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MCHE-WT-HQ
		


MEMORANDUM FOR DISTRIBUTION 

SUBJECT: WTB Transportation Section Standing Operating Procedures (SOP)


1. Purpose: To provide information to all WTB Staff, Warriors and Family Members on the BAMC-WTB Transportation Section Standard Operating Procedures.

2. Applicability: This SOP applies to all Staff and Warriors/Family Members assigned or attached to the Warrior Transition Battalion.

3. References: 

a. AR: 600-55
b. AR: 385-55
c. Army Medical Action Plan (AMAP)
d. AR 58-1

4. Mission:  The WTB Transportation Section’s mission is to provide 
               transportation services to Warriors in Transition that are issued a no driving profile, 
               due to current medications, a current medical condition that temporarily hinders 
               their ability to operate a motor vehicle or are just physically unable to operate a 
               motor vehicle due to amputations or other medical conditions. Transportation 
               services support is also provided for Family Members serving as NMAs who are 
               from out of state and do not have a motor vehicle in the local area or any other 
               transportation support.  The Transportation section is located in BLDG 3642, Room 
               131.  The dispatch can be reached at (210) 916-6384 or (210) 289-8296 if it is after 
               duty hours.  

5. Responsibilities:  

a. NCOIC:  The Transportation NCOIC has oversight on all transportation missions and administrative work and is expected to follow the following guidelines:
1. Oversee of the transportation section
2. Manage schedule and staffing
3. Supervise Warriors assigned as drivers and dispatchers to the transportation section. 
4. Ensure companies are informed of Warriors status for Warriors working in the transportation section.


                   b.  Dispatch Responsibilities:   

      1.  Dispatch duty hours-

(a)  Military Personnel M-F 0700 – 1600hrs 


       		       	            (b)  Civilian Personnel- M-F (as needed) 0600 – 
                                                                   1500hrs
 
2.  The Dispatcher is responsible for receiving and scheduling 
      transportation support for missions and ensuring that drivers 
      are dispatched to all missions in a timely manner. The 
      Dispatcher is expected to follow the following guidelines: 

(a)  Dispatch will only sign vehicles out to authorized personnel (after inspection is complete and credentials are verified).
(b)  Dispatch will issue fuel cards for the vehicle assigned and ensure they are signed for by the operator.
    		(c)  Dispatch will maintain several reports and logs, such as:
1. Mileage report
2. Appointments scheduled daily
3. Trips
   		4. Vehicle maintenance
5. Fuel Logs
                                                            6. Vehicle sign out 
 		7. Location of drivers (pick-up/drop-off)
  		8. Calendar

3.  Ensure good communications with Staff members, all drivers team leaders, NCO, and NCOIC.
4.  Be in the proper uniform (military/civilian). 
5.  Maintain professionalism.
6.  Be at your appointed place of duty on time.
7.  No drinking of alcoholic beverages while on duty.
8.  Maintain a clean work area.
9.  Ensure all vehicles are inspected before and after the vehicles 
                                          are checked out.
10.  Warriors working as dispatchers will inform chain of command 
                                                (SQD LDR, PLT Sgt), NCOIC, and team leaders of all  
                                                appointments.
                    	      11.  Ensure drivers are dispatched on time for missions.
                                    12.  Ensure all airport drop-off missions are picked up and 
                                           transported in three hours prior to departure time.
                                         13.  Ensure all missions are logged into the computer.
                                   14.  Maintain accountability of vehicles, keys (including the keyless 
                                          (entry remote), fuel cards, portable communication devices
                                          (radio), vehicles dispatch books, and all other property.
                                   15.  Ensure that Government computers are used for official use
                                          only.
                                         16.  Answer phones in a professional manner with appropriate 
                                                greetings.
                                         17.  Ensure that government phones are used for official use only.
                             18.  Notify NCO and NCOIC of any damages to government 
                                    property.

                 c.  Drivers Responsibilities:
1.  Military Drivers: 
M-F 1500-0800hrs, 
Weekends 0600-0600 (shift work)
2.  Contract Drivers: 
Weekdays: Shift 1 0600-1500, Shift 2 1400-2300, 
       Shift 3 2200-0700
Weekends/Holidays: Shift 1 0700-1800, Shift 2 1000-2100,    
                      Shift 3 2000-0700
                    Civilian duty hours are subject to change.  Any changes are to be 
                    coordinated through the NCOIC of the transportation section.
      		               3.  Drivers are entrusted with the safe transportation of our 
              Warriors/Family Members, and are expected to follow the   
                                            following guidelines:
2. Must ensure good communications with team leader, dispatch and persons being transported. To include notification of pick and drop off of all personnel.                
               5.  Military drivers will be in the proper uniform during normal duty     
                     hours (ACU’s) and may wear appropriate civilian attire after  
                     hours and during WFSC events.
                                 6.  Civilian drivers will wear appropriate company attire at all times 
                                      during their shift. 
                                 7.  Warriors working as drivers will inform dispatcher of all 
                                       appointments.
   8.  Depart with sufficient lead time in order to be on time for all    
                                      missions. 
                             	   9.  Military drivers will be available for call up during their 
                                            scheduled work days. Remain at their appointed place of duty or 
                                            within 20 minutes of post while on duty.
                               10.  Maintain professionalism at all times.
                               11.  No drinking of alcoholic beverages while on duty or on call.
                               12.  Smoking is prohibited in government vehicles.
                                     

13.  Drivers must notify their respective team leader of any 
                                            medications that are being taken that may effect their driving.
                               14.  Notify NCOIC or Team leader of any illness or injury to self.
                               15.  Report any problems with vehicles to the NCOIC or team leader.
                               16.  Report any problems with passengers to the NCOIC or team 
                                      leader. (Ex… loud, unruly, obnoxious, drunk, etc…).  Do not 
                                      attempt to handle any situations yourself.
                               17.  Drive only vehicles you have been trained on.
                               18.  Conduct proper PMCS before and after each mission.
                               19.  Ensure vehicle is topped off with the proper fuel.
                               20.  Ensure vehicle is clean inside and outside.
                               21.  Obey traffic laws both on and off post.
                               22.  Notify NCOIC or team leader of any damage to vehicles.
                               23.  Drivers receiving any request for transportation outside normal 
                                      duty hours must go through the NCOIC or Team leader.
                                     24.  Log all trips, mileage, and passengers. 
25.  Drivers picking up passengers from their residence are not required to knock on the residence door.  Drivers will contact dispatch if the soldier is not ready for pick up. Dispatch will in turn give the soldier a courtesy call.
                                     26.  Drivers are not required but are encouraged to assist soldiers and 
                                            family members with luggage and baggage. 
                                     27.  Bus missions are driven by licensed bus drivers only.
                                     28.  Restrictions are as follows:
		(a)  Vehicle operators will not enter any residence on    
	             or off post
            (b)  Vehicle operators will only provide assistance     
                  entering and exiting the vehicle.
            (c)  Vehicle operators will not enter a medical facility to 
                  receive or sign for any person or patient
                                                            (d) Vehicle operators will not use a phone while 
                                                                  operating a vehicle
                                                            (e)  Transportation will not be provided for AIT or re-
                                                                  class soldiers.

   d. Warriors/Family Members:  

             1.  Warriors are responsible for scheduling any transportation request 
                    through the dispatcher.
 2.   Warriors/Family Members requesting transportation support   
       outside of the normal guidance provided within the SOP are 
       required to contact SQD LDR, to schedule transportation support 
       directly with  dispatcher or NCOIC.

              
  e. Unit Leadership (PLT SGT/SQD LDR):

               1.  Company staff is required to assist Warrior/Family Member with 
                  scheduling appointments with dispatch for transportation support.
                                       2.  Required to schedule Transportation Support for Warrior/Family 
                                          Member for all situations outside normal guidelines within this      
                                          SOP.
3. Chain of Command is responsible for picking up and transporting Warriors that are being medical discharged from medical facilities.


  6.  Policies and Procedures:

a. The transportation support is provided for official business only.  
    Transportation services are provided to Warriors that are assigned or 
    attached to the WTB, that are issued a no driving profile, due to current 
    medications, a current medical condition that temporarily hinders their 
    ability to operate a motor vehicle or are just physically unable to operate a 
    motor vehicle due to amputations or other medical conditions.  
b. Transportation Services are provided 24 hours a day, 7 days a week.  After 
    2300 hrs, transportation services are provided on a limited basis, request 
    are taken and submitted on a first come, first serve basis.
c. Transportation service request for medical appointments, scheduled 24 hrs 
    in advance will have priority over all other missions.
d. Vehicles are not equipped for or to be used for medical emergencies.
e. Drivers are not responsible for personal belongings left in the vehicle.  
    Drivers will bring items to dispatch and turn them in to the NCOIC.

7.  Transportation Support is provided for the following:

a.  Medical Appointments- Transportation support will be provided to and 
    from scheduled appointments locations such as BAMC, Main Post, and 
    other civilian hospitals in and around the San Antonio area. Transportation 
    section provides multiple shuttles around the BAMC campus throughout 
    the duty day from 0700-1600hrs. To schedule transportation support for all 
    scheduled appointments outside BAMC main campus, a 24 hour prior 
    notice to the WTB transportation dispatch office is required, call 
    (210) 916-6384 or after duty hours, call (210) 289-8296. If 24 hour notice 
    is not given the Transportation section can not guarantee a timely pick 
    up.
b.  Airport pick up and drop off- Transportation support will be provided to 
    and from the San Antonio International Airport for Warriors and their 
    Families. 
1.  To schedule drop-off transportation support to the Airport a 24 
     hour prior notice to the transportation dispatch office is required, 
     call (210) 916-6384 or after duty hours, call (210) 289-8296. If 24 
     hour notice is not given the Transportation section can not 
     guarantee a timely pick up.  Pick ups to the airport for departing 
     trips will be at least 3 hours prior to flight time.
2.  To schedule Pick-up transportation support from the Airport, 
     collect your baggage, call the dispatch office to request pick up, 
     once you have placed the call and arranged pick up, and proceed to 
     USO office in terminal 2.  If you do not have a cell phone or do not 
     have the WTB Transportation Section phone number, proceed to 
     the USO Office located in terminal # 2, where you can use their 
     phones and phone roster to contact the WTB Transportation Section 
     to arrange for pick up.  ALL AIRPORT PICKUPS WILL BE 
     DONE from THE USO OFFICE.

c. BAMC Shuttle- 0700-1600
                                   1.   BAMC Shuttle – Transportation between the Hospital, Barracks, 
                                         CFI, WFSC, BN Area, and Guest House is provided to       
                                         assist in transportation support to and from appointment’s. 

d. Wilford Hall Medical Center (WHMC) - Shuttle van service provided for WILFORD HALL (WH) is located at the BAMC Medical Mall entrance/exit by the emergency center.
           1.  At BAMC the shuttle starts at 0600 and runs through 1700 M-F. 
                Shuttle picks up / drops off every hour (0600, 0700, 0800….).
                                   2.  At WHMC the shuttle starts at 0630 and runs  
                                        through 1730 M-F. Shuttle picks up / drops off every  
                                        hour (0630, 0730, 0830….)
3.  Under special situations, squad leaders may call and arrange for transportation to and from Wilford Hall. Squad leaders will be present for all patients that are being discharged from Wilford Hall that require transportation.

                        f. PX/Gym Shuttle
1.  PX/Gym Shuttle runs at 0900, 1300, and 1700 M-F        
     and picks up from the Guest House.  Pick up from  
     PX/Gym is 1 hr and ½ after and at same location as drop off.
				
		g. Wal-Mart Shuttle
2.  Wal-Mart Shuttle runs at 1000 on Tuesdays and 
                                         Thursdays and picks up from the Guest House.  Pick 
                                         up from Wal-Mart is at 1300 at same location as 
                                         drop off.

8.  Transportation services to the following locations is provided- on a scheduled appointment basis and are provided for Warriors/Family members that can not operate a motor vehicle due to having a no driving profile, or they physically can not operate a motor vehicle due to current medical condition or medications regardless of living on post or off post. Prior arrangements must be made by company leadership and documentation must be provided to justify transportation: 

Note: this list is not all inclusive 

a. Off Post Residence (only for warriors who have been previously authorized 
     or who have a no driving profile).
b. Veterans Administration Hospital (Audie L. Murphy)
c. Veterans Administration Clinic (Frank Tejeda)
d. Health South Institute (RIOSA)
e. Ear Institute of Texas
f. Laurel Ridge Mental Hospital
g. DaVita Dialysis Centers
h. Texas Diabetes Institute 
i. Methodist Hospital
j. Warm Spring Hospital
k. Southwest Institute 
l. Baptist Medical Hospital
                        m. Greyhound bus station
n. San Pedro Plaza
o. WFSC trips
p. CFI trips
q. TBI trips
r. MWR events
s. Religious Services (ON/OFF Post with at least 24 hours prior notice).

9.  Transportation is not provided for WT’s that reside off post that have and can 
     operate a motor vehicle.  WTB soldiers that reside off post must assume 
     responsibility for their transportation needs.  Transportation services are only 
     provided for WTB soldiers residing off post that meet the following criteria:

a. If the WTB Soldier has a no driving profile, a copy of the no driving 
     profile must be provided by the Squad Leader to the Transportation Section 
     in order to coordinate transportation support.
b. If the WTB Soldier is restricted from operating a motor vehicle.  A copy of 
     the counseling or written statement must be provided by the squad leader 
     to the Transportation Section in order to coordinate transportation support.
c. If the WTB Soldier does not have any family members residing with them 
    or in the local area that can provide transportation.  Squad Leaders will coordinate with the Transportation Section and request/coordinate transportation  support (the Family Members work schedule and/or location is a personal  scheduling conflict and may not warrant transportation being provided by the WTB Transportation Section).

d. If the WTB Soldier has a special circumstance or emergency (mechanical 
     failure, accident, loss of on post driving privileges) that requires 
     transportation support, they must notify chain of command.  Squad Leaders 
     will coordinate with the Transportation Section and request/coordinate transportation 
     support, directly with dispatch or NCOIC.
e. Any other situation not covered under these criteria must be discussed on a case by case basis by the company leadership and will only be approved by the Transportation Section NCOIC or BN XO. 

   10.   How to Request Transportation Services:

a. Request for Transportation Services within the normal guidelines of this     
 SOP must be done at least 24 hours in advance- WTB Soldiers/Family 
 Members should coordinate with company leadership for transportation needs

b. All Special Situations outside normal guidelines- within this SOP WTB 
 Soldiers/Family Members must address with company leadership. Company leadership will coordinate directly with dispatch or NCOIC   or    transportation services.

11.  How to Request Vehicles:

 	            a. WTB Staff requesting use of a transportation vehicle must meet the 
                       following requirements:
1.  Personnel must possess a valid civilian and a Fort Sam Houston 
     Military driver license.
2.  Personnel must be on the approved company roster.
3.  Personnel must complete and submit WTB transportation request 
form 4 Hrs in advance.     
4.  Before and after the dispatch of any vehicle, the person who’s 
     requesting the vehicle along with the dispatcher will conduct a 
     PMCS.

 12. Vehicle Maintenance and Inspections:

a. Each vehicle will be properly inspected before, during and after operation. 
    (See vehicle inspection sheet appendix A)
b. All fluid levels will be checked	
c. All lights will be checked for proper operation
d. Tires will be checked for wear and proper inflation
e. Vehicle exterior will be check for damaged
f. Interior will be checked for cleanliness and damage

g. All windows will be check for cleanliness and serviceability
h. Each vehicle operator will refuel their assigned vehicle before the end of 
     the shift.

13.  Vehicles, Keys and Fuel Cards:

a. Vehicles will be signed for from the Dispatcher. (After inspection is 
     complete)
b. Keys will be accounted for and signed out (including the keyless entry 
     FOB)
c. Fuel cards will be issued for the vehicle assigned and signed for by the 
    operator

14.  Reports:
a. Vehicle List
	           Annex—A
b. Vehicle Request Form 
                 Annex—B
c. Monthly Vehicle Mileage 
	           Annex—C
d. Contract Vehicle Operator Mileage Report
	           Annex—D

       15.  Point of contact for this memorandum is the Transportation NCOIC (210) 422-7259. .
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