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Purpose 

· This manual is designed to provide guidance to Campbell County Department of Social Services’ student interns about the processes, benefits, expectations, policies, and procedures of this agency.  We hope this manual will encourage student interns to grow personally and professionally as well as have meaningful experiences with the Campbell County Department of Social Services.








Welcome 


Dear Student Interns,

The Campbell County Department of Social Services provides vital and valuable services to those less fortunate in our community.  We help those who cannot financially support themselves and their families become self-supporting; we help those who cannot meet non-financial needs become self-sufficient; and we provide protection to those who are unable to protect themselves.  Without assistance from our world-class volunteers, staff and interns we could not provide the high quality of services to those among us.

The contributions of our volunteers and interns have been recognized throughout Campbell County and Region 2000.  On behalf of the Social Services Board and staff we welcome you to our organization and believe your experience will be invigorating and rewarding.

Sincerely,

Lisa C. Linthicum 		
Director							

















Campbell County’s Mission

Working in partnership with the citizens of Campbell County, we will preserve the peace, uphold the law with fairness and provide quality service.









Department of Social Services’ Mission Statement

Leading a way to a life of quality and independence by providing excellent services.









Department of Social Services’ Goal


The Department of Social Services provides social work services, financial services and volunteer opportunities administered according to state and federal regulations.  The mission of the department is to promote self-reliance and provide protection for Virginians through community-based services.

The focus of social work services is to strengthen a family’s or individual’s ability to be self- sufficient and independent, to avoid inappropriate institutional placements and to provide protection for those unable to protect themselves. 








Campbell County Social Services supports unpaid college student internships which provide growth and learning opportunities.  An internship is a pre-professional learning opportunity that offers meaningful, practical work experience related to the student’s field of study. 

Internships allow students to apply principles and theory learned in the classroom to a professional environment.  Student interns receive scholastic credit for their participation in an internship.  Through this experience students are provided an opportunity for career exploration and development as well as a chance to learn new skills from seasoned professionals.  

The Program Coordinator is responsible for implementation of the Volunteer Program and the Student Internship Program.  All interested persons will report to the Program Coordinator who will conduct an interview and initiate the application process.  During the interview, the Program Coordinator will obtain the necessary paperwork, background inquiries, and discuss agency programs, expectations, as well as available opportunities and required skills.  An intern may not begin an assignment until he/she has met with the Program Coordinator to review the manual, expectations, confidentiality, etc. and the background inquiries are returned without infractions that may prevent approval. 

Interns are supervised by the Program Coordinator and/or a Field Supervisor will monitor performance to ensure the student receives the optimal learning experience.  Student will be assigned to each division within Campbell County Social Services to gain knowledge of each program function. Each unit will establish goals and objectives in accordance with educational requirements and program expectations.  Students will not be utilized to replace, or substitute for paid staff.

Interns recruited, trained, or accepted shall, to the extent, of their services, be exempt from all provisions of law relating to state employment, hours of work, rate of compensation, leave time, employee benefits, and workers compensation.  Interns shall always comply with applicable work rules.  

Applicants with an active service case (CPS, In-Home, etc.) with Campbell County Social Services or other Department of Social Services will not be accepted as an intern. 

· Hours of Operation – the Department of Social Services’ hours of operation are Monday through Friday from 8:30 a.m. to 5 p.m.  The staff person coordinating any assignment or activity after regular business hours will notify his or her supervisor and the Program Coordinator/ Field Supervisor as well as make necessary arrangements with the student intern for the assignment to be completed.  Interns may not be unsupervised in the building before or after work hours.
 
· Holidays and Closings – the agency follows the Virginia State Holiday Calendar:	
· New Year’s Day
· Martin Luther King, Jr. Day
· George Washington Day
· Memorial Day
· Juneteenth
· Independence Day
· Labor Day
· Columbus/ Indigenous Day
· Election Day
· Veteran’s Day
· Thanksgiving Day and the Friday after Thanksgiving Day
· Christmas Day
		
Whenever a holiday falls on Sunday, it shall be observed on the following Monday; whenever a holiday falls on Saturday, it shall be observed on the preceding Friday.  The agency may be granted half day closures preceding a holiday.   The Governor of Virginia has the authority to grant additional time off for state employees.  The Program Coordinator will notify student interns when the agency closes.

When it becomes necessary to announce office closings or delayed opening visit the Campbell County webpage at www.co.campbell.va.us or tune into the following radio/ TV stations:
	Radio				Television
	K-92 FM 92.3			WSET Channel 13
	WVBE FM 100.1		WDBJ Channel 7

The Program Coordinator or a designated staff person will contact interns who  are scheduled for assignments when the agency opens late or is closed on authorization from the County Administrator or the Director.  

· Important Telephone Numbers 
· Main Number 				434-592-9585
· Program Coordinator 			434-332-9727
· Family Services Supervisor 		434-332-9766
· Assistant Director 				434-332-9712
· Director		 			434-332-9771

· Application Process - 
a. Interns are required to complete the Student Internship Application (Appendix 4).
b. Campbell County Social Services reserves the right to deny any intern application.       

· Background Inquiries – All persons 18 years of age and older are required to complete the fingerprint inquiry and, the Child Protective Services Central Registry Form and submit a copy of the DMV record.  Findings on the background inquiries may preclude a person from performing an internship.  All background information on interns must be disclosed, in confidence, to Program Supervisor, Director and/or Assistant Director.   

· Use of County Vehicles – Interns are permitted to utilize county vehicles to complete assignments.  They are responsible for reading and adhering to the County’s Safe Driving Handbook (Appendix 1).  

· Interns must possess a valid United States driver’s license and have a good driving record to operate the county vehicles.  The Program Coordinator will request a copy of the intern’s driving record. 

· Interns under the age of 18 will not be permitted to operate any county vehicle. 

· Cell phone usage is not permitted while operating county vehicles.

· While operating county vehicles, seat belts must be always worn by all occupants.  Smoking is not permitted in the county vehicles. 
 
· Vehicles may not be taken home for any reason. 

· At no time are or interns to transport clients in their personal vehicles. Neither are they to transport his/her family members in the county vehicles.

· After each trip, interns are to complete the required information on the mileage log attached to each clip board.  The log will show the transportation date, destination, beginning and ending odometer readings, and the driver’s initials.  Interns are responsible for filling up the vehicle with gasoline.  The Program Coordinator will give the interns the appropriate gas code and instructions on how to use the County’s gas pump. The County’s gas pump is located to the left of Social Services building.  If the driver is unable to fill up the vehicle, they must notify the Program Coordinator or worker in the identified unit.

· Interns must notify the Program Coordinator or worker in the identified unit of any mechanical problems.  Agency vehicles are not to be used during periods of hazardous road conditions without prior approval from the Director, Assistant Director, Office Manager, Supervisor, or Program Coordinator. 

· In the event of an accident, the Campbell County Accident Information Form (Appendix 2) must be completed and submitted to the Director, Assistant Director, Program Supervisor, or Office Manager immediately.

· Clients under the age of eighteen (18) may not be transported without written permission granted by the parent or legal guardian.  If the agency has custody of the child, the Foster Care Worker or Foster Care Supervisor will grant permission.  

· Gifts and Gratuities – An intern shall not accept personal gifts, gratuities, or loans from organizations, businesses, or individuals while performing internship duties for Campbell County Department of Social Services.  

Interns may accept business donations on behalf of the Department of Social Services for fundraising or other events provided they are receiving the donations with approval from the Program Coordinator, Program Supervisor, or other Supervisor.  Failure to adhere to this policy may result in withdrawal of future assignments and termination as an intern. 

· Political Activities – Placards and other advertising supporting candidates competing for political office should not be displayed on County owned vehicles or in County offices.  In dealing with the public, interns are expected to treat all persons equally and to avoid the appearance of partisanship while conducting assignments.   This policy is in no way intended to infringe upon the rights of the interns to display their support on their personal vehicles or to curtail any support activities on their own time.


· Confidentiality – Interns assisting in the provision of services to clients may be given necessary information if such information is determined essential for the intern to carry out his or her assignment.  Information seen or retrieved from any Social Services systems or other State and Federal systems shall not be given to a student intern.  It should be held in strict confidence and will not be revealed to persons outside of and/ or not employed by the agency. 

The Program Coordinator shall stress confidentiality to all interns. All information interns have access to relating to specific clients or cases, including but not limited to the identify of clients, recipients/ applicants for assistance, amounts and types of payments and services and information pertaining to specific individuals or families, is to be held in strictest confidence and must not be used or released for any purpose not specifically authorized by Campbell County Social Services.

Any such breach of confidentiality will terminate the intern assignment.  They may also face IRS penalties and fines.

Information exposed to during an internship must not be revealed or shared even at the end of the intern experience. 

· Drug, Alcohol and Smoke Free Workplace – Campbell County Department of Social Services is committed to maintaining a safe and healthy workplace free from the influence of alcohol and drugs.  The agency does not tolerate the unauthorized use or consumption of alcohol on county property or while providing a service or on assignment.  

The agency also does not tolerate the use, consumption, sale, distribution, or possession of illegal narcotics, drugs, or controlled substances on county property or sites, in county vehicles on the site where the assignment is performed whether during working hours or non-working hours.

All interns must report to the agency or the designated site in a condition to perform their assignment safely and efficiently.  Any intern who reports to the agency or the site under the influence is in violation of this policy and will be prohibited from completing their internship with this agency. 

All areas of the Department of Social Services are smoke free.  Smoking and vaping are not permitted anywhere in the workplace.  The agency has established policy as follow:
· There will be no smoking/vaping, at any time, in any part of the building.
· There will be no smoking/vaping, at any time, in agency vehicles.

· Weapons in the Workplace – In accordance with Virginia Code Section 15.2-915 A, interns are prohibited from carrying concealed or non-concealed weapons into the Campbell County Social Services building or in county vehicles.

· Information Security and Risk Management (ISRM)
The Virginia Department of Social Services (VDSS) relies heavily on the application of information technology for the effective delivery of public assistance and social services programs.  The value of VDSS information, software, hardware, telecommunication, and facilities is an important resource and must be protected and restricted to authorize personal for official use.  Access to Federal Tax Information (FTI) is strictly prohibited for non-paid student interns. 

The function of the VDSS Information Security Program is to protect VDSS information assets from credible threat, whether internal or external, deliberate, or accidental.  It is the policy of VDSS to use all reasonable security control measured to:
· Ensure the confidentiality, availability and integrity of data and systems.
· Meet federal, state, and other regulatory and legislative requirements and
· Ensure business continuity in the event of any type of business interruption.
(Reference: VDSS Information Security Policy and Program Guide, September 2020)


Student Interns are responsible for completing the following trainings in the Virginia Knowledge Center (COVLC):
· TDSS Information Security and Privacy Awareness Training (ISRM – 1000 VDSS Information Security and Privacy Awareness Training) through the Virginia Learning Center, and
· Civil Rights training (CIVO1000.1 Civil Rights Training.
· Mandated Reporters: Recognizing and Reporting Child Abuse and Neglect 
· DSA – Mandated Reporters: Recognizing Adult Abuse, Neglect and Exploitation in Virginia 

The Virginia Learning Center (VLC) can be accessed at: https://covlc.virginia.gov/Default.  The intern may utilize his/her school email address to establish an account on VLC as a Community Partner (Appendix 6).  

Interns may also take advantage of available online trainings in the VLC that will enhance their education.

Unauthorized Access:  Unauthorized access occurs when an entity or individual receives or has access to FTI information without authority. An unauthorized access is willful when it is done voluntarily and intentionally with full knowledge that it is wrong.

Unauthorized Disclosure:  An unauthorized disclosure occurs when an entity or individual with authorization to receive FTI discloses FTI information to another entity or individual who does not have authority and a need-to-know.

IRS Penalties are:
	Criminal penalties – 5 years in prison +$5,000 penalty + taxpayer civil action
	Civil penalties – 1 year in prison + $1,000 penalty + taxpayer civil action

· Badges – Interns are provided with a County issued picture identification badge.  The identification badge must be clearly visible during assignment hours.  Badges should be given to the Program Coordinator, Program Supervisor or Office Manager at the end of the internship.  

· Code of Conduct – Interns representing the Campbell County Department of Social Services are expected to conduct and interact with staff, other interns, and the public in a professional and courteous manner.  They are expected to:
· Maintain the confidentially of staff, clients, and others.
· Respect others.
· Display courtesy, sensitivity, consideration, and compassion for people.
· Keep safety at the forefront of all assignments.
· Abide by the Student Intern Manual
· Work together with staff, other interns.

· Agency Telephone – Interns may utilize agency telephones if required to perform assignments.  Personal calls are to be kept to a minimum.  

· Cell Phone Usage – Personal cell phone usage is to be kept at a minimum and should not disrupt meetings, client interaction, and other staff or workflow.  Neither agency nor personal cell phones are to be used while operating county vehicles.

· Computer Usage – Occasionally interns may use State issued computers and the internet as they assist staff.  Access to these systems is a privilege and interns should abide by professional guidelines.  Software shall not be loaded on any agency computer without authorization from the Director or Assistant Director.  

· Standards of Appearance – Interns are encouraged to present a clean, neat, and tasteful appearance.  Please avoid logos, pictures or words that are sexually, religiously, culturally and/or racially offensive when performing assignments for the agency. The agency’s dress guidelines are:
Dress, grooming and personal cleanliness standards contribute to the morale of all and affect the business image Campbell County Social Services presents to clientele and visitors.  During business hours or when representing Campbell County Social Services, interns are expected to present a clean, neat, and tasteful appearance.  An intern should consult his/her Site Supervisor if he/she has questions as to what constitutes appropriate appearance.  When necessary, reasonable accommodation may be made to an intern with a documented disability.

The standard for the Campbell County Department of Social Services appearance code is Business Casual) 

For women, Business Casual includes:
· Long or knee-length skirt
· Relaxed fit or pleated slacks
· Blouse or shirt with sleeves
· Sweater/sweater set, and
· Flat or low-heeled shoes
For men, Business Casual includes:
· Slacks khaki pants of cotton or cotton blend
· Collared print shirt or turtleneck or knit polo shirt with collar
· Socks 
· Zippered jacket, sports jacket and/or sweater
· Slip-on shoes such as loafers or leather boat shoes 

Inappropriate attire for the agency includes:
· Tops that end above the beltline
· T-shirts or sweatshirts
· Jogging or exercise attire (cotton or synthetic)
· Tank tops and tank-top dresses (unless worn with a jacket, blouse, or sweater)
· Shorts or skorts
· See-through fabrics (loose knit or sheer)
· Anything extremely tight-fitting
· Denim blue jeans
· Flip-flops (plastic or rubber)
· Bedroom slippers/soft-sole moccasins
· Bare feet
· Canvas shoes or canvas sneakers
· Leather or canvas athletic shoes

Casual dress does not include:
· Dirty or torn clothes
· Tank tops
· Sundresses
· Stretch or spandex pants
· Sweat pants
· Shorts, or
· Mini skirts

Pants must extend below the knee.  Skirts and dresses must be no more than three inches above the top of the kneecap.  Sleeveless dresses and tops are acceptable as long as undergarments are not visible.

Leggings, tights, and stirrup pants may be worn with a dress or skirt, if the dress or skirt complies with agency guidelines.  

Clothes should be clean and pressed.

When attending high-level meetings, court hearings, administrative/appeal hearings and other highly visible meetings or events, our standard is Strictly Business.  Strictly Business for women means suits (pants or skirt and jacket or sweater) or dresses.  Strictly Business for men means suits or coat/tie/slack combination.

On certain days or occasions, the director may approve more casual dress.  During the months of November and December, staff may wear holiday fashion sweatshirts.

In addition, Campbell County Social Services will observe the following personal appearance guidelines:
· Mustaches and beards must be clean, well-trimmed and neat.
· Hairstyles must be in good taste and not extreme.
· Offensive body odor and poor personal hygiene are unacceptable.
· Perfume, cologne and aftershave should be used moderately or avoided all together.
· Jewelry must not be functionally restrictive, dangerous to job performance, or excessive.
· Facial jewelry, such as eyebrow rings, lip rings and tongue studs are prohibited during business hours.
· Torso body piercings with visible jewelry or jewelry that can be seen through or under clothing are prohibited during business hours.

It is the supervisor's responsibility to determine inappropriate appearance.  Site supervisor may consult with one or more members of the Management Team to verify inconsistencies with our appearance standards.  


  
· Inactivity –

Interns that wish to volunteer after completion of internship and one year of inactivity will need to consent to updated background inquiries.




Emergency Procedures

· Injuries – If an intern is injured while conducting an assignment at or for Social Services, he or she must immediately report the incident to the Program Coordinator, Program Supervisor, Office Manager, Assistant Director, or Director.  The intern is required to complete the Non- Employee Accident/Incident Report Form (Appendix 15) and submit to any of the identified agency staff person mentioned above.

· Emergency Procedures – Interns will adhere to the current agency emergency protocol.  The Program Coordinator will review this information during the interview process as well as the first day of the internship.

For fire evacuation the alarm signal will activate in the event of a fire.  Notification to evacuate the building will be made over the intercom system.  If the system is not working, notification will be made verbally, floor to floor. 

In the event of building evacuation for any reason, interns in the building will follow staff and assemble in the Health Department parking lot, facing the front of the Social Services building.  The Program Coordinator and/or Program Supervisor will conduct a head count for volunteers and interns.

At the notification of a severe weather alert, such as tornado or hurricane, interns will assemble with staff in the hallways on the first floor.

In the event of a crisis, procedures have been developed to provide employees of Campbell County Social Services with guidelines.  Interns are to follow the instructions of staff.

   
· Mandatory Reporting – If an intern suspects that a child or adult has been or is being abused, neglected and/or exploited, he or she must notify the Program Coordinator, any agency Service Supervisor, or any Child Welfare or Adult Services Worker immediately.



[image: Campbell County Logo]



Mahatma Gandhi – “I shall pass through this world but once.  Any good therefore that I can do or any kindness that I can show any human being, let me do it now.  Let me not defer or neglect it, for I shall not pass this way again.”

Students are encouraged to begin the application process for internship with this agency as soon as possible.  As noted, Campbell County Social Services offers unpaid internships.  At initial inquiry, the student will complete the Student Internship Application.  This can be mailed, emailed, faxed, or obtained at the agency.  

Campbell County Department of Social Services will not consider an individual for internship that has not been accepted and enrolled in a two- or four-year college or university.

The Program Coordinator will interview the student to determine if interning at Campbell County Social Services is the best fit for both parties.  The Program Coordinator will review the agency’s requirements as well as gauge the student’s interest and expectations.  Submission of an application and interview for internship does not guarantee acceptance.  

The United States Department of Labor has set forth the following six-part test that employers must satisfy in order to lawfully maintain an unpaid internship program:
· The training is similar to vocational school
· The training is primarily for the benefit of the intern
· Interns do not displace regular employees, but instead work under their close supervision
· The company derives no immediate advantage from the intern’s activities
· Interns are not necessarily entitled to a job at the conclusion of training
· Interns understand they are not entitled to wages

At the interview the intern will be given all the necessary paperwork, fingerprint inquiry and the Child Protective Services Central Registry Form, to conduct the background inquiries, and submit DMV driving record.  Upon receipt and verification of inquiries, the Program Coordinator will notify the student of approval or denial.  This process may take up to six weeks.  

Upon approval for internship, the Program Coordinator will notify the Program Supervisor and contact the student of anticipated start date and schedule.  Management Team will be notified of anticipated start date, days, and times the student will conduct the internship and unit assignments.   

On the first day of the internship, the student will obtain a county identification badge, sign, and abide by the Local Confidentiality Non- Disclosure Agreement (Appendix 11).  Unit designee will have the family sign the Client Agreement for Student Intern form (Appendix 12) as students undertake his or her assignment.  


· [bookmark: _Hlk128737599]Supervision – the student will be supervised by the Program Coordinator and/or Field Supervisor.  All parties will abide by the U. S. Department of Labor’s Fact Sheet #71: Internship Program Under the Labor Standards Act (Appendix 5) and agency policies.  Each intern will be assigned to a Service Unit (Adult/Family, Foster Care, Child Protective Services, Resource) and/or the Benefits Unit.   He or she will intern in each unit for a specific amount of time, depending on the number of required intern hours.  Staff from each unit will identify leaning opportunities to coincide with the intern’s educational requirements.   

· While conducting an internship, if an intern suspects that a child or adult has been or is being abused, neglected and/or exploited, he or she must notify the Program Coordinator, any agency Service Supervisor, or any Child Welfare or Adult Services Worker, Assistant Director, or Director immediately.

· Internship Opportunities

Adoption/Foster Care - Adoption Services are provided for children in the care and custody of the agency who have been legally and permanently separated from their family.  Adoptive studies are provided to the court for independent adoptions.  Foster care services offers temporary care for abused, neglected or court ordered children to create family reunification or other forms of permanence for the children. The intent of services is to maintain family unity and ensure that all children have a permanent home. Procedures for interstate placements of children are intended to safeguard children while assuring appropriate responsibility and communication among all parties involved.
Adult Services & Adult Protective Services – Investigating complaints of abuse, neglect, and exploitation of elderly and incapacitated adults.  Provide services to reduce risk and assist adults to remain independent.  Screen for community-based care, assisted living and nursing home placement. 

Child Protective Services – The goal of Child Protective Services (CPS) is to identify, assess and provide services to children and families to protect children, preserve families, whenever possible, and prevent further maltreatment.  Receives reports of abuse and neglect, conducts investigations to determine the validity of the CPS reports.

Housing – Locally administered for Virginia Housing (VH) to provide rental subsidy to low-income individuals and families. Conduct inspections to assure units meet the Housing Quality Standards as determined by HUD and VH.  Conduct annual certifications for continues program eligibility.  Assures individuals and families general needs are met.  

In- Home Services – Provides intensive services to high-risk families and children to enhance child safety; prevent further abuse and neglect and divert inappropriate out of home or foster care placement.  Serves cases of founded Child Abuse/ Neglect, Family Assessment, Court Ordered Protection, and families in need of services to alleviate crisis and promote well-being. 

Service Intake – With the help of community partners, provides Emergency Assistance and vital Information and Referral for citizens seeking solutions for various problems that threaten family well-being.

Child Care – The programs and activities of the Child Care Subsidy Program (CCSP) enhance the quality, affordability, and supply of childcare available to Virginia's families.  CCSP works in conjunction with local departments of social services to operate a childcare subsidy program that enables parents to work and encourages early childhood development.

Virginia Initiative for Education and Work (VIEW) – Employment services program that assist individuals in attaining the goal of self-sufficiency.  Assess individual and family career goals and barriers. Provides supportive services for client and family well-being.  
 
Benefits (Intake & On-going) – Assess initial and on-going financial eligibility for various Federally funded programs (Medicaid, TANF (Temporary Assistance for Needy Families), SNAP (Supplemental Nutrition Assistance Program), etc.)

Student interns may have an opportunity to assist in other units and various agency events.

Clerical – May include data entry or typing.  Should have knowledge of computer software for data entry/ typing.  

Special Projects – 
· Back to School – Distribute backpacks and school supplies to area low-income children.  Must be able to organize, may require moderate lifting (20-50lbs.) 
· Christmas – Distribute food baskets, toys, and/or gifts to area low-income families.  Must be able to organize and may require moderate lifting (20-50 lbs.)
· Easter – Food baskets distributed to area elderly and disabled citizens.  Must be able to organize and may require moderate lifting (20-50 lbs.)
· Fundraisers – Agency promoted activities to raise monies for the special projects.  Able to professionally solicit area businesses, churches, civic groups, etc. for monetary donations or items.  Possess good communication and personable skills.  May require intern to assist the Program Coordinator during the events.
· Thanksgiving – Distribute food baskets to area elderly and disabled citizens.  Must be able to organize and may require moderate lifting (20-50 lbs.)
· Recording Hours – Students are required to record their hours on the form provided by their institution.   The Program Coordinator or Field Instructor will complete their portion as indicated.

· Student Internship by Staff Employee – Interns who are employed by Campbell County Social Services are required to adhere to the same application process, guidelines, and expectations as any other intern.  The Intern will also be required to obtained approval from his/her supervisor and the director.  Internship hours must be completed outside regular work schedule.  The employee may be required to take Annual Leave to fulfill his/her internship obligations.      

· Student Internship by Staff’s Family – Family members of staff who wish to intern at Campbell County Social Services are required to adhere to the same application process, guidelines, and expectations as any other intern.  The intern may not job shadow or be supervised by a family member, if said person is an employee of the agency.    

· Evaluations –The Program Supervisor or unit designee should utilize the Student Intern Evaluation form (Appendix 13 to evaluate the intern’s performance. The intern’s faculty advisor may require his or her own evaluation. The student will also have the opportunity to evaluate his or her internship experience at Campbell County Social Services using the Student Internship Evaluation form (Appendix 14).

· Expectations:
1. Adhere to the guidelines set in the Student Intern Manual
2. Adhere to the requests and expectations of the Site Supervisor and/or Field Instructor
3. Not accept any token of appreciation, monies, etc. from clientele
4. Not give out any personal information to clientele
5. Adhere to the agency’s policies and procedures.

At the conclusion of the internship, the student will return any agency materials, including the identification badge, to the Program Coordinator, Program Supervisor or Office Manager. 
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Appendix 1
COUNTY OF CAMPBELL
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SAFE DRIVING HANDBOOK


A GENERAL GUIDE FOR COUNTY VEHICLE OPERATORS’ RESPONSIBILITIES AND SAFE DRIVING PRACTICES







JULY 1, 2008




(The basic information contained in this booklet has been provided by the VML Insurance Safety Programs)





CAMPBELL COUNTY
SAFE DRIVING HANDBOOK





NOTE TO ALL SUPERVISORS & DEPARTMENT HEADS:

Supervisors and Department Heads should require new drivers to review this booklet prior to driving a County vehicle and to encourage an annual review by all designated drivers of these basic safe driving practices. 

The information provided herein will be periodically reviewed and updated, and new information added when determined to be relevant and useful.  If anyone has any safe driving information or tips they would like to see included in this handbook, please contact the Purchasing Agent or Human Resources.



The Safe Driving Handbook

Introduction

Safe and dependable operation of vehicles and equipment is an essential factor in meeting our responsibility for providing services to our community.  Effective service to the citizens and efficient use of County resources requires safe, accident-free operation of motor vehicles used to perform official duties.  

This handbook covers the County driver’s general responsibilities regarding operation of the County vehicles.  The following information will cover some of the basic principles of safe driving habits, vehicle preparation and maintenance, frequent driver errors, specific hazards encountered and tips to prevent and control vehicle accidents.

This policy establishes the guidelines and procedures that govern vehicle operation, including driving and accident record review, as well as the disciplinary and rehabilitative measures that may be implemented.  These guidelines rely on a philosophy of acceptable driving history and on-going accountability for individual actions.  The Human Resources department, in conjunction with the Purchasing department, will ensure that all state and local requirements relevant to requests for information and official driving records are followed including appropriate security of all forms, records and documentation.















Driver Responsibilities & Safe Driving Practices

· All employees that drive County vehicles must maintain an acceptable driving record.  It is the employee’s responsibility to notify his or supervisor immediately if he or she receives any citation that might affect his or her ability to retain a valid driver’s license, or has their license suspended or revoked for any reason.

· Every driver has a vital responsibility in inspection and maintenance of their assigned vehicle because they are most likely to notice a component or system that is not working properly.   An inspection does no good unless all defects are reported, and promptly corrected.  Report all findings to your supervisor.  No driver shall ever operate a vehicle when there is a known safety defect. The better you treat your vehicle, the better it will perform. 

· Traffic laws are the rules of the road.  When you ignore them, you’re taking an unnecessary risk that can make you responsible for incidents, blemish your driving record, and damage our public image.  Other motorists observe the way you drive so set a positive example for others to follow.  If a sign says STOP, come to a complete stop before proceeding.

· Speed:  Vehicles should never exceed the legal posted speed.  In all cases, the speed of the vehicle should be reasonable for the conditions of the road, traffic, and weather.  When the vehicle is moving below posted speeds on a roadway where passing is limited or unsafe and five or more cars have formed behind the vehicle, the driver should pull over to the right to let others pass.

· Don’t count on other motorists to obey the law.  Be constantly alert for motorists who are angry, drunk, half-asleep, daydreaming, and ill or just have a bad attitude.  Expect other drivers to do the wrong thing and be prepared when they do.  It’s tough, but always try to maintain a positive friendly attitude.

· If you consistently follow defensive driving principles, you’ll avoid many potentially dangerous situations.  Keep the odds in your favor.  Defensive driving requires constant vigilance and wide-awake reflexes.  Keep your mind and eyes busy-but concentrate on the job of driving safely. 

· 'Better late, than never' is an old saying, this applies to all drivers.  You can’t rush and drive cautiously at the same time.  Plan properly, develop good habits and stick with them.  Arrive on time . . . without rushing.

· Often the failure to give adequate warning is not only discourteous, but also dangerous.  Early brake applications provide drivers who are following you advance warning that could prevent panic stops and allows you to make smooth, gradual stops. 

Drive Defensively!

Defensive Driving:	“driving to save lives, time and money in spite of the actions of others or the presence of adverse driving conditions.”

· If possible, maintain 4 to 8 seconds following distance from the vehicle ahead.  Maintain a space cushion or safety zone all around your vehicle.  The farther ahead you look, the more time and distance you have to react and not panic when confronted with an upcoming situation.  Being far-sighted allows you to see developing conditions, which may require you slowing, or stopping.

· Even when you have the green light, always check oncoming traffic, and look both ways before entering the intersection.  This may alert you that a vehicle is going to turn left in front of you - or vehicles coming from the right or left, may not be able to stop.

· A STALE GREEN LIGHT is a light that was green when you first saw it - you don’t know how long it has been green and therefore you don’t know when it is going to turn RED!  Be prepared to stop.

· Tailgating is one of the most frequent causes of incidents.  A safe rule of thumb is to allow a 3 to 4-second space interval (depending on your vehicle weight) between you and the vehicle ahead.  The larger the distance left between you and the vehicle ahead, the more time you have for stopping, or steering away from trouble.  Don’t wait to the last minute to apply brakes-start stopping early! 
Be Prepared for Hazardous Driving Situations
· Braking efficiency can be severely diminished when wheels go through deep puddles, or flooded streets.  Check them immediately!  Don’t wait until you need them.  Slowly apply the brakes in order to dry off the brake linings.

· Wet road conditions or poor visibility demand that you reduce speed.  Driving on icy roads requires you to reduce speed even more.  Following distance must be increased to 4 -5 or more seconds to give you time to SLIDE TO A STOP!  Yes, that’s right.  On ice, even a 4-wheel drive will often slide to a stop. 

· If you drive a vehicle equipped with a manual transmission, let the transmission add to your braking on hills by shifting to a lower gear.  On downgrades intermittent braking is better than “riding” the brakes.  Remember gravity’s effect and the weight of your vehicle when going down a steep hill.

· Dawn and dusk hours are when many incidents happen.  Visibility is reduced, and other vehicles fade into the background.  Turn on your headlights to improve the visibility of your vehicle.  Drive with extreme caution during these hours.  

· Always turn on your headlights between the hours of sunset and sunrise.  Reduce your speed and focus your attention on the right side of the road, not on the approaching vehicle’s headlights.  Pre-trip inspections should assure that headlights and windshield are clean inside and outside.

· Don’t “over drive” your headlights.  This means that you should adjust your speed so that your headlights will illuminate enough distance to allow for adequate response time and stopping distance. 

· Some of the worst incidents (including most chain reaction collisions) are caused during periods of limited visibility, such as in fog or mist.  Turn on your headlights to make sure your vehicle will be noticed.  If you can see well enough to keep going remain centered in your lane and reduce your speed, so you can stop within your sight distance.

· Visibility and traction are the biggest hazards in winter driving.  Your tools are a good ice scraper, working defrosters, good wiper blades and plenty of solvent in the windshield washer reservoir.

· The key to braking on snow or ice-covered roads, is to slow the wheels down, rather than completely stopping them from turning whereby “locking” the brakes.  If the vehicle is equipped with Anti-locking Brake System (ABS), the driver just depresses and holds the brake pedal down.  Without ABS, the driver should pump the brake pedal.  In either case, brakes should be applied at least 3-times sooner, to allow enough time/distance to stop.  (For additional winter driving information, see Page 13.)

· If your tires go off the road, slow down, pick a spot where there isn’t a sharp drop-off between the road and shoulder, and then get back on the pavement gradually.

· Never pass on a hill, a curve, or in an intersection.  When you choose to pass, make sure you have enough room.  When motorists are trying to pass you, maintain a steady speed or slow down slightly. 

· Try to avoid backing if possible.  If you must back, be sure you know what is behind you.  If you can’t have someone watch you back up, get out and personally inspect the area in which you will be backing.  Sound your horn before starting your backing maneuver.  (For additional backing information, see Page 8.)

· If you have a blowout, don’t panic, and don’t slam on the brakes.  Hold the wheel firmly, allow the vehicle to slow down until you can gently and safely apply the brakes.  Pull off the road as soon as possible and then turn on your warning lights.

· Make sure that your windshield & windows are clear enough for you to see pedestrians or other traffic.  Turn on your headlights if there is any question if other motorists can see you from a long, safe distance. 
· Regular service and inspections should detect any problems with tire (tread or inflation), wiper blades, fluid levels, transmission, clutch, engine, etc.  




HANDLING ACCIDENTS

Don’t admit to causing the accident or accuse other driver(s) causing the accident.

· Accident cards should be in the glove box or other handy location to guide you in what to do and what not to do.  If you do not have this card in all your vehicles, please contact Central Purchasing.

The sequence of Events (A Step-by-Step Approach)
· It doesn’t matter whose fault the incident is.  Bring the vehicle to a complete stop and turn off the ignition.  Set the emergency brake and put in “park”.  If vehicle has a manual transmission, put the gearshift in “low” gear.  Activate your emergency flashers.  If possible, place warning signals, such as flares or orange cones, to provide warning to other vehicles.  Your most important concern is to protect yourself and others from further harm, try to prevent additional collisions.

· Get the name and address of injured motorists or passengers.  Give attention first to the most seriously injured.  Don’t move an injured person unless it is necessary and then only when the extent of injury has been determined. 
Record the Following while at the Scene of the Accident
· Your vehicle should have an “accident card” designed to help you record all the pertinent information such as names, date, accident description, road conditions, witness names, and phone numbers. 

· The police and your supervisor (if possible) should be notified immediately and given the location of the incident, nature and extent of injuries, vehicle damage, possible fuel spills, as well as the nature of any first aid being administered.

· The supervisor must immediately report all accidents involving County vehicles to Central Purchasing.  An “Accident Report Form” is available on the County Information Folder under ‘County Forms” or a complete written report including all pertinent information may be submitted.  
Preventable Collision
· Regardless of the legal conditions surrounding an accident, preventability relates to "defensive driving" and not to legal culpability. 

 “A Preventable Accident is one in which the driver failed to exercise every reasonable precaution to prevent the accident.”

Driver Safety Policy

All newly hired employees and current employees that drive County vehicles, as of the date of this policy, must maintain an acceptable Driving Record.

Driving Record reviews for current employees include for-cause review, periodic review and when an employee applies for or seeks promotion to a position that requires driving a County vehicle.

· For-cause reviews may be required at Risk Management’s discretion for such instances as, but not limited to, when an employee is involved in a vehicle accident based on the factors of the accident.

· Employees applying for or seeking promotion to a position covered by the Driving Policy shall meet all the requirements of applicants.

· An employee who drives a County vehicle as a part of his or her job must notify his or her supervisor and the Risk Manager within one working day if he or she receives any on or off-duty citations that might affect his or her ability to retain a valid driver’s license or has his or her license suspended or revoked for any reason.

· Periodic Driving Record reviews may be required, on a case-by-case basis, following notice of violations, citations, or suspensions.

A minimally acceptable driving record for a current employee includes the following components:
· -4 or fewer demerit points
· No DWI/DUI convictions within the last two (2) years
· At least two (2) years of continuously valid licensing
· An overall pattern of safe vehicle operation and driving habits

The following conditions are unacceptable and normally prevent an employee from operating a County vehicle until his or her driving record improves to a minimally acceptable level or he or she meet other specific requirements established by the Risk Manager.
· -5 or more demerit points
· DWI/DUI conviction within the last two (2) years
· A license suspended due to driving violations, or accidents, unless the employee has completed two (2) full years with no subsequent moving violations, at-fault accidents, or penalties.  A license suspended due to administrative penalties is a concern but would not typically disqualify an employee unless there is evidence of him or her having knowingly driven with a suspended license.

Consequences

· In the situation where a current employee’s Driving Record is minimally acceptable but indicates that one additional violation of any kind will place him or her in the unacceptable category, the employee will be notified and required to satisfactorily complete a DMV certified Driver Safety and Awareness Course, also known as the Driver Improvement course.  The employee is responsible for any cost incurred to take the course.  Failure to complete a certified course within the time period designated in the notice of requirement may result in driving restrictions and/or disciplinary action.

· An employee charged with an on or off-duty DWI/DUI is normally prohibited from driving a County vehicle until a decision regarding the charge is rendered by the Courts.  Assignment to a non-driving position, if available, is at the discretion of departmental management.  If a non-driving position is not available, the employee may be required to take appropriate leave or be placed on administrative leave without pay pending the outcome of court proceedings.  An employee charged with on, or off-duty DWI/DUI is also subject to the “Drug and Alcohol Testing’ provisions of the County’s Employment Policies and Procedures.

· An employee that drives or is found to have knowingly driven a County vehicle with a suspended or revoked driver’s license is subject to appropriate disciplinary action.  In addition, the employee may be subject to quarterly Driving Record review for a period of one (1) year.

· Disciplinary action, up to and including termination from employment with the County, may be initiated in the event that an employee has an unacceptable driving record and/or loses his or her driver’s license or driving privileges.  Disciplinary action may also be taken if an employee engages in misconduct or demonstrates poor performance relative to operating a County vehicle as determined by his or her supervisor.

· Action taken in accordance with the County’s disciplinary policies may be in addition to driving prohibitions implemented by the provisions of this Driving Policy.

· In unusual situation, department directors and the Risk Manager may consider an employee’s performance and overall employment history prior to implementation of driving restrictions.  In some cases, due to significant liability concerns, driving restrictions may be implemented regardless of court actions.

· If, based on agreement of the Risk Manager and relevant department director, an employee is allowed to continue driving County vehicles after a DUI charge or conviction he or she must successfully complete Virginia Alcohol Safety Action Program when mandated by DMV, complete a course of action determined appropriate by the Employee Assistance of Central Virginia, authorize DMV record checks at least quarterly and have no subsequent recordable citations or accidents.

Backing Accidents 
We all have a tendency to think of backing as a minor part of driving, but in most fleets, about 25% of all collisions are backing collisions.  Backing accidents are among the most frequent types of accidents and perhaps the easiest to prevent.  This section reviews backing hazards, frequent driver errors and safe backing procedures and techniques. 

If you take a close look at the conditions surrounding the backing operation, the reasons for the high frequency of collisions becomes obvious.  The most important of these is limited visibility.  

Another aspect of the problem is that inexperienced drivers often are less competent when backing.  In every case, a backing collision ruins a driver's safety record because backing collisions are PREVENTABLE.

Because of the problems involved in backing, the expert driver will make every effort to avoid backing whenever possible.  When you arrive, park in such a way that you do not have to back when you leave.  If you do have to back, do your backing when you arrive and have the best view of the area.

Look at some situations to see what we mean by this.  Here, we are to make a delivery or a service call at the customer's house.   

Which vehicle, A, B, C, D, or E is most properly parked?  WHY?




 


















A.	Backing out of the driveway is hazardous due to the possibility of children, motor vehicles and pedestrians entering your blind spots to the rear.
B.	Parking behind the delivery truck requires unnecessary backing across the driveway.
C.	When it is necessary to park in the driveway, BACK IN!  This allows complete vision to the front when you leave.
D.	Not a bad choice but remember the hazards of walking across the street.
E.	BEST CHOICE.  Affords parking without backing.  Before moving vehicle, a safety circle is made, and you can move forward in a safe manner.
Here is another delivery or service call situation, except this time we are in a commercial area.  Which parking position is the best?  WHY?


Here is one last situation, one familiar to all of us, the shopping center parking lot.  Which parking space is the best? 
A.	Poor choice - It is necessary to back into the traffic flow.
B.	Poor choice - Not only do you have to back when you leave, but you also have to back over the pedestrian crosswalk.  Also, never back around a corner at an intersection.

C.	BEST CHOICE - If the spot is available, backing may be necessary when you arrive but none needed when you depart.  Look left, and then look right to check for traffic in the alley.
D.	Poor choice - You have to back across the alleyway when you leave.  If there already is a vehicle parked in position C, Position D is the next choice.


Answer #1 -	Driving through stall 26 and parking in stall 16 places your vehicle in a position where backing is unnecessary.

Answer #2 -	Parking in stall 21 requires backing into a congested area.

Answer #3 -	Driving through stall 29 and parking in stall 19 places your vehicle in an uncongested area where backing is unnecessary.

Answer #4 -	Vehicle in stall 6 is properly parked, but above choices, 1 and 3 are best because backing was eliminated.

Suppose this was an "angle" parking lot, where parking stalls are at about a 60° angle to the aisles and traffic in the aisles is one way.  Now where would you park?

Answer:  Parking in stalls furthest from the business will usually provide the least congestion and greatest visibility.  Parking on your left on a one-way aisle provides better visibility of approaching traffic when leaving the stall.

Even the best driver will find some backing to be unavoidable.  However, some things should be avoided and some things that should be done.  The defensive driver NEVER backs around a corner.  If necessary, drive around the block to avoid this dangerous act.

Backing from driveways or alleys should be avoided.  Instead of backing out, the professional driver will drive into the alley and turn around so that the vehicle can leave headfirst.  If it isn't possible to turn around, the skilled driver will back into the alley to eliminate the need to back when departing.  An expert driver parks by backing out of traffic into the parking place instead of backing into traffic.

Now that we have talked about backing avoidance and what not to do when backing, let's discuss how to back properly.  We must recognize that even the best driver will find some backing to be unavoidable.  There are five basic rules that will keep you out of backing collisions if you follow them.  Since the main problem in backing is visibility, you should be sure to take in the whole picture.

This means making a circle check before you get in the vehicle and start backing.  Anytime backing clearances are tight; you should make a circle check.  As you walk around the vehicle, check the roadway or parking lot surface for holes, bumps, fixed objects, or pedestrian traffic.  Check top clearances for overhead hazards such as utility wires, fire escapes, canopies, signs, etc.  

Since judging distances at a high level is more difficult than at ground level, you will be more certain of your clearance if you back to within a reasonable distance of the overhead object and then get out and recheck your clearance a second time.

Check side clearances.  When backing into a parking space, compare the width of your vehicle to the width of the space.  After taking in the whole picture, get into your vehicle and start backing IMMEDIATELY    - before the picture can change.

Whenever possible, back from the driver's side.  Backing to the right provides the least amount of visual control.  The diagonal lines in this diagram show the areas behind the vehicle that cannot be seen - either through the right mirrors or through the cab window.  Notice also that the blind spot extends broadly on both sides of the trailer so that a pedestrian or a vehicle could come into the path of travel without being seen.

Backing to the left allows the driver to back into an area where there is good visual control through the mirrors on the left side of the cab and you can see clearly, where the vehicle is going.  In addition, the width of the blind area is narrower than when backing to the right.  Obviously, backing straight provides the best visual control of the three basic maneuvers that are available to you.  ALWAYS BACK SLOWLY!

Start backing immediately, before conditions change, but never fast.  Backing rapidly can cause the vehicle to veer to either side and strike a fixed object or parked vehicle.  In addition, if someone has gotten behind your vehicle and you back too fast, they may not have time to warn you or get out of the way.  

Before starting to back, sound your horn to get the attention of nearby pedestrians and other drivers.  This will alert them to the fact that you are starting to move.  Check both sides of your vehicle as you back.  In a truck, you can't watch both sides unless your mirrors are properly adjusted.  Check mirrors and make necessary adjustments before you start backing and turn to look out the windows whenever possible. When judging distance to the rear, don't rely on the mirrors.  Stop your vehicle about 3/4 of the way through the backing maneuver, get out and take another look if there is any question about car clearance.  REMEMBER - mirrors can be deceiving because they change your depth perception.

When backing into an area and you see you are going to have some hazards hidden in your blind spots, backing can be made easier and more accurate if you place a guide point in critical spots.  Chock blocks, small plastic cones, or a can of soda placed on the ground will provide you with a reference point.  Don't forget to pick up your marker after completing your backing maneuver.  When backing a car, don't rely on your mirrors; turn in your seat and look out the rear window to get the best possible sight picture.

The final rule is to use a reliable guide.  Whenever possible, get someone to help you back up.  The guide should be instructed to watch the area you will be moving into and keep an eye on your blind zone.  A guide should stand in an area where he/she can see both you and the rear of your vehicle.  Make sure you agree on hand signals to be used before you begin to back.  STOP if you lose sight of your guide.  Wait for him/her to come back into view in one of your mirrors so you don't hit your guide.

Quite a number of collisions occur because a vehicle creeps or rolls after it is stopped.  So, after backing safely into position, set the brake, turn off the engine, place the transmission in the appropriate gear, and block a drive wheel front and back.  

FOLLOW THESE FIVE RULES WHEN BACKING:

1.	Take in the whole picture.
2.	Back from the driver's side.
3.	Back Slowly.
4.	Check both sides as you back.
5.	Use a reliable guide.

YOU CAN PREVENT BACKING COLLISIONS!

Safe Winter Driving 

When entering the winter season, it is necessary for all drivers to increase their awareness of the seasonal hazards, and the defenses that a good defensive driver must apply to keep from being involved in a preventable accident.

Not only do you need to anticipate/adjust for the hazards you will encounter, but you also need to be aware of those other drivers on the road who do a poor job adjusting to changing conditions.

Preparation

· Clean windows both inside (to eliminate glare-producing film) and outside regularly.
· Remove snow and ice from the entire windshield, as well as side and rear windows.  
· Heater/defroster should be allowed to attain temperature before starting out.
· Wipers in good condition so there is no streaking from poor blades.
· Washers filled with anti-freeze solution.  Do they work?
· Mirrors cleared of ice and readjusted after cleaning.
· Headlights should be cleaned periodically to remove salt spray for nighttime visibility.
· Fuel tank should be filled to prevent running out and to reduce moisture in the fuel lines.
· Tires should have good tread depth to provide the best traction possible.  “All season” tires are better than conventional, but snow tires are the best.  “Studs” provide good traction on ice, may provide some benefit in snow, but are detrimental on dry or wet roads.  
· Tire pressure should be maintained at proper level.  As the ambient outside temperature decreases, so will the pressure in your tires - requiring you to re-inflate them for good traction, fuel consumption, and wearing characteristics.
· To provide added traction if stuck on ice or snow, it is helpful to carry a small bag of sand for application under the drive wheels.  A small shovel can also provide much needed assistance if stuck in snow or if plowed into a parking space.

Decrease Speed
Anticipate conditions—poor weather requires a defensive driver to slow down.  Longer distances are required in order to stop on slippery roads.

Be aware of shadows and the cooling effect they can create on wet roads.  As daytime temperatures drop in the afternoon, wet roads can become glazed, icy roads.

Bridges freeze before road surfaces do, due to the cooling effect of the cold air under them, versus the relatively “warm” ground under a roadway.

In bad weather, the posted speed is too fast—slow down and get the feel of the road and the traction your vehicle has.

Determine what your speed should be by the conditions of the road, weather, and traffic, not the speed of the flow of traffic. 

Allow extra time for trips during inclement weather.  Anticipate slower speeds thereby requiring more time to complete a trip.  Start earlier so you won’t be tempted to “rush” to arrive on time.

Plowed or drifting snow frequently narrows the width of the road so there is no longer enough room for all vehicles to pass each other simultaneously.  Often it is necessary to recognize these narrow spots and yield the right of way to prevent sideswipe accidents.

Snowbanks can create “blind” spots, preventing you from seeing pedestrians or cars entering from driveways or side streets.  Intersections often have visibility problems due to these obstructions.

Increase Following Distance
Three seconds is the normal following distance; however, this time interval must be increased under certain conditions:  Add one additional second for bad weather--leave room for emergencies.  In ice/snow conditions, add at least an extra 2-3 seconds after all other additions.

Startup smoothly from a stop; don’t jackrabbit your starts—overpowering the drive wheels reduces traction and causes drive axle skids.

Sudden braking can cause wheel lock-up and loss of control.  Disengage any engine brake when operating on slippery roads, so that it doesn’t inadvertently cause your vehicle to skid.

Know how an Anti-lock Brake System (ABS) works and how you should use it.  Steady, firm pressure is suggested but do not “stand on the brakes”.  

In vehicles without ABS, pumping the brakes with moderate pressure is recommended.  As stated above, do not apply brakes so hard that you lock your wheels.

Communicate
· At each stop, clean all lights that can be reached.
· Headlights should be on during periods of reduced visibility, especially when raining or snowing.
· Use low beams during snowstorms.
· Use directional signals when making turns and lane changes.
· Use 4-way flashers if you must pull off the road or are driving more than 10-MPH below the speed limit.



Preventing Skids & Spin-Out
· Very gradual acceleration will prevent drive wheels from spinning out from too much power.
· Don’t lock-up wheels from over-braking or from engine deceleration.  Locked drive wheels can stall your engine on slippery roads.
· Slow down prior to a turn or before entering a curve.  Never drive too fast for road conditions.

When you start to slide or skid:
If correction begins immediately, there may be a chance of recovery.  Remember that you must depend more on steering than on braking.  Once the rear axle skids 15 degrees or more to either side, your ability to recover diminishes significantly.

Plan ahead—think of what you will do if involved in a skid/slide.  Turn the wheel in the direction of the skid. 


Cell Phone Use While Driving

When To Talk and When Not to Talk…That Is the Question! 

Owning a cell phone used to be viewed as a status symbol, but today just about everyone uses a cell phone. Cell phones are used for personal conversations and to conduct business.  Usage maximizes productivity and personal subscribers view it as a necessity they can’t seem to do without.  This brings us to one of the biggest obstacles with trying to ban the use of cell phones while driving.  Not everyone is willing to recognize or admit that cell phone use while driving is a dangerous distraction. 

You can go on the Internet and pull up numerous articles and research on cell phones. More and more research suggest that using a cell phone while driving is a serious safety problem, even if the driver uses hands free accessories. Several research studies have been conducted to understand the effects cell phones have on driving safely. Human factor experts have identified four types of driver distractions. Cell phone use provides distractions in all four areas: visual, biomechanical, auditory, and cognitive. One study conducted by Finnish traffic safety and research experts say cell phone use affects drivers in the following way: 

• Delays reaction time (visual & auditory) 
• Impairs stopping distance (cognitive & biomechanical) 
• Declines lane control (cognitive) 
• Lessens the amount of time spent examining instruments and mirrors (cognitive) 

Another study from the Insurance Institute for Highway Safety says that drivers using phones are four times as likely to get into crashes serious enough to injure themselves. A study performed by Harvard Center for Risk Analysis (HCRA) estimates that cell phone use may result in approximately 2,600 deaths, 330,000 moderates to critical injuries and 240,000 minor injuries and 1.5 million instances of property damage in America per year. 

We can go on and on with supporting documentation that suggest it’s not a good idea to talk on a cell phone and drive.  Employers and employees must recognize the danger with operating a cell phone while driving.  Below are some guidelines for cell phone usage when driving a vehicle.

· DO NOT USE YOUR CELL PHONE WHILE THE VEHICLE IS MOVING.
Multitasking is fine for people when they are at their workplace, but not while driving!
· When a call comes in while driving, let it go to voice mail, return the call once you are parked and in a safe location. 
· Check messages at rest stops and before leaving for the next appointment. 
· Keep phone out of reach. 
· Cell phones are not for prolonged conversations, it’s not to be used as a device to keep you company while driving. 
· Employees who need only short sound-byte communication should consider two-way text pager rather than a cell phone. 
· Concentrate on driving; it demands all your undistracted attention 
 Appendix 2
Campbell County Accident Information Form

	Accident Date

   Choose Date
	Day of Week

   Choose Day
	Time

AM PM
        ☐   ☐
	Police Report

YES   NO
      ☐      ☐
	Number of Vehicles

       #       
          
	Injury

YES    NO
       ☐     ☐
	Fatality

YES   NO
☐    ☐
	City/County of Accident

City/County

	Accident Location
Location




Vehicle Information

	Your Vehicle
	Other Vehicle/Pedestrian Involved

	Driver’s Name: Last, First, Middle
Type Here

	Driver’s Name: Last, First, Middle
Type Here

	Home Address: No. & Street
Type Here

	Home Address: No & Street
Type Here

	City   Type Here   
State  Type Here                        
Zip Code Type Here
	City Type Here  
State Type Here                          
Zip Code Type Here

	Date of Birth
Month/Day/Yr.
Click Here

	SEX

 M/F
	Driver’s License Number 
          
          License #
	State

State


	Date of Birth
Month/Day/Yr:
Click Here


	SEX

      M/F
	Driver’s License Number
            
           License #
	State

State

	Vehicle Owner’s Name: Last, First, Middle:
Click or tap here to enter text.

	Vehicle Owner’s Name: Last, First, Middle:
Click or tap here to enter text.

	Home Address: No. & Street:
Click or tap here to enter text.

	Home Address: No & Street:
Click or tap here to enter text.

	City: Click or tap here to enter text.                                                  State: Click or tap here to enter text.                          
 Zip Code: Click or tap here to enter text.

	 City: Click or tap here to enter text.                                                  State: Click or tap here to enter text.                          
 Zip: Click or tap here to enter text.

	Date of Birth
Month/Day/Yr.
Click Here

	SEX

      M/F
	Driver’s License Number
            
             License #
	State

State
	Date of Birth
Month/Day/Yr.
Click Here

	SEX

       M/F
	Driver’s License Number
              
            License #
	State

State

	Vehicle: Year, Make, Model
Click or tap here to enter text.
Vin Number: Click or tap here to enter text.

	Vehicle: Year, Make, Model
Click or tap here to enter text.
Vin Number: Click or tap here to enter text.

	License Plate Number
     License Plate #
	  State
  State
	Estimate of repair
$
	License Plate Number
License Plate #
	State
State
	Estimate of repair
$

	Property Damage                                                                                                                                                                                          Estimate of Damages
Click or tap here to enter text.	 $


	Vehicle Insured
☐Yes       ☐No
	Insurance Company: Agency Name, Contact, Phone Number:
Click or tap here to enter text.
	Policy Number: 
Click or tap here to enter text.

	Signature of Driver:
Click or tap here to enter text.

	If Signed by Person other than Driver, Give Reason:
Click or tap here to enter text.



Other Car Insurance Company: Click or tap here to enter text.      Policy Number: Click or tap here to enter text.
Agent name: Click or tap here to enter text.     Phone Number: Click or tap here to enter text.

Brief narrative as to what happened: Click or tap here to enter text.     
2

		


Appendix 3
Student Internship Application

Campbell County Department of Social Services

Please complete this form in its entirety and return to the Program Coordinator.  Application submission does not guarantee acceptance as a Student Intern.   






Internship session 	☐Fall (Year)   ☐Winter (Year)   ☐Spring (Year)    ☐Summer (Year)

Personal Information
Full Name (First, MI, Last): Click or tap here to enter text.

Present address (Street, City, State Zip): Click or tap here to enter text.

Permanent address (Street, City, State, Zip): Click or tap here to enter text.

Telephone Number (home): Click or tap here to enter text. 	(cell): Click or tap here to enter text.
Email address: Click or tap here to enter text. 

Do you have a valid driver’s license in the United States? ☐ No	☐ Yes	
If yes, please indicate the state. 
Emergency Contact Information:
1. Name: Click or tap here to enter text.		Relationship: Click or tap here to enter text.
Contact Number(s): Click or tap here to enter text. 

1. Name: Click or tap here to enter text. 	             Relationship: Click or tap here to enter text. 
Contact Number(s): Click or tap here to enter text.


	
School Information 
Name: Click or tap here to enter text.		
Address/City/ State/ Zip: Click or tap here to enter text.

Faculty Adviser: Click or tap here to enter text.	             Title: Click or tap here to enter text. 

Email Address: Click or tap here to enter text.		Phone Number(s): Click or tap here to enter text.	

Academic Information
Major: Click or tap here to enter text.		Minor: Click or tap here to enter text.			
Anticipated Graduation Date: Click or tap to enter a date.

Year: 	☐Junior	☐Senior	Internship hours needed: Click or tap here to enter text.
What is the anticipated start date of your internship? Click or tap to enter a date.
What is the date confirmation should be submitted to your Academic Advisor? Click or tap to enter a date.

Indicate day(s) of the week and hours available to complete internship (office hours at CCDSS are 8:30am- 5pm):
☐Monday				☐Tuesday	
☐Wednesday				☐Thursday		☐Friday 

Academic requirements of the Field Supervisor: 
What are your objectives and expectations of an internship with Campbell County Social Services? Click or tap here to enter text.


I verify that all the above information is true, complete, and correct to the best of my knowledge.  I understand that if is not, I am disqualifying myself as an intern.  I understand that I am requesting an unpaid intern position and that this is neither an application nor a contract for employment.  I further understand that I will not accept any payment or other compensation for my services.  I understand and agree that as a condition of being selected as an intern, Campbell County Department of Social Services will conduct a criminal background check and Child Protective Services Central Registry check; findings may prevent me from conducting my internship at this agency.    

Should I be selected for an internship with the Campbell County Department of Social Services, I agree to not disclose confidential information to any person, corporation, or entity during and after my internship.  I understand that selected information concerning a client or family shall be made available to me if such information is determined essential by staff, and/or the Program Coordinator for me to carry out my assignments.  Client information is privileged information that is protected by provisions in the Code of Virginia.  I understand that failure to maintain client confidentiality and/or adhere to the Volunteer and Student Intern Manual will result in my termination as an intern and possible legal action and fines.

Print Name:							Date: 
Click or tap here to enter text.                                                                                        Click or tap to enter a date.

Signature:
Click or tap here to enter text.

*********************************************************************************************************************************************
Office Use Only:										
	Application Received 
	Interview Date

	
Background Inquiries 

	FBI Fingerprint Screening
	Central Registry Inquiry

	Received from applicant
	Received from applicant

	Mailed to State Police
	Mailed to VDSS

	Returned from State Police
	Returned from VDSS








Appendix 4
U.S. [image: ]Department of Labor
Wage and Hour Division

(Revised March 2011)
Fact Sheet #7: State and Local Governments Under the Fair Labor Standards Act (FLSA)
This fact sheet provides general information concerning the application of the FLSA to State and local government employees.

Characteristics

State and local government employers consist of those entities that are defined as public agencies by the FLSA. “Public Agency” is defined to mean the Government of the United States; the government of a State or political subdivision thereof; any agency of the United States, a State, or a political subdivision of a State; or any interstate governmental agency. The public agency definition does not extend to private companies that are engaged in work activities normally performed by public employees.

Coverage

Section 3(s)(1)(C) of the FLSA covers all public agency employees of a State, a political subdivision of a State, or an interstate government agency.

Requirements

The FLSA requires employers to:

· pay all covered nonexempt employees, for all hours worked, at least the Federal minimum wage of
$7.25 per hour effective July 24, 2009;
· pay at least one and one-half times the employees’ regular rates of pay for all hours worked over 40 in the workweek;
· comply with the youth employment standards; and
· comply with the recordkeeping requirements

Youth Minimum Wage: The 1996 Amendments to the FLSA allow employers to pay a youth minimum wage of not less than $4.25 an hour to employees who are under 20 years of age during the first 90 consecutive calendar days after initial employment by their employer. The law contains certain protections for employees that prohibit employers from displacing any employee in order to hire someone at the youth minimum wage.

Compensatory Time: Under certain prescribed conditions, employees of State or local government agencies may receive compensatory time off, at a rate of not less than one and one-half hours for each overtime hour worked, instead of cash overtime pay. Law enforcement, fire protection, and emergency response personnel and employees engaged in seasonal activities may accrue up to 480 hours of comp time; all other state and local government employees may accrue up to 240 hours. An employee must be permitted to use compensatory time on the date requested unless doing so would “unduly disrupt” the operations of the agency.

In locations with concurrent State wage laws, some States may not recognize or permit the application of some or all of the following exemptions. Since an employer must comply with the most stringent of the State or
FS 7
Federal provisions, it is strongly recommended that the State laws be reviewed prior to applying any of the exclusions or exemptions discussed herein.

For certain employees in the following examples, the calculation of overtime pay may differ from the general requirements of the FLSA:

· employees who solely at their option occasionally or sporadically work on a part-time basis for the same public agency in a different capacity than the one in which they are normally employed
· employees who at their option with approval of the agency substitute for another during scheduled work hours in the same work capacity
· employees who meet exemption requirements for Executive, Administrative, Professional or Outside Sales occupations
· hospital or residential care establishments may, with agreement or understanding of employees, adopt a fixed work period of 14 consecutive days and pay overtime after 8 hours in a day or 80 in the work period, whichever is greater
· mass transit employees who spend some time engaged in charter activities
· employees working in separate seasonal amusement or recreational establishments such as swimming pools, parks, etc.

Employees Engaged in Fire Protection and Law Enforcement Activities
Fire protection personnel include firefighters, paramedics, emergency medical technicians, rescue workers, ambulance personnel, or hazardous materials workers who:

1. are trained in fire suppression;
2. have the legal authority and responsibility to engage in fire suppression;
3. are employed by a fire department of a municipality, county, fire district, or State; and
4. are engaged in the prevention, control and extinguishment of fires or response to emergency situations where life, property, or the environment is at risk.

There is no limit on the amount of nonexempt work that an employee employed in fire protection activities may perform. So long as the employee meets the criteria above, he or she is an employee “employed in fire protection activities” as defined in section 3(y) of the FLSA.

Law enforcement personnel are employees who are empowered by State or local ordinance to enforce laws designed to maintain peace and order, protect life and property, and to prevent and detect crimes; who have the power to arrest; and who have undergone training in law enforcement.

Employees engaged in law enforcement activities may perform some nonexempt work that is not performed as an incident to or in conjunction with their law enforcement activities. However, a person who spends more than 20 percent of the workweek or applicable work period in nonexempt activities is not considered to be an employee engaged in law enforcement activities under the FLSA.

Fire protection and law enforcement employees may at their own option perform special duty work in fire protection and law enforcement for a separate and independent employer without including the wages and hours in regular rate or overtime determinations for the primary public employer.

· Fire Departments or Police Departments may establish a work period ranging from 7 to 28 days in which overtime need be paid only after a specified number of hours in each work period.

· Any employee who in any workweek is employed by an agency employing less than 5 employees in fire protection or law enforcement may be exempt from overtime.

For more information on law enforcement and fire protection employees under the FLSA, see Fact Sheet #8.

Where to Obtain Additional Information

For additional information, visit our Wage and Hour Division Website: http://www.wagehour.dol.gov and/or call our toll-free information and helpline, available 8 a.m. to 5 p.m. in your time zone, 1-866- 4USWAGE (1-866-487-9243).

This publication is for general information and is not to be considered in the same light as official statements of position contained in the regulations.

U.S. Department of Labor                                                             1-866-4-USWAGE
Frances Perkins Building                                                              TTY: 1-866-487-9243
200 Constitution Avenue, NW                                                      Contact Us
Washington, DC 20210

Appendix 5
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Agency: Campbell County Social Services
Email: will be your school email address
Supervisor: (to be announced)
Job Title: Student Intern
Role: VDSS: Other

You will receive a “welcome email” from Robert Cottrell with information on how to access various trainings.  Please note that as a Student Intern you may not be able to access classroom trainings.



Appendix 6Campbell County Social Services
69 Kabler, Lane; P.O Box 860, Rustburg, VA 24588
www.co.campbell.va.us
Phone: 434-592-9585
Fax: 434-332-9699




DIRECTOR
LISA C. LINTHICUM



Local Confidentiality/ Non- Disclosure Agreement

Name: Click or tap here to enter text.


CONFIDENTIALITY STATEMENT

Information Security and Risk Management (ISRM)
The Virginia Department of Social Services (VDSS) relies heavily on the application of information technology for the effective delivery of public assistance and social services programs.  The value of VDSS information, software, hardware, telecommunication, and facilities is an important resource and must be protected and restricted to authorize personal for official use.  

Student Interns are responsible for:
· Completing the online VDSS Information Security Policy (ISRM 1000) and signing the VDSS Information Resource Acceptable Use and Rules of Engagement Policy Acknowledgement Form
· Comply with the VDSS Information Security Policy 

This information will be given to the intern by the Program Coordinator at the time of acceptance.

Access to Federal Tax Information (FTI) is strictly prohibited for non-paid student interns.  They are not privy to client’s FTI from the VDSS system or any DSS Staff person. 

Unauthorized Access: Unauthorized access occurs when an entity or individual receives or has access to FTI information without authority. An unauthorized access is willful when it is done voluntarily and intentionally with full knowledge that it is wrong.

Unauthorized Disclosure: An unauthorized disclosure occurs when an entity or individual with authorization to receive FTI discloses FTI information to another entity or individual who does not have authority and a need-to-know.

IRS Penalties are:
Criminal penalties – 5 years in prison +$5,000 penalty + taxpayer civil action
Civil penalties – 1 year in prison + $1,000 penalty + taxpayer civil action

As a student intern with the Campbell County Department of Social Services, I agree to maintain confidentiality in all matters pertaining to clients.  This information from any source and in any form, including, but not limited to, paper records, oral communication, audio recording and electronic display, is strictly confidential.  Access to confidential information is permitted only on a need-to-know basis and limited to the minimum amount of information necessary to accomplish the intended assignment.  At no time will I share information with any source outside of this agency during my assignment/experience and after the completion of such assignment/ experience.

I understand that violation of this statement may result in termination of my internship and subject to personal, civil and or criminal penalties and fines.

Signature:							Date: 
Click or tap here to enter text.                                                         Click or tap to enter a date.                                                   
Appendix 7[image: ]
		
DIRECTOR
LISA C. LINTHICUM





Client Agreement for Student Intern 




I hereby grant permission to Click or tap here to enter text., a Student Intern at Campbell County Department of Social Services (CCDSS) to discuss matters pertaining to my services at CCDSS.  

I understand that the student intern is not an employee of CCDSS but supervised by an employee of CCDSS.  

 I understand my information will be kept confidential and only shared with the Student Intern’s Site Supervisor or designee, who is an employee of CCDSS.

I also understand that the Intern is a mandated reporter and any information revealed pertaining to the suspected abuse or neglect of a child or adult will be reported to the appropriate authorities. 

I understand that I can, at any time, opt not to discuss my information with the Student Intern.  


Print Name: Click or tap here to enter text.

Signature: Click or tap here to enter text.	Date: Click or tap to enter a date.

Telephone Number (s): Click or tap here to enter text.



This agreement will expire on: Click or tap to enter a date.




Appendix 8
Student Intern Performance Evaluation

Internship Session   ☐Fall (Year)   ☐Winter (Year)   ☐Spring (Year)    ☐Summer (Year)

Student’s Name: Click or tap here to enter text.
Assigned Staff Person: Click or tap here to enter text.
Email address: Click or tap here to enter text.
Phone number: Click or tap here to enter text.

Please rate the intern’s performance in the following areas:
	1 = Unsatisfactory	Did not meet expectations/ never demonstrated this ability
	2 = Fair			Rarely met expectations/ seldom demonstrated this ability
	3 = Satisfactory		Met expectations/ sometimes demonstrated this ability
	4 = Good		Sometime exceeded expectations/ usually demonstrated this ability 
	5 = Excellent 		Consistently exceeded expectations/ always demonstrated this ability 
	NA = Not applicable	

Communication 
	1
	Ability to follow written and verbal instructions
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	2
	Ability to effectively relate information to clientele and staff
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	3
	Asked pertinent questions
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	4
	Communicated ideas and concepts clearly in writing or verbally
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	5
	Listened to others in an active and attentive manner
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	6
	Effectively participated in meetings and group settings
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	7
	Effectively related to team members
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	8
	Written assignments exhibited appropriate grammar, sentence structure, etc.
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐



Professional and Career Development Skills
	1
	Demonstrated ability to set appropriate priorities and goals
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	2
	Exhibited self- motivated approach to work
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	3
	Exhibited professional behavior and skills 
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	4
	Sought to understand and support the agency’s mission/goals
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	5
	Demonstrated a sense of responsibility and confidentiality
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	6
	Sufficient knowledge to perform tasks
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	7
	Met deadlines
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	8
	Ability to effectively solve problems
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	9
	Completed assigned tasks effectively 
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	10
	Produced outputs of consistent quality and on time
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	11
	Exhibited a positive and constructive attitude
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	12
	Respected diversity (cultural, ethnic, religious) of others
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	13
	Behaved in an ethical and professional manner
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐

	14
	Connects classroom learning to intern experience
	1☐
	2☐
	3☐
	4☐
	5☐
	NA☐




Overall performance of this intern; identify strengths and areas of improvement, etc.
Click or tap here to enter text.


			
Signature of Staff Supervising Intern 							Date
Click or tap here to enter text.                                                                                                 Click or tap to enter a date.       






                                   

Appendix 9
Student Evaluation of Internship

Internship Session	☐Fall (Year)   ☐Winter (Year)	 ☐Spring (Year)   ☐Summer (Year)

Student’s Name: Click or tap here to enter text.
Assigned Staff person: Click or tap here to enter text.

This evaluation is for the student to assess his/her internship experience at Campbell County Department of Social Services.  It should be given to the Program Coordinator upon completion.  It may be shared with the academic advisor if so desire.  

Please mark the appropriate box that best identify your experience.  With the rating as follow:
5 = Strongly Agree	4 = Agree	3 = Neutral	2 = Disagree	1 = Strongly Disagree

	Through my duties, I received training in a profession/ field related to my studies
	1☐
	2☐
	3☐
	4☐
	5☐

	I experienced some of the realities of working in the profession/ field
	1☐
	2☐
	3☐
	4☐
	5☐

	I received adequate explanation of expectations/ responsibilities 
	1☐
	2☐
	3☐
	4☐
	5☐

	My workload was adequate
	1☐
	2☐
	3☐
	4☐
	5☐

	I received frequent feedback from my Site Supervisor and/or another assigned Supervisor 
	1☐
	2☐
	3☐
	4☐
	5☐

	The Site Supervisor was accessible and assisted when needed
	1☐
	2☐
	3☐
	4☐
	5☐

	I was given opportunities to produce work of professional quality 
	1☐
	2☐
	3☐
	4☐
	5☐

	I was given the opportunity to learn the tools and procedures of the job
	1☐
	2☐
	3☐
	4☐
	5☐

	I was included in meetings and trainings
	1☐
	2☐
	3☐
	4☐
	5☐

	I was able to interact with clients under supervision and independently 
	1☐
	2☐
	3☐
	4☐
	5☐

	The work I was given was challenging and stimulating
	1☐
	2☐
	3☐
	4☐
	5☐



What are the strengths of your internship and Site Supervisor?
Click or tap here to enter text.


What are areas of improvement?
Click or tap here to enter text.


Comments
Click or tap here to enter text.







		
Student Intern’s Signature							Date
Click or tap here to enter text.	                                                                                     Click or tap to enter a date.

[bookmark: accident_report]
Appendix 10

Non-Employee Accident/Incident Report Form


Date of incident: Click or tap to enter a date.	Time: Choose an item. AM: ☐ PM: ☐
Name of injured person: Click or tap here to enter text.
Date of birth: Click or tap to enter a date.	Male: ☐ Female: ☐
Address: Click or tap here to enter text.											
Phone Number(s): Click or tap here to enter text.
Type of injury: Click or tap here to enter text.
Describe in detail the events leading up to the injury and how the injury occurred:  
Click or tap here to enter text.
Did Injury require 911 call/ambulance transport to hospital?  Yes ☐ No ☐ Do not Know ☐
Did Injury require physician/hospital visit? Yes ☐	No ☐ Do not know ☐

Name of physician/hospital: Click or tap here to enter text.
Address: Click or tap here to enter text.
Physician/hospital phone number: Click or tap here to enter text.
Signature of injured party: Click or tap here to enter text.

Social Services Staff Signature: Click or tap here to enter text.

Witness Name: Click or tap here to enter text.
Witness Address: Click or tap here to enter text.
Witness Telephone Number(s): Click or tap here to enter text.

Witness Statement:
Click or tap here to enter text.

Was medical attention desired and/or required? Yes ☐ No ☐

Witness Signature: Click or tap here to enter text. Date: Click or tap to enter a date.
										

*If more than one witness, please copy and complete this page for each witness.
													
Return this form to the Administrative Office Manager within 24 hours of the incident.
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