	Name of Volunteer (Last Name, First Name):
	Orientation Date:


NEW DRIVER CHECKLIST – return to Voluntary Service when completed.   
	If you need to use our copiers for any of these, please stop by our office. Below are the items VA requires for all drivers. Submit all documents to Voluntary Service.

	·  Copy of driver’s license

	· Copy of insurance card (note that VA insures you and the vehicle while on official duty only)

	· [bookmark: _GoBack]Copy of driving record ($3-6 at DMV) for past 6 years (sorry – we cannot legally obtain this)


	· Specialist reviews Prescreen for Volunteer Drivers prior to escorting volunteer to Employee Health for physical exam.
· Call our office and we will schedule your driver physical for you 843-789-7230.
· Once you’ve scheduled your physical, please contact your transportation coordinator to schedule a ride: Charleston area – Jerry Stout 843-789-7307, Savannah – Milton Davis 912-920-0214 x2128, Myrtle Beach – Paul Battistoni 843-232-2410, Conway-Loris - Bob Fogner 843-340-8583, Beaufort – Von Gates 843-705-2450.


	· Read VA driving training manual completely and submit the signed certification letter at the end (Paper copy in our office, or use links below)
http://www.charleston.va.gov/services/volunteer/DRIVERTRAININGCERTIFICATION.docx

http://www.charleston.va.gov/services/volunteer/fleetcardtrainingAG.pdf

http://www.charleston.va.gov/services/volunteer/driversafetytraining.pdf

http://www.charleston.va.gov/services/volunteer/davhandbook10.pdf


	· Signed HSC checklist for VTN van operational and emergency procedures. Contact Jerry Stout, the Hospital Service Coordinator, at 843-789-7307 for in-person or telephone consult.

	· All steps are complete – turn in to Voluntary Service

	VA Voluntary Service completes below this line.

	· All items on checklist complete
· Passed physical exam
· All steps on green checklist complete
· ENTER DRIVER DATA IN ACCESS DATABASE!!
· Notify HSC, LOCAL TRANSPORTATION COORDINATOR that driver is cleared to drive


 

