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2.  Organizational Structure 

Life Circle New Mexico has an eight member board and staff positions for an Executive 
Director, a Program Coordinator, a Financial Manager, a Volunteer Coordinator, and a 
driver.  In addition, there are a range of volunteer positions.  An Organizational Chart is 
shown in Appendix A. 

3. Mission Statement  

Life Circle New Mexico has leased space in the Hopewell Community Center from the 
Santa Fe Civic Housing Authority on 1800A Espinacitas Street, Santa Fe, NM 87505  
for the purpose of opening a much-needed Adult Day Service center. 

The purpose of Life Circle’s Adult Day Service is to provide a coordinated program of 
professional and compassionate services for adults in a community-based setting with 
supervised care, planned activities, and companionship for older adults who can no 
longer manage independently, or who are isolated and lonely. 

The center will provide a safe, supportive environment for older adults who need 
assistance with independent living, including stimulating social activities. Such a service 
will allow families to care for adults at home, while wage earners continue working 
during the day. The center will help support the health, nutritional, social, and daily living 
needs of adults in professionally staffed, group settings. The center will also benefit 
family caregivers by enabling them to remain in the workforce as well as providing them 
with direct services.  

As an alternative or supplement to home care and an alternative to moving to assisted 
living or a nursing home to receive care, the center will help enable continued 
community-based living for individuals with physical and cognitive limitations and 
provide respite for their caregivers. 

4.  Brief Description of Transit Program 

a) Route Design 
It is anticipated that most of our passengers will live within the city of Santa Fe.  We 
project five miles of driving per each of the 14 passengers, twice a day.  The route will 
be designed to minimize driver and passenger travel time as much as possible.  

b) Schedule (days and hours of operation) 
The Adult Day Center will be open Monday through Friday, with the exception of 11 
holidays.  Thus we anticipate that the van will be in operation for 249 days per year. We 
anticipate passenger pick-up will occur between the hours of 7 am and 9 am.  
Passenger drop off will occur between the hours of 4:00 pm and 6 pm.   Once a month 
field trips will take place between the hours of 9 am and 4 pm.  

c) Fare Structure 
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We do not plan to collect a fare at this time.  The transportation service    will be free for 
the Adult Day Service clients. 
 
d) Advertising/marketing 
There will be no advertising or marketing.  Clients of the Center will be offered free 
transportation  

 

5. Administrative Employees 

a) Titles and Job descriptions  

Life Circle will employ one driver, who will be supervised by the Program Coordinator of 
the Adult Day Service. A financial manager will oversee driver payroll and any van 
related expenses. The job descriptions for the Program Coordinator and Financial 
Manager are attached as Appendices B and C. 

b) Code of Conduct 

The Code of Conduct for all Life Circle New Mexico staff and volunteers is attached as 
Appendix D. 

c) Training Plan/Record Keeping Policy and Procedures 

Upon hire, all staff receive training in first aid and CPR, including the use of a portable, 
automated external defibrillator. All staff receive training in the use of a fire extinguisher 

In addition, staff participate in upon hiring, and periodically thereafter, in in-service 
trainings on the needs and appropriate care for the elderly and disabled.  

The Program Coordinator and Financial Manager follow all record keeping policies 
detailed in the Life Circle New Mexico Financial Procedures Manual and the 
Procurement Manual. These include, electronic or hard copy filing in locked files of all 
van related inspection reports, accident reports, and expenditures (e.g. oil and gas). 
The drivers’ personnel record contains the driver’s job application, background check 
results, drug and alcohol testing results and dates and outcomes for any type of 
training.  In addition, all staff performance reviews are kept in the individuals’ Personnel 
file.  All Personnel records are kept for a minimum of three years after employee 
termination or in grant related documents, for a minimum of three years after the end of 
grant funding.  All other records are kept for a minimum of three years. 

 

6. Operations Employees: 

a) Titles and Job descriptions.  

Life Circle will employ one driver, who will be supervised by the Program Coordinator of 
the Adult Day Service. The job description for the driver is attached as Appendix E. 

b) Hiring procedures. 
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The Van Driver will undergo a criminal background check prior to employment. They 
must provide a valid driver’s license, and current motor vehicle record. Drug and alcohol 
testing may be required. Upon employment, all staff members receive a copy of the 
organization’s Personnel Handbook, and are asked to sign their acceptance and 
understanding of the personnel policies.  

c) Training Plan/Record Keeping Policy and Procedures 

The van driver will be asked to complete several transportation related trainings 
including:  

 - Vehicle maintenance inspection record keeping and reporting 

 - Accident reporting and record keeping 

 - Passenger safety measures, including safe operation of a wheel chair lift 

  - Training in cleaning and sanitizing the vehicle each day in accordance with all              
state/federal regulations. 

 - First aid/CPR training, including the use of a portable, automated external    
defibrillator 

 - Training in the use of a fire extinguisher 

In addition, along with other staff, the driver will participate in in-service trainings on the 
needs and appropriate care for the elderly and disabled.  

d) Code of Conduct Policy 

Life Circle’s Code of Conduct Policy for Drivers is attached as Appendix F. 

e) Drug and Alcohol Policy 

The van driver will not require a CDL license, however, as stated in the Personnel 
Handbook and Policies and Procedures, Life Circle prohibits the possession, sale, 
consumption, or being under the influence of alcoholic beverages or illegal drugs by 
employees while in the office, during working hours outside the office, or while on 
agency business, or in an agency vehicle. Any employee or volunteer found 
possessing, selling, consuming, or being under the influence of alcoholic beverages or 
illegal drugs while on duty will be subject to discipline, up to and including termination. 

Any employee or volunteer who is using prescription or over-the-counter drugs that may 
impair the employee’s ability to safely perform the job, or affect the safety or well being 
of others, must notify a supervisor of such use immediately before starting or resuming 
work while under the influence of such prescription or over-the-counter drugs. 

Smoking and using e-cigarettes are not allowed in any parts of the workplace, including 
all indoor areas and company-owned vehicles.  E-cigarettes include e-hookahs, e-
cigars, vape pens and similar products. In addition, Life Circle prohibits the use of 
tobacco and e-cigarettes outdoors, within twenty-five (25) feet of its facility. 
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7. Vehicle Fleet 

a) Update in BlackCat 
Life Circle does not currently own any vehicles that are used for organizational 
business.  If our application is successful, we will enter the vehicle information in the 
Black Cat system.  Any documentation pertaining to extraordinary repair, recalls or 
accidents will also be reported. 
 
b) Preventive maintenance schedule 
The preventive maintenance schedule for the requested van is shown in Appendix G. 
 
c) Pre/post inspection procedures 
 
The van driver will inspect the vehicle prior to each morning shift and again after the 
evening shift has been completed. He/she will complete a hard copy inspection report 
form (See Appendix H) that will be filed by the supervisor in the organization’s 
transportation files.  
 
d) Fleet Replacement Plan for FY22 

 
If our application is successful, we will purchase a new van and have no plans to 
replace it in the next three years, barring extraordinary wear and tear. However, as 
required by the Department of Transportation, we will have a Federal Annual Inspection 
(49 CFR, 396. 17-23) of the vehicle, using a certified auto repair shop, which will make 
recommendations regarding replacement.  
 
8. Accident/Incident Reporting Procedures 
 
a) In case of a vehicle accident or breakdown, the driver is expected to phone his/her 
supervisor and emergency services or police, as necessary. He/she will give a verbal 
report of the incident and promptly complete a written report of the incident that will be 
given to their supervisor within 24 hours. The driver will complete the State of New 
Mexico’s uniform crash report  (See Appendix I) that will be filed by their supervisor in 
the organization’s transportation files. The information will also be documented in the 
corresponding vehicle inventory record in BlackCat and reported to the Insurance 
company. 
 
b) Insurance forms and accident/incident reporting forms will be kept in the vehicle at all 
times.  
 
9. Passenger Conduct Policy 
 
Life Circle’s Passenger Conduct Policy is attached in Appendix J. 
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Appendix A 

Life Circle New Mexico Organizational Chart 
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Appendix B 

Job Description Program Coordinator 
 

The Program Coordinator will have either a bachelor’s or master’s degree with 
experience in the field of Adult Day Services and/or Geriatrics.  This person will 
develop, financially oversee and supervise the Life Circle Adult Day Services Program 
to help ensure that program participants are provided service in a safe and secure 
environment, and that participants are afforded the respect and quality service they 
deserve.   

 

This Member of the Administrative Management Team will supervise the part-time Van 
Driver and in conjunction with the Executive Director will create job descriptions, 
participate in hiring processes and supervise and train staff assigned to her/him.   

 

The nature of this work will be accomplished by a wide array of professional 
responsibilities some of which are listed below:  

Well-developed individual plans of care for each client 

Activity programing that meets the interests and needs of participants 

Nutrition that supports healthy aging 

Encouragement of healthy emotional expressions with other participants, staff and 
volunteers 

Cognitive stimulation that develops interest in living as fully as possible 

Physical strengthening through daily exercise 

Will assess and report on staff satisfaction, training, progress, development and 
encouragement 

Will coordinate, review and approve all staff and volunteer background checks 

Will participate and successfully complete training as required by the New Mexico 
Department of Health, a minimum of 40 hours of training per calendar year 

Will design and manage the successful completion of training of all staff and volunteers 
as required by the New Mexico Department of Health 

Will communicate & reinforce process for receiving, documenting, tracking, 
investigating, and acting on all complaints concerning the center’s privacy policies and 
procedures 
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Will ensure that staff have daily appropriate breaks and lunch times, absences, 
vacation, holidays, etc. 

Will serve as Privacy/Security officer as required by HIPAA 

Will report any suspected incidence of abuse (financial, mental or physical) 

Will work closely with the Finance person and Treasurer to ensure that all financial 
transactions are recorded and are in line with Life Circle’s financial policies. 

Will be certified with a 40-hour training via Relias before being placed in service of the 
clients. They will also participate in any on-going education related to working with 
seniors and caregivers that both Life Circle and other agencies provide. 

Will participate in end of the day staff case reviews 

Will ensure that training, emergency and maintenance processes are created, 
implemented and sustained daily for Agency Van. 
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Appendix C 

Job Description – Finance Manager 
 

 

Finance Manager:  

The Finance Manager will have a bachelor's degree in accounting or finance with 
knowledge of Quick Books and other fund-raising software 

Ensure that the General Ledger is correct and up to date 

Oversee cash and investment management 

Prepare Payroll and pay bills 

Develop and monitor program and annual budgets indicating restricted and unrestricted 
monies as well as donations. 

Ensure all financial operations comply with federal and state laws 

Present monthly, quarterly and annual financial statements to executives and board of 
directors 

Coordinate audit and grant report activities 

Bank Reconciliations 

Oversee leases and insurance 

Supervise and educate staff on internal financial protocols and agency policies to 
ensure smooth and ethical day-to-day transactions.	  
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Appendix D 

Life Circle Code of Conduct 

Life Circle New Mexico is a non-profit organization dedicated to providing a coordinated 
program of professional and compassionate services for older adults in the community. 
As a Life Circle employee, consultant, or volunteer, you are subject to the observance of 
the organization’s rules and procedures.  

ScopeThis policy applies to all our employees, consultants, and volunteers, regardless 
of employment agreement or rank. We outline the components of our Code of Conduct 
below: 

Respect in the workplace 
	

All individuals should show respect for clients, staff and volunteers of the organization. 
Any kind of discriminatory behavior, harassment or victimization is not allowed.  

Protection of Company Property 
	

All individuals should treat Life Circle’s property, whether material or intangible, with 
respect and care. Equipment should not be misused or used frivolously. 

Professionalism 
	

All individuals must show integrity and professionalism in the workplace. 

Corruption 

Individuals are discouraged from accepting gifts from clients. Briberies for the benefit of 
any external or internal party are prohibited. 

Job duties and authority 

All individuals should fulfill their duties with integrity and respect. Supervisors shall not 
abuse their authority.  

Conflict of interest 
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Individuals are expected to avoid any personal, financial or other interests that might 
hinder their capability or willingness to perform their duties. 

Collaboration 

Individuals should be friendly and collaborative. They should try not to disrupt the 
workplace or present obstacles to their colleagues’ work. 

Disciplinary actions 

Life Circle New Mexico may have to take disciplinary action against any individual who 
repeatedly or intentionally fails to follow our code of conduct. We may take legal action 
in cases of corruption, theft, embezzlement or other unlawful behavior. Disciplinary 
actions will vary depending on the violation. Possible consequences include demotion, 
reprimand, or termination. 
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Appendix E 

Van driver job description 
Job details 

Salary $15 an hour 

Part-time (up to 20 hours/week) 

 
POSITION SUMMARY: This position is responsible for providing transportation for 
elderly clients from their homes throughout Santa Fe County to the Life Circle Adult Day 
Service facility in Santa Fe, NM. Responsibilities include collaborating with the Project 
Coordinator to schedule clients, establishing and maintaining a positive working 
relationship with passengers and their families and accurate reporting of daily trips, 
including mileage, gas/oil.  

 

REQUIREMENTS: 

High school diploma or general education degree (GED). 

Must be 21 years of age or older (due to insurance requirements) 

Knowledge of service area preferred. 

Bilingual (Spanish / English) preferred. 

Must have mobility and flexibility as to ensure safety and well-being of individuals 
serviced (i.e. lifting, climbing stairs, etc.). 

Experience interacting with physically and/or mentally impaired individuals and/or senior 
citizens preferred. 

Have or be able to obtain First Aid and Basic life support/CPR certifications within 30 
days of hire. (Cost for this certification will be covered by Life Circle New Mexico).  

SCREENING REQUIREMENTS: 
 
This position requires successful completion of a Criminal Records Check. 

 
DRIVING REQUIREMENTS: 

Must possess and maintain a valid Driver's License. 

Must provide a current motor vehicle record. 



	 13	

Must submit to a motor vehicle record check on an as needed basis and must maintain 
a satisfactory driving record.  

May be required to undergo periodic drug and alcohol testing. 

Will be required to complete transportation related trainings, including vehicle 
maintenance inspection and passenger safety, including the safe operation of a wheel 
chair lift 

 

 

 

--Life	Circle	New	Mexico	is	an	Equal	opportunity	employer	and	does	not	discriminate	on	the	basis	of	gender,	religion,	sexual	
orientation,	disability	or	veterans’	status.	
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Appendix F 
 

Life Circle Code of Conduct for Drivers 
 

To ensure the welfare and safety of our elderly clients, you must follow this guidance:  
 
Keep your vehicle roadworthy and clean.  
Keep your vehicle at a comfortable temperature for your passengers.  
Drive by the rules in the Highway Code.  
Drive at a speed appropriate to the conditions.  
Drive in a way that is comfortable for your passengers.  
Take care when reversing and use audible reversing warning device if available.   
Park so that passengers can get out of your vehicle on the pavement side and so that 
they do not need to cross the road.  
Allow passengers to move away from your vehicle before you drive off.  
Carry Life Circle and passenger’s family contact details in your vehicle.  
Carry your cell phone in the vehicle so you can contact your supervisor, emergency 
services, or a passenger’s family member, if necessary. 
 
 
Wear clothing and footwear appropriate for the job. 
Be on time, but if you are running late, contact Life Circle, if possible. 
Only allow authorized passengers in the vehicle. 
Help passengers on and off the vehicle, including helping with their belongings. 
Before you drive off, make sure your passengers are safely secured; sitting in a seat or 
their wheelchair,  
and wearing a seat belt.  
Report any medical problem during the journey to your supervisor or the passenger’s 
family member 
 if dropping off the passenger at home. 
On arrival at the Center, assist passengers out of the vehicle and into the Center. 
If you are concerned about the well being of a passenger, only talk to your supervisor. 
Find out what the medical needs of your passengers are and what to do in an 
emergency. 
 
Do not:  
Work when tired or under the influence of drugs or alcohol. 
Make inappropriate gestures to other road users. 
Administer medication to a passenger. 
Talk to anyone else about passengers or their families’ personal information. 
Leave the vehicle engine running once you have parked. 
Smoke anything, including e-cigarettes, or vapor cigarettes at any time during your shift. 
Use your cell phone to make calls, answer calls, or text, if you are driving. If you need to 
use the cell phone for  
emergency communications pull off the road in a safe place. 
Photograph or film passengers using any device. 
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Do not show passengers pictures, video or online content using your phone or a mobile 
device. 
 
In case of a breakdown or accident : 
Phone your supervisor at Life Circle. 
Phone emergency services and give a verbal report to the police. 
Exchange insurance information if another vehicle is involved. 
Take pictures. 
Complete an accident report form and give it to your supervisor as soon as possible. 
Only allow your passengers to get off the vehicle if staying on would put them in danger. 
Try to get details from any witnesses. 
 
In case of a medical emergency:  
Use your judgment. Either stop and dial 911, administer first aid/CPR, or go straight to 
an Emergency Room, the Center,  
or the passenger’s home, if appropriate.   
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Appendix G 
 

    Preventive Maintenance Schedule 
 
 

Preventive maintenance will be done per the manufacturer’s recommendation as 
follows: 

 
Every 6 Months or 5,000 to 10,000 miles: 

• Oil and filter change 
Service at 20,000 miles: 

• Replace cabin air filter 
• Inspect engine cooling system level, strength, and hoses. 
• Inspect exhaust system and heat shields. 
• Inspect engine air filter, service as required. 
• Inspect front axle and U-joints. Lubricate if equipped with grease 

fittings. 
• Change oil and filter. 
• Inspect steering linkage, ball joints, suspension, tie-rod ends, 

driveshaft, and U-joints. Lubricate if equipped with grease fittings. 
• Inspect the automatic transmission fluid level. 
• Inspect the wheels and related components for abnormal noise, wear, 

looseness or drag. 
• Inspect brake pads, shoes, rotors, drums, brake linings, hoses, and 

parking brake. 
• Perform multi-point inspection. 

 
Service at 40,000 miles: 

• Torque rear axle U-bolts to specification. 
• Inspect engine cooling system level, strength, and hoses. 
• Inspect exhaust system and heat shields. 
• Inspect engine air filter, service as required. 
• Inspect front axle and U-joints. Lubricate if equipped with grease 

fittings. 
• Change oil and filter. 
• Inspect steering linkage, ball joints, suspension, tie-rod ends, 

driveshaft, and U-joints. Lubricate if equipped with grease fittings. 
• Inspect the automatic transmission fluid level. 
• Inspect the wheels and related components for abnormal noise, wear, 

looseness or drag. 
• Inspect brake pads, shoes, rotors, drums, brake linings, hoses, and 

parking brake. 
• Perform multi-point inspection. 
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Appendix H 

Pre-post Driver Inspection Report 
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Appendix I 

Accident Report Form 
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Appendix J 

Life Circle New Mexico Van Passenger Code of Conduct 
 

These rules are in place for the safety and awareness of all passengers that use 
Life Circles’ transportation service. 

 

1. Drinking of non-alcoholic beverages or eating is prohibited, except drinking from a 
container with a lid attached designed to prevent spillage. 

 

2. Drinking alcoholic beverages, or possessing an open container of the same, is strictly 
prohibited. 

 

3. Extending anything out windows or doors of the moving van is strictly prohibited. 

 

4. Passengers must remain seated with seat belts fastened at all times when the van is 
in motion. 

 

5. Smoking is strictly prohibited while in the vehicle and within fifteen feet of the vehicle 
while it is stopped to receive or unload passengers. 

 

6. Littering is prohibited at stops and aboard the vehicle. 

 

7. Use of sound producing equipment without headphones, such as; iPods, radios, 
beepers and mobile phones, is prohibited. 

 

8. Interfering with the provision of safe transportation services is prohibited. 

 

9. Loud, unruly behavior and unwelcome physical or verbal contact with other 
passengers are prohibited. 
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10. Defacing, destroying, or vandalizing transit property is prohibited. 

 

11. Failure to follow directions from the bus driver may lead to disqualification of 
privilege(s) to ride for the day. 

 

12. Bringing onto transit property odors which unreasonably disturb others or interfere 
with their use of the transit system -- whether odors arise from one’s person, clothes, 
articles, accompanying service animal or any other source -- is prohibited and you will 
be asked to vacate the bus or transit facility. 

 

13. Passengers are expected to be ready for boarding the van within five minutes of 
their expected boarding time.   

 

Thank you for your cooperation! 

 




