTRIBUTIONISTRIBUTIONISTRIBUTION
AMS DAMS DAMS DAMS DAMS DISTRIBUTIONISTRIBUTIONISTRIBUTIONISTRIBUTIONISTRIBUTION
VVVVVIDEOTIDEOTIDEOTIDEOTIDEOTAPEAPEAPEAPEAPE

Most accidents take place in five seconds or less.  This video
demonstrates the relationship of speed to accidents.  Following
distance, reaction time, etc. are discussed in detail, including many
preventative ways to create a margin of safety.
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Following this lesson, the student will recognize and know how to
avoid the driver errors which most frequently result in low speed
motor vehicle collisions that cause personal injuries and property
damage.  Emphasis is placed on correct backing procedures.
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This nine-part videotape series deals with all aspects of driver safety
and passenger sensitivity.  It was designed for the shared-ride
operation with special attention given to passengers with develop-
mental disabilities.
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This videotape is designed for transit agencies that operate wheel-
chair lift-equipped vans.  The presentation itself is directed toward
the operators of the vans, but it is not intended to be a self-taught
program.  Rather, the video should be considered one part of an
ongoing comprehensive operator training program.  Such a program
will include elements on preventative maintenance, safety, first aid,
and passenger assistance techniques.
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Passenger Assistance Program covers issues such as sensitivity and
disability awareness, wheelchair and van assistance and assisting
passengers up and down a curb.
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This publication was used at the Passenger Relations Training
Workshop provided by Penn TRAIN in 1993.  Numerous passenger
relations and sensitivity areas are covered including the importance
of passenger relations and sensitivity, communications skills,
cultural differences, Americans with Disabilities Act issues, and
telephone skills.
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Passenger Safety provides elderly and disabled passenger assistance
techniques to shared-ride drivers with an emphasis on communica-
tions and safety procedures.
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The goal of this workshop was to develop a defensive driving
attitude and concept in transit operators, reduce risk and implement
safety practices.  The workshop was also designed to build aware-
ness about available techniques and provide practical hands-on
activities.
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Positioning and Securing Riders with Disabilities is the final report
of a study designed to increase understanding of the issue of
positioning mobility aids on transit vehicles so that individuals
with disabilities can be transported safely.  The study consists of
analysis of various data including accident statistics, testing and
research, characteristics of transit vehicles, and standards and
guidelines.
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This video teaches the importance of pre-trip inspections in
reducing accidents, breakdowns, and mistakes by drivers.  The
buses covered by these inspection films are the GM forward-control
chassis, a full-sized GM bus, a Ford cut-away, a GM cut-away, a
Ford van, and a Dodge van.
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Professional Driver Quiz gives the driver an opportunity to assess
his/her driving knowledge and skills.  A fifty-question true or false
test presents driver and traffic situations and conditions.
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This videotape provides instruction for drivers on communication
skills, boarding procedures, special equipment, and health and
safety issues when providing service to customers who qualify under
the American with Disabilities Act.
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Public Transportation is for Everyone provides transportation
systems and drivers with an overview of fixed-route and shared-ride
transportation options needed to comply with the Americans with
Disabilities Act.   Although the videotape is specific to the Utah
Transit Authority, it is consistent with any transportation system’s
requirements.
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This program is designed to teach drivers how to properly use the Q
Straint occupant and wheelchair restraint system.
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Produced with real people with real disabilities, this video gives
drivers and transit system employees an inside view of how to make
their system more accommodating, accessible, and complimentary to
individuals with disabilities.
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A Roadmap to Child Passenger Safety results from the Federal and
State quest to find an innovative, comprehensive, community child
passenger safety program which can be duplicated in any commu-
nity.
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Based on his experience as a state police officer, Sergeant Ware
emphasizes how seat belts save lives in Room to Live.  Seconds to
Live emphasizes a driver’s need to prevent accidents regardless of
the actions of the other driver.

S.PS.PS.PS.PS.P.I.D.E.R..I.D.E.R..I.D.E.R..I.D.E.R..I.D.E.R.
KKKKKETRONETRONETRONETRONETRON-----J. BJ. BJ. BJ. BJ. BALALALALALOGOGOGOGOG
WWWWWESTESTESTESTEST V V V V VIRGINIAIRGINIAIRGINIAIRGINIAIRGINIA D D D D DEPEPEPEPEPARTMENTARTMENTARTMENTARTMENTARTMENT     OFOFOFOFOF P P P P PUBLICUBLICUBLICUBLICUBLIC T T T T TRRRRRANSITANSITANSITANSITANSIT
19941994199419941994
HHHHHANDBOOKANDBOOKANDBOOKANDBOOKANDBOOK

The Safety Planning Information Directed to Emergency Response
(S.P.I.D.E.R.) manual is designed to assist transportation programs
with the implementation of a complete passenger, vehicle, and
system safety program.
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This training package was designed primarily for rural transit
drivers who are at the forefront of the implementation of the
Americans with Disabilities Act requirements.  The package
provides drivers and other transit staff with an overview of the basic
concepts of the Americans with Disabilities Act.   It stresses good
passenger relations and focuses on the driver’s responsibility for
learning safe and courteous responses to various circumstances such
as passengers with mobility, communications, and visual impair-
ments.

SSSSSEAEAEAEAEATTLETTLETTLETTLETTLE B B B B BUSUSUSUSUS D D D D DRIVERRIVERRIVERRIVERRIVER’’’’’SSSSS T T T T TESTESTESTESTEST:::::
WWWWWORKINGORKINGORKINGORKINGORKING     WITHWITHWITHWITHWITH     THETHETHETHETHE P P P P PUBLICUBLICUBLICUBLICUBLIC

SSSSSEAEAEAEAEATTLETTLETTLETTLETTLE M M M M METROETROETROETROETRO T T T T TRRRRRANSITANSITANSITANSITANSIT
SSSSSEAEAEAEAEATTLETTLETTLETTLETTLE M M M M METROETROETROETROETRO T T T T TRRRRRANSITANSITANSITANSITANSIT
VVVVVIDEOTIDEOTIDEOTIDEOTIDEOTAPEAPEAPEAPEAPE

Seattle Bus Driver’s Test is designed to measure a driver’s ability to
work with the public.  The two-hour test presents 65 actual driver/
passenger situations.  A test scoring key provides an accurate
measurement of a driver’s likelihood of handling situations ad-
equately.  This is an excellent test for new hires.
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This manual along with the accompanying videotape will assist
individuals in preparing for and passing Section 608 of the Clean
Air Act test.  Testing must be done by a certified proctor, available
through the Penn TRAIN Peer-to-Peer Network.
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A step-by-step guide for fixed-route bus operators on how they can
provide quality service to customers with a variety of cognitive
disabilities.
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STARTS adapts the Transportation Safety Institute’s safety program
designed for large transit systems to small and rural systems.  The
program provides instructors with videotapes, slides, lesson plans,
and written materials to assist with driver training in areas of
defensive driving, pre-trip inspections, and passenger relations.
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This University of Wisconsin-Milwaukee publication will provide
trainers with needed resources to train drivers in all areas of passen-
ger sensitivity and passenger assistance especially those passengers
with disabilities.
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The Safe Performance on Road Test, or SPORT, is a video-oriented
motor vehicle driving test that measures the driver’s on-road
performance in observing, communicating, speed adjustment,
vehicle positioning, time and space management, and hazard
perception.
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Stress Illustrated is designed to teach viewers about causes of stress
and what they can do to reduce stress in their own life.  The objec-
tive of this workshop is to, first, increase the participant’s awareness
in recognizing the symptoms of stress and, second, to increase their
effectiveness in managing their stress.
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This six-tape series contains everything you need to know to pass
the Commercial Driver’s License knowledge tests.  The study guides
cover the general knowledge test, air brakes test, combination
vehicle test, hazardous materials test, tanker test, the double/triple
and the passenger transport test.
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Upon completion of this lesson, the student will know, appreciate,
and be capable of applying each of the following traffic perceptual
skills:  search, identify, predict, decide, and execute.
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This program is designed for drivers who are responsible for the safe
transportation of passengers with special needs.  For these drivers,
the term “safe transportation” means more than just driving; it also
means interacting with and assisting passengers.
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This is a supplemental response book for the Transporting Passen-
gers with Special Needs module.
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This training package discusses the following common disabilities
and dispels misconceptions about them:  spinal cord injuries,
strokes, and other mobility impairments, mental retardation, and
autism, visual impairments, hearing impairment, neuromuscular
conditions, epilepsy and seizure disorders, Alzheimer’s disease and
aging.
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Upon completion of this lesson, the student will be able to appreciate
the importance of advanced driving skills in the safe and efficient
operation of a motor vehicle and will know and apply correct vehicle
speed and direction procedures when presented with video-simulated
traffic situations and conditions.
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These goggles simulate different types of vision impairments.
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This videotape, featuring Willie the Rabbit, was developed by the
Cambria County Transit Authority and is designed to teach school
bus safety to elementary-age school children and introduce them to
transit buses.
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This handbook and videotape provide a personal and ready refer-
ence regarding bloodborne pathogens for public transit systems
personnel, including managers, drivers, mechanics, other employ-
ees, and service providers.
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Drug & Alcohol
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The first manual in this two-volume set guides supervisors through
an understanding of their requirements prior to, as well as during, a
reasonable suspicion drug and/or alcohol test.  The second guide
provides employees with information about drug and alcohol
testing, including the when, where, and how’s of this series of laws.
These manuals will assist transportation systems in complying with
the Federal Transit Authority’s drug and alcohol training require-
ments.  Both manuals address the Drug Free Workplace Act of 1988
(49 CFR, Part 29), Prevention of Prohibited Drug Use in Transit
Operations (49 CFR, Part 653), Prevention of Alcohol Misuse in
Transit Operations (49 CFR, Part 654), and US DOT Procedures for
Transportation Drug and Alcohol Testing Programs (49 CFR, Part
40).
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A Drug-Free Program for Transportation Systems assists in estab-
lishing and implementing a drug-free program in transportation
systems and includes the book, Implementation Guidelines for Anti-
Drug Programs in Mass Transit.  Other topics covered are adopting
a drug-free personnel policy, developing employee awareness,
establishing procedures for drug testing, administering drug tests,
keeping required records and preparing reports.
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These guidelines will assist transit agencies in developing drug and
alcohol testing programs that satisfy the regulations of the Federal
Transit Administration (FTA).  Published in the Federal Register on
February 15, 1994, as Preventative of Prohibited Drug Use in
Transit Operations (49 CFR part 653) and Prevention of Alcohol
Misuse in Transit Operations (49 CFR part 654), these guidelines
are directed to transit agencies receiving Federal funding under
Sections 3, 9, and 18 of the Federal Transit Act and Section
103(e)(4) of title 23 of the U.S. Code.  This material will assist State
agencies that receive FTA funding and contractors who perform
certain services for transit agencies; all of these types of organiza-
tions are subject to the regulations.
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This report presents information gathered and analyzed in support
of the Urban Mass Transportation Administration’s (UMTA’s) effort
to develop practical guidelines for U.S. transit operators in imple-
menting anti-drug policies and programs.  The principal goal of
these guidelines is to assist the U.S. mass transit industry in
achieving a drug-free transit workforce to protect the health and
safety of workers and the public.

The report explains the regulatory requirements for transit operators
established by 49 CFR Parts 29, 40, and 653.  Guidance is provided
on cost effective strategies for implementing anti-drug program
elements associated with policy formulation, employee and supervi-
sor training, urine specimen collection and testing, record-keeping
and reporting, and establishing Employee Assistance Programs
(EAP’s).  Detailed appendices are provided to amplify guidance
provided in the basic text.  These appendices include sample forms,
correspondence, checklists, reference sources, and other tools to
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assist transit operators in creating workable procedures that meet
regulatory requirements.
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Risk Management was originally developed as a training guide for
two Risk Management Workshops held in Pennsylvania.  The
manual will guide an individual through developing a risk manage-
ment process, reducing risk, transferring risk, effective insurance
purchasing, Americans with Disabilities Act and risk management,
compensation, and developing an in-house risk management plan.
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These guidelines will assist transit agencies in developing drug and
alcohol testing programs that satisfy regulations of the Federal
Transit Administration (FTA).  These guidelines are directed to
transit agencies receiving Federal funding under sections 3, 9, and
18 of the Federal Transit Act and section 103(e)(4) of title 23 of the
US Code.  This information will assist State agencies that receive
FTA funding and contractors who perform certain services for
transit agencies.
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Substance Abuse Awareness in Rural Transit contains an introduc-
tory the participant’s workbook, the manager’s handbook, an
audiotape that is a complete transcript of the participant’s workbook,
an audiotape containing a review of each workbook section and
related case studies and a final test that can be returned for scoring
and a certificate of completion for each trainee.
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This program is based on 49 CFR Parts 653 and 654, published in
the Federal Register on February 15, 1994.  Topics covered include:
regulatory overview, policy development and implementation, drug
testing procedures, alcohol testing procedures, procurement of
testing services, employee assistance program, development of
employee/supervisor training, record keeping and reporting proce-
dures.
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This training manual and its accompanying video components have
been developed to provide companies with the required DOT
employee assistance training components for supervisors and to help
all supervisors administer their company’s substance abuse program.
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What Works:  Workplaces Without Alcohol and Other Drugs should
be required reading for those concerned about substance abuse in the
workplace.  It offers suggestions to executives, supervisors, em-
ployee representatives, and workers on ways they can contribute to
the elimination of substance abuse in the workplace.  Examples of
effective workplace substance abuse policies and employee assis-
tance programs are included, as are the names and phone numbers
of resources that can assist in the achievement workplaces that are
free of substance abuse.
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Maintenance
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The Bus Maintenance Roadeo is a competitive test of the transit
industry’s maintenance personnel’s skills and abilities to safely
troubleshoot and inspect a bus for mechanical defects, as well as a
test of their skill driving a bus.  The following competitive catego-
ries should be included in a roadeo:  driving obstacle course, vehicle
inspection, power train defect problem, air brake board competition.
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These tapes are designed to guide mechanics through all aspects of
maintenance and repair of Neoplan buses.
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Refrigerant Certification includes tips on learning from the lecture
and taking the certification test.  The tape also covers refrigerant oils
and their application, and high pressure and low pressure recovery
systems.
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This manual is intended for use by applicants of the Technician
Certification Test as required by the Environmental Protection
Agency (EPA) under Section 608 of the Clean Air Act.  The manual
is divided into six sections.  Section 1 covers the basics of refriger-
ant-bearing equipment.  Section 2 provides the details of ozone
depletion and the new legislation and rules for implementation by
the EPA.  Sections 3, 4, & 5 cover sector specific technical details of
each of the three technician categories covered on the Certification
Test and Section 6 covers the Certification Test and how to prepare
for it.
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The Office of Planning Assistance of the Urban Mass Transporta-
tion Administration initiated a study on the planning of bus mainte-
nance facilities.  The study produced a manual that enables transit
systems to plan maintenance facilities in a logical and comprehen-
sive manner.  This document is the first interim report from the
study.  It summarizes a review of 33 bus maintenance facilities that
have opened since 1975.  The review covers the procedures used to
plan the facilities and the space allocated to various functions in the
facilities.  This state-of-the-practice review will be useful to transit
systems in their maintenance planning efforts.
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This program will help community leaders understand the impor-
tance of coordination and will provide information on basic con-
cepts of coordinating transit with health and human service agencies
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and linking customers to all modes of transportation in a seamless
system.
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The information presented in this workshop notebook covers
Pennsylvania Tort Law, and a wide array of maintenance issues.
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Wheelchair Lift Maintenance provides general maintenance proce-
dures for accessibility equipment such as lifts, ramps, and wheel-
chair securement used by rural and specialized transit providers.
The recommendations in this handbook focus primarily on active
wheelchair lifts since they are most commonly used by rural transit
agencies.  Ramps and securement devices are covered less exten-
sively; passive lifts are not covered specifically in this handbook.
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Quality service is a very broad subject—defined locally by the
variables of people, places, and customs.  The ways transit systems
market such service are equally diverse.  While there are precedents
and successful case studies, there is no one model for guaranteed
quality service.  For this reason, this videotape and workbook
package differs from conventional step-by-step training methodol-
ogy.  The videotape is designed to be thematic and motivational—
challenging everyone in the system to strive for quality.  The
workbook reinforces the videotape with information, examples, and
hands-on tips.
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This paper will help city staff and transportation agencies organize
effective community involvement programs.  The role of nontechni-
cal information in the decision-making process is addressed first, to
help professional engineers and planners consider its importance in
planning and implementation.  Leadership skills for group meetings
are described.  The paper also outlines a process for developing an
actual community involvement plan.  Work sheets and checklists are
included as aids in this process.  Finally, an extensive list of
involvement techniques is presented.  These techniques are dis-
cussed individually so that planners can choose those best suited to
the planning situation.
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This album of audiocassette tapes covers topics such as drug and
alcohol policies and testing, risk management, and quality service.
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Comprehensive Financial Management Guidelines is structured
around functions and techniques that are relevant to the financial
management of transportation services.  The major functions
discussed are financial planning, cash management, monitoring, and
analysis.  All sources of revenue are discussed and grouped into four
categories:  fares, agency contracts, grants and other governmental
payments, and other sources.  Major cost categories discussed are
capital costs and operating costs.
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Destination Excellence discusses twelve examples of the best
practices in public transportation.  This is an excellent video to get
board members motivated in new and different directions.
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The agreement between DSHS and WSDOT identified the following
four broad objectives:  1) provide a single point of contact for social
and health service programs and transportation providers regarding
issues of common interest; 2) develop a scheme for tracking costs of
providing transportation services to specific social and health
services program; 3) test the concept of brokering transportation
services for social and health service programs to a variety of
transportation providers, including the private sector, and 4) identify
and resolve Federal, State, and other barriers in providing transpor-
tation services to a mix of clients of social and health service
programs.  The project, and ultimately this report, were structured
around the brokerage demonstration in the context of these four
objectives.
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This detailed procedural manual is intended to help primarily small-
and medium-sized transit systems design, implement, and evaluate
Employee Assistance Program (EAPs).  Based on the experience of
Connecticut Transit and other systems, this manual will help local
transit managers and decision-makers develop new programs or
evaluate and improve existing EAPs.  Specific topics addressed by
the manual include alternative EAP models, reasons to justify EAPs
on local transit systems, options in designing EAPs, implementation
steps, program evaluation, case studies, and future issues and trends.
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The Employer Problem Solver is designed to provide accurate and
authoritative information regarding employer/employee issues.  Each
subject area defines a specific problem and various strategies toward
a solution. (Examples:  absenteeism, management, grievances,
hiring, and medical records.)
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Most professionals who become Employee Transportation Coordina-
tors (ETC) have had little if any advance preparation for the work.
This handbook shows you how to be a successful Employee Trans-
portation Coordinator through understanding what the purpose of an
ETC is, what roles and ETC is expected to play and what personal
qualities are desirable assets.
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The transit industry has been in a state of financial crisis for several
years and there is still no relief in sight.  Decreasing sources of
financial support, increasing costs, shifting governmental roles, and
changing regulatory requirements are creating pressure on transit
management to reassess existing assumptions and seek internal
economics.  Above all, this complex environment creates the critical
need for sound financial management principles.  Although finan-
cial management is frequently confused with accounting, it is far
more than a means for tracking money flow.  At its heart lies the
allocation and management of an organization’s financial, human,
and physical resources which creates a basic framework for manage-
rial decision making.
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This workbook addresses the important issues of the goal-setting
process.  The included activities focus on what a goal is and how to
set goals that one can achieve.  Following step-by-procedures, the
workbook demonstrates how to differentiate between goals, mis-
sions, and objectives, use a design for establishing goals, construct
objectives, execute the tactics needed, and achieve goals that have
been set.
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Grievance Guide addresses the problems that unions and employees
encounter in the day-to-day business of living under a collective
bargaining agreement by using, as examples, arbitration awards
handed down by impartial arbiters.  The arbitration cases chosen are
those which the editors thought would best illustrate general
arbitration principles in many collective bargaining situations.
Awards based on complex or unusual factual situations or interpret-
ing highly unusual contract language have been omitted.
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How to Improve Performance Through Appraisal and Coaching is a
dynamic book that provides a formal program for appraising and
coaching subordinates, covering topics such as:  an introduction to
the performance review program, the basis for appraisal, the
appraisal and appraisal interview and performance improvement
plans.  Included are case studies and research.
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Because coordination is a complex process, the amount of time and
effort required for its success can vary widely.  However, it does not
need to be a difficult process, and the intent of this document is to
provide tools and knowledge that will simplify local efforts.  Ac-
cordingly, the guidelines focus on several key areas that have
created difficulties in the past:  level-of-effort requirements, organi-
zational and management arrangements, system design components,
budget preparation and financial planning, and regulations and
insurance.
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This material reinforces the fact that management must be viewed
as an act of faith and that every job should reinforce an employee’s
sense of self worth.  Emphasis is placed on the successful integra-
tion of who we are and how we live with what we do.  Life and work
must be in harmony.
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Firing someone is the single most difficult task any manager has to
face.  In today’s workplace, it can also put you on the legal firing
line.  Now you can learn how to handle employee termination
without getting caught in an emotional and legal cross-fire that
could damage your career, undermine your confidence, and cost
your company money.
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Sexual harassment hurts everyone.  It has a tremendous emotional
impact on the victim, as well as co-workers who may be affected by
the situation.  Sexual harassment involves feelings of humiliation,
embarrassment, intimidation, loss of self-worth, and even helpless-
ness. This videotape shows examples of the impact sexual harass-
ment from several points of view.  These examples illustrate the type
of attitudes and feelings represented by victims, managers, supervi-
sors, and by co-workers who were affected by incidents of sexual
harassment in the workplace.
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Motivating People in Today’s Workplace is about motivational
strategies that get results by firing up people from within.  By
listening, one will discover how to help people feel good about their
jobs and themselves which is a must for the long-term health of an
organization.

TTTTTHEHEHEHEHE N N N N NEWEWEWEWEW M M M M MANAANAANAANAANAGERGERGERGERGER     ANDANDANDANDAND T T T T THEHEHEHEHE N N N N NEWEWEWEWEW
OOOOORGRGRGRGRGANIZAANIZAANIZAANIZAANIZATIONTIONTIONTIONTION

TTTTT. P. P. P. P. PETERSETERSETERSETERSETERS
CCCCCAREERAREERAREERAREERAREER T T T T TRRRRRACKACKACKACKACK, I, I, I, I, INCNCNCNCNC.....
19931993199319931993
AAAAAUDIOTUDIOTUDIOTUDIOTUDIOTAPEAPEAPEAPEAPE

In a concentrated dose of his latest thinking, Tom Peters shares his
insights on managing in a world of moving targets, building
flexible, responsive organizations, the new role of the middle
manager, and how to keep yourself growing and in-demand.
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This 9½-minute videotape is designed to showcase the Common-
wealth of Pennsylvania and is a valuable tool for anyone hosting
out-of-state guests.
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This financial management handbook covers such topics as non-
profit financial management, financial management concepts and
issues, and budgeting and auditing issues.
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Productivity and Supervisory Skills is designed to train first-line
supervisors of transit systems to be more productive. The program
can be used by instructors for interactive teaching.  Topics covered
include communications, delegation, time and meeting manage-
ment, discipline, and leadership style.
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No longer can transit managers rely totally on on-the-job-training in
order to reach the highest levels of professional success.  The
responsibilities and roles of transit managers are becoming too
complex and demanding to be left to chance.  This workshop was
designed specifically to provide an essential foundation of manage-
ment learning within a “real world” transit context.  The material
will serve any transit leader in their long-term and day-to-day missions.
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Pennsylvania’s system-by-system riders, guide to public transporta-
tion includes contacts, phone numbers, fare and route information.
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The changing environment for rural transit systems in Pennsylvania
due to legislative changes and demographic service factors has
negatively affected many rural transit systems and resulted in
increased costs, decreased ridership, and deficits.  To help system
managers and policymakers adjust to the new operating realities and
to assist rural transit systems in increasing ridership and improving
productivity, Penn DOT undertook this study that examines options
toward accomplishing these objectives and establishing the state-
wide impact on funding sources of state transit funding policy
changes.
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This study guide and the accompanying videotape will prepare
individuals to take the Section 609 of the Clean Air Act test.  Tests
should be administered by a certified proctor, available through the
Penn TRAIN Peer-to-Peer Network.
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Life is difficult.  In fact, life’s a series of problems.  Once we realize
that, we have a choice:  We can suffer over our problems--or we can
solve them.  The Road Less Traveled is a guide for solving life’s
problems—not through harsh self-criticism, but by confronting
yourself gently and honestly.
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Through a twelve-step process, the author explains why individuals
in the workplace have difficulty reaching agreements. The Secrets of
the Power of  Persuasion is a valuable tool for individuals entering
into negotiations or must deal with difficult or angry individuals.
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This workbook provides an overview of the FTA planning, financial,
administrative, procurement, and operational requirements.  De-
tailed information on these requirements is found in FTA Circulars,
OMB Circulars, and the Code of Federal Regulation (CFR’s).  This
workbook does not substitute for these original references, but does
provide a quick reference tool for major provisions.  Grantees should
find this workbook a useful and readily usable tool to assist in grant
management and as a means to help ensure compliance with FTA
policies and requirements.
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Team Building Skills is designed for organizations to conduct a one-
day, in-house training to guide organizations on how to build
successful departmental and/or organizational teams.  The work-
book contains a facilitator’s and participant’s guide as well as all
needed handouts and a variety of slides.
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This videotape demonstrates the value of public transportation in
the Commonwealth of Pennsylvania.  Public transportation in the
Commonwealth provides over 400 million rides annually on buses,
trolleys, and trains of large and small transit agencies serving
Pennsylvania’s 67 counties.
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This program will help community leaders understand the impor-
tance of coordination and provide information on basic concepts of
coordinating transit with health and human service agencies and
linking customers to all modes of transportation in a seamless
system.
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This publication contains descriptions of the goals, objectives, and
results of the award-winning entries in the 1993 AdWheel Awards
Program.
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Emergency Procedures for Emergency Personnel demonstrates
Cambria County Transit Authority’s efforts to train emergency
personnel on responding to a bus accident.  It covers areas such as
emergency entry into a bus, assisting victims who remain in a bus,
and shutting off a bus following an emergency.
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MAPS is designed to give transit managers the opportunity to assess
and improve their own management skills, support and develop their
subordinates, and plan for the future needs of their operation.  The
ultimate aim of the program is to improve the effectiveness and
efficiency of managers so that employees, passengers, and the system
as a whole can benefit from increased productivity.

MMMMMARKETINGARKETINGARKETINGARKETINGARKETING/C/C/C/C/CUSTOMERUSTOMERUSTOMERUSTOMERUSTOMER S S S S SERVICEERVICEERVICEERVICEERVICE



5656565656

MMMMMARKETINGARKETINGARKETINGARKETINGARKETING     FORFORFORFORFOR R R R R RESULESULESULESULESULTSTSTSTSTS

OOOOOFFICEFFICEFFICEFFICEFFICE     OFOFOFOFOF S S S S STTTTTAAAAATEWIDETEWIDETEWIDETEWIDETEWIDE T T T T TRRRRRANSPORTANSPORTANSPORTANSPORTANSPORTAAAAATIONTIONTIONTIONTION P P P P PROGRROGRROGRROGRROGRAMSAMSAMSAMSAMS
PPPPPENNENNENNENNENN TR TR TR TR TRAINAINAINAINAIN
19931993199319931993
BBBBBOOKOOKOOKOOKOOK

Marketing for Results describes a framework for a comprehensive
management approach to marketing in the transit industry based on
recommendations of prior research.
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This manual will assist local shared-ride taxi systems in preparing
and implementing marketing programs.  Transit marketing may be
a means to many ends; the manual explains how it can be used to
focus and develop a marketing plan that will be appropriate and
effective for your service, in your community.
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The New How to Advertise provides information on all aspects of
successful advertising.  Designed by the private sector, it will assist
anyone interested in marketing.  Subjects covered include television,
radio, print, media strategies, brochures, and target marketing.
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This guidebook discusses how successful outreach and marketing
increases ridership by persons with disabilities, assesses the rela-
tionship between the transit industry and disability community,
outlines key steps in organizing a steering committee, and offers a
list of tools and techniques for any program.
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The  Solutions Sourcebook was developed to share operating and
service information among the American Public Transit
Association’s (APTA) members.  With over 75 articles, this volume
is a wonderful example of the creativity and talent that APTA
members exhibit in meeting the challenges of daily operations.
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This report describes the Transit Ambassador Program in the Napa
Valley Area.  A Transit Ambassador is a volunteer who knows the
local transit system, assists people using the bus for the first time
and offers assurance, information, and a friendly face to new
passengers.
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This reference guide shares ideas, programs, and possibilities to get
people out of their single-occupant vehicles and into mass transit,
vanpools, and carpools.  From tickets and passes to advertising,
public relations, and education, organizations can review the
marketing efforts used throughout Washington State.
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Planning
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This module contains basic facts and guidelines needed to determine
the best ways to coordinate community transportation resources.
The material will also help currently coordinated programs run
more efficiently.  This planning and implementation guide covers
key topics such as overcoming coordination barriers, starting
coordination efforts and selecting the best model, funding, financial
planning and management, designing the system, and implementing
state policies and administrative structures.
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Development of Local Community Bus Service is a report of the
Broward County Transit Options Project (TOPS) whose goal is to
develop “options” for travel including paratransit, fixed route, local
community bus service, and accessible private taxi service.
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This project was designed to enhance communication and coopera-
tion between transportation providers and people with disabilities by
providing information about users’ needs.
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This manual was designed for use by existing rural transportation
operators to improve their operations, and by other communities to
determine needs and develop new programs.  The guidebook
presents information in a logical planning sequence, beginning with
material to determine local public transportation needs and estimat-
ing ridership.  Topics covered in this report include how to inven-
tory existing local services, assessing the suitability of alternative
transit options, and determining possible equipment/facility needs.
The book discusses the alternative funding sources available, and
describes key general operating policies, and procedures which
impact system cost and efficiency.
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Manual of Transit Operations in Civil Emergencies describes the
actions necessary to accomplish contingency planning, emergency
transit evacuation and relief services in a systematic manner.
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This report provides information about the applications of geo-
graphic information systems (GIS) technology of current services
available in Broward County.
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Safety
AAAAALCOHOLLCOHOLLCOHOLLCOHOLLCOHOL     ANDANDANDANDAND D D D D DRUGRUGRUGRUGRUG T T T T TESTINGESTINGESTINGESTINGESTING R R R R REQUIREMENTSEQUIREMENTSEQUIREMENTSEQUIREMENTSEQUIREMENTS
FORFORFORFORFOR C C C C COMMERCIALOMMERCIALOMMERCIALOMMERCIALOMMERCIAL D D D D DRIVERRIVERRIVERRIVERRIVER’’’’’SSSSS L L L L LICENSEICENSEICENSEICENSEICENSE E E E E EMPLMPLMPLMPLMPLOYEESOYEESOYEESOYEESOYEES
& S& S& S& S& SUPERVISORSUPERVISORSUPERVISORSUPERVISORSUPERVISORS

LLLLLTTTTTAPAPAPAPAP----------TTTTTHEHEHEHEHE P P P P PENNSYLENNSYLENNSYLENNSYLENNSYLVVVVVANIAANIAANIAANIAANIA L L L L LOCALOCALOCALOCALOCAL R R R R ROOOOOADSADSADSADSADS P P P P PROGRROGRROGRROGRROGRAMAMAMAMAM
PPPPPENNENNENNENNENN DOT DOT DOT DOT DOT
19951995199519951995
VVVVVIDEOTIDEOTIDEOTIDEOTIDEOTAPEAPEAPEAPEAPE

This video was designed to assist drivers who must posses a Com-
mercial Driver’s License and systems which employ them in
complying with current U.S. Department of Transportation drug and
alcohol regulations.
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The objectives of this manual are to clarify the roles played by the
Centers for Disease Control (CDC) and the Occupational Safety and
Health Administration (OSHA), discuss measures recommended by
the CDC and mandated by the OSHA for the protection of patients
and employees from bloodborne pathogens, describe the mecha-
nisms by which infectious microorganisms can be transmitted both
to patients and to health care workers, and briefly review the
epidemiology of Hepatitis B and Human Immunodeficiency Virus.
This educational material is intended for all levels of health care
workers.  Health care facilities which may benefit from this infor-
mation include hospitals, extended care facilities, ambulatory
surgery centers, private clinics, doctors’ offices, dental offices and
home health care agencies.
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Bus and Passenger Accident Prevention provides guidance on how
to develop and implement an accident prevention program for urban,
rural and specialized transit systems.  It identifies issues that must
be addressed in order to ensure the highest degree of safety and
service to passengers, employees and the general public.  Some of
these issues include the development and implementation of an
accident prevention program, evaluation of design options for new
vehicles, promotion of patron safety/awareness, consideration of
personnel and training issues, and discussion of policy and proce-
dure development.
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This special program has been developed for teachers and students
by the West Virginia Public Transportation Division who believe that
school children need to be educated about bus safety and the differ-
ences between school buses and public buses.  The emphasis is on
school bus safety, but the same rules apply to public transportation.
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This manual provides the most current technical information in the
field of child passenger protection and explores the many ways in
which an advocate can and should address the issue of child passen-
ger safety.
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Emergency Procedures for Rural Transit Drivers is a guide to help
drivers anticipate, prepare for, and respond to the many unexpected
events they may encounter.  Some of these emergencies—mechani-
cal problems, minor accidents, or delays due to poor weather—can
be an inconvenience to you and your passengers.  Others—major
accidents, a passenger’s serious illness, or a vehicle fire—can be
life-threatening if you do not respond quickly and appropriately.
This program will not give you step-by-step instructions on what to
do in every emergency situation; instead it provides information that
you can use to make informed, professional decisions in the event of
an emergency.
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This manual covers the evacuation process, precautions to be
observed when the passenger’s disability is known, proper body
mechanics and specific techniques that may be used in the evacua-
tion process.  Some features of onboard equipment and of wheel-
chairs that may affect the evacuation process are also presented.
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Bloodborne Pathogens are infectious microorganisms that are
present in the blood stream of an infected person and that can be
passed from one human to another through direct or indirect
contact.  These pathogens include, but are not limited to, Hepatitis
B virus (HBV) and Human Immunodeficiency Virus (HIV).  It is the

SSSSSAFETYAFETYAFETYAFETYAFETY



6363636363

intent of this material to provide the proper training, information,
and protective equipment necessary so that any employee might
recognize when they may be at an increased risk, and protect
themselves accordingly.
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The manual will help fleet safety directors develop and/or revise the
safety and health programs in their organizations in order to reduce
or eliminate preventable accidents.
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The purpose of this manual is to provide Head Start directors,
transportation supervisors, and trainers with information and
activities that will help develop, enhance, and maintain a safe and
efficient transportation system for their programs.
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The Wisconsin Bus Safety Manual provides information and guid-
ance on upgrading, formalizing, and coordinating bus safety
functions.  It focuses on cost-effective actions transit systems can
take to safeguard their assets.
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Scheduling &
Dispatching
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This RTAP National Program training package is designed to
improve the skills of dispatchers and other transit staff members
who may work as dispatchers.  It focuses particularly on the
dispatcher’s role as a coordinator for the transit system, a communi-
cator with the public and drivers, and as a record keeper.
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This manual will assist paratransit operations in goal setting and
guidelines that will allow the operation to run efficiently and
effectively.  The dispatcher/scheduler is the center of all communi-
cations, continually making changes in response to requests from
passengers and maintaining a balance between passenger needs,
available vehicles, timeliness, and productivity.  The dispatcher/
scheduler must be well organized and have all the information
necessary readily available in order to make immediate scheduling
decisions.
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The material covered in this workshop includes terminology,
schedule building process, sample schedules, and program critiques.
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The Scheduling/Dispatching Workshop manual contains handouts
provided to participants of the Scheduling/Dispatching Workshop
seminar.  Topics covered include: implementation guidelines and
planning guidelines for coordinated agency transportation services,
essential skills for dispatchers, dispatcher’s workbook, personnel
procedures and practices, and scheduling/dispatching procedures.
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Self Help
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The Art of Exceptional Living is the can’t-miss guide that shows you
how to mold your future by following the fundamentals of success
and by using intelligent planning.
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This module provides a broad overview of the skills a trainer needs
to lead effective training sessions.  Specific topics include what
effective training is all about, what works with training adults,
trainer roles, and training activities and materials.
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In this profound and inspiring work, based on his original lectures,
Dr. Peck addresses the most urgent questions of personal and
spiritual growth, including “Blame and Forgiveness,” “The Issue of
Death and Meaning,” “Self-Love versus Self-Esteem,” and “Sexual-
ity and Spirituality.”  From the first step of our spiritual journey,
“Growing Up” to the ultimate step “In Search of a Personal God,”
Dr. Peck reminds us that there are no easy answers.

SSSSSELFELFELFELFELF H H H H HELPELPELPELPELP



6767676767

MMMMMINDINDINDINDIND M M M M MAPPINGAPPINGAPPINGAPPINGAPPING:::::
HHHHHOWOWOWOWOW     TOTOTOTOTO L L L L LIBERIBERIBERIBERIBERAAAAATETETETETE Y Y Y Y YOUROUROUROUROUR N N N N NAAAAATURTURTURTURTURALALALALAL G G G G GENIUSENIUSENIUSENIUSENIUS

M. GM. GM. GM. GM. GLEBLEBLEBLEBLEB
NNNNNIGHTINGIGHTINGIGHTINGIGHTINGIGHTINGALEALEALEALEALE C C C C CONANTONANTONANTONANTONANT
19931993199319931993
AAAAAUDIOTUDIOTUDIOTUDIOTUDIOTAPESAPESAPESAPESAPES

A mind map begins with a symbol or picture that represents your
topic and serves as the home base for creative associations.  Colors,
codes and pictures connect and highlight important points and
relationships between different branches of your map.   Completed, a
mind map is a marriage of logic and imagination.  It’s colorful,
imaginative and expressive of what is distinctively you.
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The Power of the Mind to Heal offers methods to understand health
and healing by breaking through the anxiety cycle, the power of
prayer and meditation, and the mind/body connection.

PPPPPRINCIPLERINCIPLERINCIPLERINCIPLERINCIPLE C C C C CENTEREDENTEREDENTEREDENTEREDENTERED L L L L LEADERSHIPEADERSHIPEADERSHIPEADERSHIPEADERSHIP

S. R. CS. R. CS. R. CS. R. CS. R. COOOOOVEYVEYVEYVEYVEY
CCCCCOOOOOVEYVEYVEYVEYVEY L L L L LEADERSHIPEADERSHIPEADERSHIPEADERSHIPEADERSHIP C C C C CENTERENTERENTERENTERENTER
19921992199219921992
AAAAAUDIOTUDIOTUDIOTUDIOTUDIOTAPEAPEAPEAPEAPE

Stephen Covey, the author of The Seven Habits of Highly Effective
People, emphasizes that principles must be at the center of all
activities.  These audiotapes emphasize how an organization must
develop a shared vision/values (mission), demonstrate strategic
paths toward shared values, emphasize how trust is built within an
organization, and addresses the seven chronic organizational
problems.
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Truth, love and commitment are complex issues, and you won’t hear
all the answers on this tape but somehow just asking the questions
gets you closer to the answers and that alone brings you some
downright results.  You’ll live a more empowered life, at home, at
work—and most of all, within yourself.

TTTTTHEHEHEHEHE S S S S SILILILILILVVVVVAAAAA M M M M METHODETHODETHODETHODETHOD

R. B. SR. B. SR. B. SR. B. SR. B. STONETONETONETONETONE
NNNNNIGHTINGIGHTINGIGHTINGIGHTINGIGHTINGALEALEALEALEALE C C C C CONANTONANTONANTONANTONANT
19911991199119911991
AAAAAUDIOTUDIOTUDIOTUDIOTUDIOTAPEAPEAPEAPEAPE

Most of us use only a small fraction of our mind’s potential power.
The goal of The Silva Method is to enable you to use the full power
of your brain.  These tapes cover areas such as achieving your goals
with the mental screen, gaining habit control with the mirror of the
mind, and using your mind to improve your health.
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This catalog identifies transit training programs, audiovisual
materials, and publications that can be used for in-house training.
Many items can be ordered from sources listed in the manual.
Additional copies may be purchased from the Federal Transit
Administration RTAP National Program (1-800-527-8279).  Areas
include:  the Americans with Disabilities Act, Commercial Driver’s
License,  dispatching, driver training, drug free transit, emergency
procedures, management, marketing, passenger assistance, plan-
ning, maintenance, and many other areas.
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This audio program teaches you to break through any self-imposed
limitations.  You will change how you feel about yourself and
discover how to master your daily actions and your world.
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Service Evaluation
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This manual contains descriptions of techniques and procedures that
will be helpful to transit managers of small and medium-sized,
fixed-route transit systems in Pennsylvania.  The material includes
descriptions of typical service changes and identifies the steps to
take for planning, evaluating, and implementing these changes, and
data collection methods that are useful in service monitoring and
evaluation. This manual is designed to encourage and support
transit managers in the use of service evaluation and monitoring
both as an organizing concept and as a practice.
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The purpose of this primer is to increase the reader’s understanding
of performance indicators and their potential use in transit service
evaluation.  The report defines performance indicators, identifies
why they are important, and gives a short example of how each is
used.
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This volume describes the evaluation framework of ten indicators
that paratransit operators can use to gauge the efficiency and
effectiveness of shared-ride paratransit systems.  It includes detailed
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information on how to collect needed data and how to use the
indicators to diagnose and correct problems with their systems.
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This guide will assist shared-ride paratransit system managers in
developing a performance procedure for their operation.  The guide
includes detailed information needed to collect necessary data and
describes corrective actions and policies that can be implemented to
correct substandard performance.
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Training Skills
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Even More Games Trainers Play contains games that encourage
employees to take responsibility for implementing quality initia-
tives; games that call attention to a worker’s motivation, effective-
ness, and speed in providing quality customer service; and a special
section devoted to team building games.

GGGGGAMESAMESAMESAMESAMES T T T T TRRRRRAINERSAINERSAINERSAINERSAINERS P P P P PLALALALALAYYYYY

J. WJ. WJ. WJ. WJ. W. N. N. N. N. NEWSTROMEWSTROMEWSTROMEWSTROMEWSTROM
MMMMMCCCCCGGGGGRRRRRAWAWAWAWAW-H-H-H-H-HILLILLILLILLILL, I, I, I, I, INCNCNCNCNC.....
19911991199119911991
PPPPPAPERBACKAPERBACKAPERBACKAPERBACKAPERBACK

This book is an invaluable aid for a wide variety of training situa-
tions.  It includes topics such as team building, creative problem
solving, and communication and listening.  The Penn TRAIN
Library also has three updated versions available More Games
Trainers Play, Still More Games Trainers Play, and Even More
Games Trainer Play.
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This booklet will assist managers in understanding stress, how it
lowers performance, and methods to reduce stress.
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This is a creative sourcebook that you can rely on to breathe life into
a wide range of presentations and training sessions, promote the
acquisition of productive new behaviors, and enhance your overall
professional effectiveness.
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Tap into RTAP is a promotional kit from the Federal Transit
Administration’s Rural Transit Assistance Program (RTAP).  It
includes a variety of materials that can be used to supplement other
materials that promote RTAP.
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This handbook consists of a compilation of training material that
should prove very helpful to the trainer of adult students.  It pro-
vides many guidelines that help direct the process from the perspec-
tive of the trainer, trainee, and management which encourages the
training.

TTTTTRRRRRAININGAININGAININGAININGAINING R R R R RESOURCESESOURCESESOURCESESOURCESESOURCES C C C C CAAAAATTTTTALALALALALOGOGOGOGOG     FORFORFORFORFOR R R R R RURURURURURALALALALAL
ANDANDANDANDAND S S S S SPECIALIZEDPECIALIZEDPECIALIZEDPECIALIZEDPECIALIZED T T T T TRRRRRANSITANSITANSITANSITANSIT S S S S SYSTEMSYSTEMSYSTEMSYSTEMSYSTEMS

RTRTRTRTRTAP NAP NAP NAP NAP NAAAAATIONALTIONALTIONALTIONALTIONAL P P P P PROGRROGRROGRROGRROGRAMAMAMAMAM
U.S. DU.S. DU.S. DU.S. DU.S. DEPEPEPEPEPARTMENTARTMENTARTMENTARTMENTARTMENT     OFOFOFOFOF T T T T TRRRRRANSPORTANSPORTANSPORTANSPORTANSPORTAAAAATIONTIONTIONTIONTION
19941994199419941994
BBBBBOOKOOKOOKOOKOOK

This catalog identifies rural transit training programs, audio-visual
materials and publications that can be used and/or adapted for state
and local use.  Training products in this catalog have been gathered
from many sources and may need tailoring to fit individualized
training needs.
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This material, which was used at the Transit Marketing Manage-
ment Workshop, provides management techniques and valuable
insight related to four topics:  service quality, marketing research,
media relations, and crisis communications.
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