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2025 Request for Proposal 
St. Johns County Council on Aging, Inc. 

St. Johns County Community Transportation Coordinator (CTC) 
Transportation Disadvantaged Program 

 
 

D. REQUIRED PROPOSAL CONTENTS - COMMUNITY TRANSPORTATION COORDINATOR 
 

Address each area discussed below in the order and format presented. Where appropriate 
and/or required, provide relevant examples of reports, specifications, or other support 
material. 

 
1. Experience and ability to coordinate transportation services. 

 
a. Provide a plan describing how the CTC will coordinate and deliver coordinated 
transportation services to meet the needs of the transportation disadvantaged population in 
St. Johns County. This plan shall address the needs identified in theTDSP. 

 

As the current CTC, the St. Johns County Council on Aging (COA) coordinates and delivers 

transportation services to meet the needs of the transportation disadvantaged population as outlined in 

the St. Johns County Transportation Disadvantaged Service Plan (TDSP). This plan, prepared in 

cooperation with the Northeast Florida Regional Council and the St. Johns County Local 

Coordinating Board, is reviewed, updated and approved annually. We will continue to operate in 

accordance with the TDSP. 

 

As the designated CTC, SJCCOA works diligently to develop and maintain an efficient, cost effective 

and reliable transportation system that meets the needs of the county’s transportation disadvantaged 

population. This is evident by a continual expansion of the coordinated system in the county and an 

organizational commitment to providing excellent service. SJCCOA has an impeccable record of 

delivering high-quality and cost-effective transportation services, accomplished through the 

recruitment and retention of exceptional personnel, a commitment to training and safety, and 

partnering with government entities and trade organizations at the local, state and federal level. A list 

of our experience and accomplishments includes: 

 

• The development and implementation, in partnership with the St. Johns County Board 

of County Commissioners, of the Sunshine Bus Company. This deviated fixed-route 

system serves as the county’s public transportation system and has grown from 57,000 

trips in 2004 to 86,000 in 2025. 

• Secured supplemental county funding to augment the CTD funding, ensuring that no 

qualifying trips are denied due to insufficient funding. 

• Community Transportation Coordinator for St. Johns County since 1983. Provided 

86,686 deviated fixed route trips and 41,934 paratransit trips in 2025. 

• Seven (7) successful FTA Triennial Reviews since 2003. 

• Recipient of the Florida Commission for the Transportation Disadvantaged Community 

Transportation Coordinator of the Year. 

• Recipient of the Florida Commission for the Transportation Disadvantaged Safety 

Award of the Year. 

• Recipient of the Federal Transit Administration (FTA) Administrator’s Award for 

Outstanding Service in Rural Public Transportation. 
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• Recipient of the North Florida Regional Council Regional Award Regional Award for 

Excellence in Transportation. 

• Recipient of the Community Transportation Association of America (CTAA) 

Community Transportation System of the Year award. 

• Recipient of STAR Awards for Senior Transportation Services presented by the 

Beverly Foundation. 

• Recipient of the Florida Public Transportation Association (FPTA) Bus Safety Award. 

 

b. Describe the agency/firm’s experience with developing a Memorandum of Agreement and 
Service Plan. 

 

As the St. Johns County CTC since 1983, the COA has 42 years of experience in the development of 

and operation under a Transportation Disadvantaged Service Plan (TDSP). As stated above, the COA 

coordinates and delivers transportation services to meet the needs of the transportation disadvantaged 

population as outlined in the St. Johns County TDSP. As the current CTC, the COA has entered into 

an MOA with the CTD for the provision of transportation disadvantaged services. A copy of the 

current MOA between the CTD and the COA is included as Exhibit A. 
 

c. Describe agency/firm's accounting, invoicing and reporting procedures that are to be used 
to meet the reporting requirements of the Annual Operating Report to the Commission for the 
Transportation Disadvantaged, and monthly and operating invoicing required by the LCB and 
the NEFRC. 

 

St. Johns County Council on Aging, Inc. maintains accounting systems and methods on a 

full accrual basis that meet generally accepted accounting principles (GAAP). Effective 

internal procedures and controls are utilized in all financial management areas. Entries 

into the General Ledger and subsidiary ledgers originate from the source documents. All of 

the records are retained in accordance with Florida Statutes and other applicable sources 

 

It is the corporate policy to acquire, manage, expend, and report all corporate funds in a manner that 

is in keeping with all public laws, and in accordance with generally accepted accounting principles 

including the reporting requirements of the Annual Operating Report to the Commission for the 

Transportation Disadvantaged, and monthly and operating invoicing required by the LCB and the 

NEFRC 
 

d. Describe the procedure used from the time a call requesting a trip is received by the CTC 
through reconciliation of billing. This shall include, but not be limited to, handling of call, 
operator assignment, establishing driver routing sheets, recording actual trips provided by 
agency and preparation of an agency invoice. Indicate the computer software that will be used 
to perform these tasks and provide examples of manifests, invoices, etc. 

 

One (1) of two (2) Customer Service Representatives receives, in random order, calls requesting trips. 

Reservations may be made Monday through Friday between the hours of 7:30 am and 4:30 pm. Trip 

reservations may be made up to seven days in advance of the appointment; however, it is requested 

that next day service reservations be made by noon the day prior to the appointment. The Customer 

Service Representative makes the trip reservation using Trapeze routing and scheduling software and 

schedules the trip by geographic areas and service times. The customer is given an estimated pick-up 

and drop-off time and asked to be ready within the agency’s established pick-up window. 
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A Scheduler then reviews the reservations for the next day, makes necessary adjustments to ensure 

timely service and generates the route manifests which are placed on mobile tablets, for the next day’s 

service.  The manifests are retrieved by the assigned drivers the next morning via their assigned 

mobile tablet, who in turn performs the route, noting exact pick-up, drop-off and fares received for 

each rider directly on the tablet. No-shows and cancellations are also noted within the routing 

software. At the end of their shift, drivers submit fares collected to the dispatcher on duty. The data 

collected via the Trapeze software is used by office staff to record information from the trips and 

collect necessary data for compliance reporting and billing purposes. A Billing Coordinator then 

prepares necessary reports and invoices to be submitted to the CTD for Transportation Disadvantaged 

trips, as well as invoices to private entities such as hospitals and nursing homes. 

A sample manifest, and a TD invoice, are included as Exhibit B. 

 
e. Describe the agency/firm’s program for sensitivity training of administrative, office and call 
in-take personnel. Also, describe key personnel’s familiarity with purchasing agencies’ 
program requirements. 

 

The COA is deeply committed to providing exceptional customer service to all of our customers and as 

such offers thorough training to all personnel in the areas of sensitivity and dealing with disabled and 

elderly individuals. A private consultant is periodically brought in by the COA to administer training 

in this area, and staff attend training and seminars when offered. Our office personnel and drivers 

complete the “Customer Driven Service; Your Keys to proving Exceptional Customer Experiences in 

Transit” training upon hire. This training is produced by the National Rural Transit Assistance 

Program (RTAP) and reviewed annually. This training module consists of four units; The Keys to 

Customer Service…The Big Picture; Customer Service in Action…Creating A Culture of Customer 

Service; Taking Care of Your Customers; and Customer Service Breakdowns. Great emphasis is 

placed on understanding people with disabilities. 

 

Furthermore, as the CTC for St. Johns County since 1983, our staff has a thorough knowledge of the 

CTD program requirements, including Florida Chapter 427, Florida Administrative Code (FAC) 

Chapter 14-90.. 

 
f. Describe how the agency/firm has satisfied and will continue to satisfy provisions of 
Section 504 of the Rehabilitation Act, the Americans with Disabilities Act, and other applicable 
federal, state and local requirements governing handicapped accessibility. 

 

The COA is in full and measurable compliance with all applicable federal, state and local 

requirements governing handicapped accessibility, including Section 504 of the Rehabilitation Act and 

the American with Disabilities Act. Our facilities, fleet and policies meet all accessibility 

requirements, as evidenced by successful annual evaluations by the Northeast Florida Regional 

Council acting as St. Johns County’s Designated Official Planning Agency (DOPA), oversight from 

FDOT and seven (7) successful Federal Transit Administration (FTA)Triennial Reviews. 
 

g. Describe the agency/firm’s specific experience in coordinating multi-agency transportation 
needs, documentation of reduced trip cost resulting from coordination, ability to apply for 
transportation grants and contracts and efficiently manage the contracts and accounting 
procedures to document individual trips and agency costs. 

 

The St. Johns County Council on Aging (COA) has been coordinating the transportation needs of St. 

Johns County residents for more than 40 years. In 1999 the COA established a deviated fixed route 
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service, known as the Sunshine Bus Company, to offer greater mobility options and relieve the strain 

on the limited-funded paratransit system. This Sunshine Bus Company has grown to a monthly 

ridership of more than 7,000 since its inception, resulting in an actual decrease in the more expensive 

paratransit trips. Our geographically driven, multi-loading routing system, coupled with the 

availability of the Sunshine Bus Company, ensures that the transportation services are delivered in the 

most efficient, cost-effective manner. 

 

Each year the COA successfully applies for and manages 5311 and 5310 funding through the Florida 

Department of Transportation (FDOT), and Transportation Disadvantaged funding through the 

Florida Commission for the Transportation Disadvantaged (CTD). Additionally, St. Johns County, as 

a Small Urban area, receives and successfully manages formula 5307 funding for both capital and 

operating purposes. Finally, the St Johns County Council on Aging has successfully applied for 

several 5309 grants, resulting in rolling stock replenishment and funds to construct a new transit 

facility. In summary, this agency has managed and administered many Federal, State and Local 

grants, including documenting individual trips and agency costs. The COA has served as the 

Community Transportation Coordinator (CTC) provider in St. Johns County since October 1983, thus 

providing 42 years of experience in the ability to apply for transportation grants and contracts and 

efficiently manage the contracts and accounting procedures to document individual trips and agency 

costs. 

 
 

h. Describe the agency/firm’s specific experience in coordinating multi-agency resources, 
including ability to: negotiate school bus use; coordinate with public transit systems; 
subcontract with private sector operators; and work with governmental agencies to maximize 
use of agency resources and improve coordinated transportation for the transportation 
disadvantaged. 

 
Since 1983, St. Johns County Council on Aging (COA) has been designated as the Community 

Transportation Coordinator, effectively partnering with the St. Johns County Board of Commissioners 

(BCC) and the Florida State Commission for the Transportation Disadvantaged. From a small 2 van 

‘fleet’ to the present 36-vehicle fleet, the COA has proactively worked to keep the purpose and 

priorities of transportation dependent residents as its core mission. 

The three S’s provide the framework for our philosophy: Safety, Service, Schedule. Our well-trained 

driver’s corps demonstrate on a daily basis a high level of commitment to the needs of the people we 

serve. Recognizing the constraints of the paratransit paradigm, COA established a fixed route with 

deviation service, known as the Sunshine Bus Company, in 1999. The 2-pronged approach—both 

paratransit and fixed route—offer exceptional mobility options for the community. 

In partnership with the St. Johns County BCC and with funds from the Federal Transit Administration, 

COA moved into a new transit facility in October 2010. The center continues to provide a greatly 

appreciated location for continuing optimum delivery of services. Maintaining a quality fleet is 

essential in delivering high quality service. 

 

i. Submit a signed statement certifying that the agency/firm is not on the state or federal list of 
ineligible or disbarred contractors. 

 

Included as Exhibit C 
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j. Submit a signed statement certifying that the agency/firm is a Drug-Free Workplace in 
accordance with Florida Statutes section 287.087 (see Appendix 2). 

 

Included as Exhibit D 

 

2. Quality Assurance. The CTC will be responsible for developing a program to ensure that 
the coordinated system provides high quality of service for its users. 

 

a. Describe the quality assurance plan for the CTC and any contracted operators and 
coordination contractors. 

 

In addition to adhering to the quality assurance mandates put forth in legislation governing transit 

service delivery, including F.A.C Chapter 14-90, Florida Statutes Chapter 427 and Florida 

Administrative Code Rule 41-2, the COA developed an internal quality assurance program called 

QSAP (Quality Safety Assurance Program). This program monitors four (4) key components; Vehicle 

Inspections, Passenger Restraint Compliance, On-road Driving Compliance and Cleanliness of 

Vehicles. The program is based on an individual and team award system and has a corrective action 

component. Additionally, the COA has previously served on the statewide Medicaid Quality 

Improvement (QI) Team, headed by the CTD, as a Subcontractor Transportation Provider (STP) 

representative. A copy of the COA’s QSAP Program is included as Exhibit E. 
 

b. Describe the procedure for providing customer service. Describe how the following will be 
monitored and reported: complaints/commendations; no-shows; cancellations; and trip 
denials. 

 

High-quality customer service is paramount to the culture of our agency. All staff are trained to 

deliver exceptional customer service to both our internal and external customers. As we value 

customer feedback greatly, our team is readily accessible to our riders and the public. Complaints and 

commendations are received via phone, email, standard mail and in person. A log is kept with the 

nature of the complaint/commendation, contact information, and resolution if necessary.  No shows 

and cancellations are tracked by Customer Serviced Representatives, Dispatchers and Drivers. Trip 

denials are extremely rare. Our practice is to provide all eligible trips. To this end, we enlisted our 

county government to provide supplemental funds to augment the CTD funds. 
 

c. Describe vehicle maintenance schedules for daily checks, weekly and monthly checks, and 
scheduled preventative maintenance schedules. Demonstrate adherence to schedules. 

 
The function of the maintenance plan is to provide a consistent systematic program to properly 
maintain and service vehicles to meet or exceed the manufacturer’s recommended maintenance 
schedule. The COA vehicle maintenance program ensures that all buses operated, and all parts and 
accessories on such buses, including those specified in Rule 14-90.007, F.A.C., and any additional 
parts and accessories which may affect safety of operation, including frame and frame assemblies, 
suspension systems, axles and attaching parts, wheels and rims, and steering systems, are regularly 
and systematically inspected, maintained, and lubricated to standards that meet or exceed the bus 
manufacturer’s recommendations and requirements. COA’s Fleet Maintenance Coordinator, in 
cooperation with the management team, is responsible for ensuring that a Maintenance Plan 
consistent with 14-90 has been developed and implemented by the agency and that all vehicles 
operated regularly and systematically inspected, maintained, and lubricated according to the agency’s 
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Maintenance Plan (includes vehicle and building maintenance) and Preventative Maintenance 
Guidelines. 

 

Daily Vehicle Inspections (DVI) 
Drivers are required to perform daily vehicle inspections prior to operating their assigned vehicle, 
during routes, and after all route schedules are completed. The pre-trip/post-trip inspection includes 
an inspection of the following parts and devices to ascertain that they are in safe condition and in 
good working order: 
•Service brakes 
•Parking brakes 
•Tires and wheels 
•Steering 
•Horn 
•Lighting devices 

•Windshield wipers 
•Rear vision mirrors 
•Passenger doors 
•Exhaust system 
•Equipment for transporting wheelchairs 
•Safety, security, and emergency equipment 

 

During the scheduled trips and at the end of the day, the operator will note any additional findings and 
submit the daily vehicle inspection forms. The daily vehicle inspection forms must be complete with 
the operator’s signature and a check in each box to document that the items are “OK” or if there is a 
defect. All defects are further noted on the defect form. If the driver finds any mechanical or other 
problems that could compromise the safety of the vehicle at any point, the drivers will immediately 
inform the Fleet Maintenance Coordinator or Fleet Mechanic, and the vehicle will not be scheduled for 
use until repaired. Failure to report deficiencies by drivers will result in disciplinary action. 

 
The Fleet Maintenance Coordinator or Fleet Mechanic will review the daily inspections and document 
the corrective actions taken as a result of any deficiencies identified by the operator. The 
management team will also periodically conduct vehicle inspections behind the drivers who have 
completed the vehicle inspections to ensure that the daily vehicle inspections are adequately 
performed. Once defects are noted they will be prioritized and sorted into categories for repairs. Once 
a defect is noted on the inspection form and repaired, the documentation will be attached to the 
work/repair order and filed in the maintenance files. 

 
Preventive Maintenance 

Each vehicle will have a written record documenting preventive maintenance, regular maintenance, 
inspections, lubrication and repairs performed. Such records will be maintained for at least four years 
and include, at a minimum, the following information: 
•Identification of the bus, the make, model, and license number or other means of positive 
identification and ownership 
•Date, mileage, description, and each type of inspection, maintenance, lubrication, or repair performed 
•If not owned by COA, the name of any person furnishing a bus 
•The name and address of any entity or contractor performing an inspection, maintenance, lubrication, 
or repair 

 
For tracking purposes, a maintenance log will contain vehicle ID, make and type of vehicle, year, 
model, special equipment, inspections, maintenance and lubrication intervals, and date or mileage 
when services are due. 

 
Bus Safety Inspections 
Safety inspections are part of the maintenance inspections and are performed at least once every 
year on all buses operated by COA and contracted service providers. The management team is 
responsible for ensuring that each individual performing a bus safety inspection is qualified as follows: 
•Understands the requirements set forth in Rule 14-90 and can identify defective components. 
•Is knowledgeable of and has mastered the methods, procedures, tools, and equipment used when 
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performing an inspection. 
•Has at least one year of training and/or experience as a mechanic or inspector in a vehicle 
maintenance program and has sufficient general knowledge of buses owned and operated by the bus 
transit system to recognize deficiencies or mechanical defects. 

 

Each bus receiving a safety inspection shall be checked for compliance with the requirements for 
safety devices and equipment as referenced or specified by Rule 14-90. Specific operable equipment 
and devices as required by Rule 14-90 include the following as applicable to Type I and II buses: 

 

•Horn 
•Windshield wipers 
•Mirrors 
•Wiring and batteries 
•Service and parking brakes 
•Warning devices 
•Directional signals 
•Hazard warning signals 
•Lighting systems and signaling devices 
•Handrails and stanchions 

•Standee line and warning 

•Doors and brake interlock devices 
• Stepwells and flooring 
•Emergency exits 
•Tires and wheels 
•Suspension system 
•Steering system 
•Exhaust system 
•Seat belts 
•Safety equipment 
• Equipment for transporting wheelchairs 

•Working speedometer 
 

A safety inspection report will be prepared by the individual(s) performing the inspection and will 
include the following: 
•Identification of the individual(s) performing the inspection 
•Identification of the bus transit system operating the bus 
•The date of the inspection 
•Identification of the bus inspected 
•Identification of the equipment and devices inspected including the identification of equipment and 
devices found deficient or defective 
•Identification of corrective action(s) for any deficient or defective items found and date(s) of 
completion of corrective action(s) 

 
Records of annual safety inspections and documentation of any required corrective actions will be 
retained for a minimum of four years for compliance review. 

 

Each vehicle has a written record documenting preventive maintenance, regular maintenance, 

inspections, lubrication and repairs performed. These records are maintained for the life of the vehicle 

and include the following information: 

 

• Identification of the vehicle, including make, model, license number or other means of positive 

identification and ownership; 

• Date, mileage, and description of each inspection, maintenance, repair or lubrication 

performed; 

• If not owned by the transit agency, the name of the person or company furnishing service with 

this vehicle; and 

• The name and address of any business firm performing an inspection, maintenance, lubrication 

or repair. 

 

A copy of the COA’s Maintenance Plan, and inspection sheets are included as Exhibit F. 

 

d. The CTC will be required to obtain input from the users of the system. Describe your plan to 
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achieve this, and how this input will be used. 
 

The COA obtains input from users of the system on a daily basis via interface with management, 

customer service representatives and drivers. Formal input is gathered annually within the CTD 

Annual Evaluation process conducted by the Northeast Florida Regional Council. Additionally, input 

is gathered annually as part of the system’s Transportation Development Plan (TDP) update. This 

input is used to monitor the efficiency and quality of our transportation services. 
 

e. Provide a statement of your agency/firm’s or organization’s philosophy on balancing the 
cost of transportation services with the need to maintain a sufficient number of stable, well- 
trained drivers with the constraints of funding. 

 

Mission drives our efforts, not just money. As such, we create multiple partnerships within the 

community to achieve the objectives of mobility options. We are prudent cost controllers and even 

have an incentive program in place to reward employees for money saving ideas. We hold the 

aspiration to never deny a trip and have garnered the support of the BCC in providing funds to keep 

that promise. We prize our efforts to coordinate with multiple entities. We view ourselves as a 

community asset and diligently work to merit this appellation. A little slogan best typifies our 

philosophy: Good, better, best; we’ll never rest until the good is better and the better is best. 

 
3. Management Resources 

 
a. Provide the agency/firm organizational structure. 

 

A current COA organizational chart is included as Exhibit G. 
 

b. Provide the resume of the proposed resident manager. 
 

Resume of Executive Director is included as Exhibit H. 
 

c. Describe the required personnel and the general job descriptions necessary to coordinate 
the transportation disadvantaged services. 

 

The COA is led by the Executive Director, with oversight responsibilities for all agency programs and 

services, including transportation. The Transportation Department consists of the Director of 

Transportation Services, Paratransit Transportation Manager, Operations Manager, Customer 

Service Manager, two (2) Customer Service Representatives, Dispatcher, Road Supervisor/ Safety 

Coordinator, Billing Coordinator, Maintenance Coordinator and approximately 52 drivers, the 

majority of which are part-time. Job Descriptions for key positions are included as Exhibit I. 
 

d. Provide current contact information for at least three (3) references for the agency/firm and 
three (3) references for the proposed resident manager. 

 

Agency References: 
 

Joy Q. Andrews 

County Administrator 

Saint Johns County 

Saint Augustine, FL 

904-209-0562 
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jqandrews@sjcfl.us 
 

Robert A. Hardwick 

Sheriff 

Saint Johns County 

Saint Augustine, FL 

904-824-8304 

rhardwick@sjso.org 
 

Cyndi Stevenson 

Florida House of Representatives 2015-2024 

St. Johns County Commissioner 2004-2015 

904-631-7007 (cell) 
cyndistevenson1@gmail.com 

 

Judson Sapp 

Speaker Perez 

Florida House of Representatives, District 20 

(850) 717-5020 

judson.sapp@flhouse.gov 
 

Executive Director References: 
 

Frank Martire 

Founder and Chief Executive 

Bridgeport Partners 

Ponte Vedra Beach, FL 

414-573-2300 

frm@bgptpartners.com 
 

Sherry Magill 

President & CEO, retired 

Jessie Ball duPont Fund 

Jacksonville, FL 

904-304-8446 

sherrymagill@mac.com 
 

Marueen Mercho 
Chief Executive Officer 

MOSH – Museum of Science and History 

Jacksonville, FL 

317-748-7724 

merchom@gmail.com 

mailto:jqandrews@sjcfl.us
mailto:rhardwick@sjso.org
mailto:cyndistevenson1@gmail.com
mailto:judson.sapp@flhouse.gov
mailto:frm@bgptpartners.com
mailto:sherrymagill@mac.com
mailto:merchom@gmail.com
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4. Transportation Operations 
 
a. How do you intend to provide coordinated services? 

   Full brokerage 
   Partial brokerage 
_X_ Coordinator/Operator 

 

b. Describe the process for procuring and contracting with operators, if applicable. 
 

COA intends to continue providing coordinated services as a Coordinator/Operator. 

At this time, we are a sole source. Should contracting with other operators be required we would use 

the Coordination Agreement developed by the Florida Commission for the Transportation 

Disadvantaged. 

 
c. Describe how your agency/firm will comply with federal and state laws or Commission 
policies relating to alcohol and drug testing and drug education to maintain a drug-free 
workplace. 

 

The COA has established a Zero Tolerance Substance Abuse Policy Statement in accordance with 49 

C.F.R. Part 32 and a substance abuse management and testing program in accordance with 

49 C.F.R. Parts 40 and 655, most recently adopted on June 19, 2023. The Transportation Manager, 

acting as the Substance Abuse Program Manager, is responsible for ensuring the implementation of a 

drug and alcohol testing program for all safety-sensitive employees as identified and described with in 

the subject policy. The intent of the policy is to: 

• Assure that employees are not impaired in their ability to perform assigned duties in a safe, 

productive and healthy manner; 

• Create a workplace environment free from the diverse effects of drug and alcohol abuse or 

misuse; 

• Prohibit unlawful manufacture, distribution, dispensing, possession, or use of controlled 

substances; and 

• Encourage employees to seek professional assistance when substance abuse adversely affects 

their ability to perform their assigned duties. 

 

A copy of the COA’s Substance Abuse Policy is included as Exhibit J. 
 

d. Describe the criteria and processes used to evaluate employees’ performance, including 
drivers, employment procedures, EEO Policy, DBE Policy, personnel training procedures, 
personnel discipline procedures, and termination policies. 

 

It is the policy of the COA to recruit and hire individuals who are qualified or trainable for 

employment as determined by standards of education, experience, aptitude and character. The COA is 

an Equal Opportunity Employer. All decisions regarding selection and placement of employees are 

made solely on the basis of job-related criteria. The COA does not and will not discriminate against 

any individual, nor will it limit, segregate or classify employees in any way to deprive any individual 

employee of employment opportunities because of race, color, religion, age, sex, national origin, 

marital status, handicap and/or veteran status. It is the intent of the COA to hire only legally 

authorized workers. Older workers are encouraged to apply. The COA is an Equal Opportunity 

Employer and selects the best matched individual for the job based on merit, education, experience 

and/or job-related qualifications. 
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Initial staff development training is provided through COA orientation and in-service training. 

Opportunities for continued staff development are afforded through a provision of qualified 

supervision and consultation with immediate and other agency supervisors, provision of professional 

literature, regular planned staff meetings for discussion of agency programs, problems and methods, 

and administrative leave to attend meetings, conferences and institutions related to the professional job. 

 

Performance evaluations are conducted for every employee on a standardized COA evaluation form. The 

employee’s immediate supervisor completes employee evaluations. All employee performance evaluations 

will be conducted, at a minimum, at the end of an employee's 90-day probation/orientation period; at the 

end of an employee's conditional period; and annually for all employees. 

 

The supervisor completes an evaluation of the employee, while the employee completes a self-evaluation 

form. When the two evaluations are complete, the employee and supervisor meet in a confidential 

environment to discuss the contents of the evaluation. The employee will be given the opportunity to 

openly express his or her opinion. The employee will then be required to sign the evaluation. This 

signature will not indicate that the employee agrees with the evaluation, only that it has been read and the 

contents understood. A space is provided for employee comments, and each employee is highly 

encouraged to utilize this space and any additional pages that may be needed. The form will be 

maintained in the employee’s personnel file. 

 

Terminations may occur for the following reasons: 

 

1. REDUCTION IN WORKFORCE OR STAFF REORGANIZATION 

 

Staff reduction or staff reorganization may at times be necessary due to the reduction of funds 

from our funding sources. Every consideration will be given to the most recent performance 

evaluations and service records of an employee before making a determination. When a reduction of 

funding results in the elimination of a position, every effort will be made to place that individual 

within the organization. However, it is the policy of the COA to attempt to give, at a minimum, a letter 

from the Executive Director notifying the employee of the anticipated termination at least 14 calendar 

days in advance. 

 

2. UNSATISFACTORY WORK PERFORMANCE 

 

During the initial probation period and for the period of time an employee may be on 

conditional status, all reasonable effort will be made to assist the employee to achieve regular status. 

However, if the employee demonstrates unsatisfactory work performance, the employee may be 

terminated at any time during these qualifying periods. 

 

3. MISCONDUCT 

 

Terminations for misconduct are the result of willful and/or malicious conduct detrimental to 

the COA and/or individuals. Such conduct includes, but is not limited to: theft; insubordination; 

lying; deceit; falsification of facts or omissions of relevant information on application forms or other 

work-related data; conveying confidential information to unauthorized persons; client abuse, 

unauthorized possession of weapons on the job; substance abuse on the job; fighting; gambling; a 

serious violation of the COA personnel policies; or a conviction of a felony. 
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Terminating employees are required to return all COA keys, identification cards, business cards, 

training materials/manuals from COA-paid educational programs, and any other applicable agency 

property prior to being issued their final paycheck. All terminated employees are compensated for 

any earned salary. Only employees who have successfully passed the probation/orientation period 

will be compensated for the unused, accrued, annual leave. Regardless of the date or reason for 

termination, final paychecks are issued on the regularly scheduled payday only. Since every 

imaginable circumstance cannot be anticipated, the above list does not represent an exhaustive list of 

possible misconduct violations. Consequently, other behaviors may also be determined to be 

misconduct. 

 

Employees separated for misconduct may be released without notice. The Executive Director shall 

make determination of separation, after consultation with the employee's immediate supervisor and 

the Human Resources Coordinator. 

 

e. Describe the company training polices and experience relating to sensitivity training in 
transportation of elderly, disabled, and other disadvantaged persons. 

 

As a COA we have a systematic understanding of working with the elderly and the disabled. 

Additionally, there is on-going training to keep these sensitivities sharp. Our county has 6,300 elders 

identified as having Alzheimer’s or other memory disorders and we provide ongoing training with the 

driver corps. Created by the Council on Aging, IMEP™, the Integrative Memory Enhancement 

Program, is designed for use in a classroom setting. IMEP™ is a structured, research-based program 

that integrates the mind, body and brain connections to boost cognitive reserve and minimize the 

progression of memory loss or dementia. Maintaining a light-hearted atmosphere and encouraging 

social interaction and authentic dialogue helps participants feel connected and accepted. For those 

who can’t attend our in-person classes, we also offer IMEP@HOME. Additionally, The Sunshine 

Center, licensed by AHCA #9081, and VA approved, is COA’s therapeutic adult day care center in St. 

Augustine, Florida, offering care for adults with a focus on assisting individuals with memory 

problems. 

 

The Sunshine Center is one of just a handful of centers that are licensed to provide adult day care in 

St. Johns County. Participants here enjoy skilled care, nutritious meals, exercise, socialization, and 

activities all geared toward improving the lives of those dealing with memory loss, brain trauma, 

Alzheimer’s disease, or other forms of dementia. The center also offers much-needed time for 

caregivers. 
 

f. In the event of vehicle breakdown or no-show driver, describe the procedure used to 
operate transportation on time and as scheduled. 

 

The COA maintains back-up vehicles in our fleet. In the event of a vehicle breakdown, a replacement 

vehicle is dispatched to the scene. If necessary to ensure that riders are delivered to appointments on 

time they will be re-assigned to another vehicle in the area. In the event of a no-show driver, either a 

replacement driver will be called in, or the manifest will be split among existing routes. 
 

g. Describe the procedure to monitor in accordance with Chapter 14-90, F.A.C.: 
 

• Driver screening, selection, and training; 

• Sensitivity and first aid training for employees; and 
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• Vehicle safety inspection and maintenance training 
 

COA Transportation Department Management is responsible for ensuring that the following standards 

are met when hiring new drivers: 

• Complete employment application 

• Must possess a valid Florida driving license of appropriate class. 

• Must be 21 years of age. 

• No moving violations, infractions, tickets or citations of any kind 36 months prior to date of 

hire. 

• No infractions, tickets or citations for any of the following within 60 months prior to date of 

hire: 
1. Conviction for an alcohol and/or drug related driving offense 

2. Refusal to submit to a Blood Alcohol Content (BAC) test 

3. Conviction for reckless driving 

4. Leaving the scene of an accident as defined by state laws 

5. Suspension, revocation or administrative restriction of license privileges 

6. Driving with a suspended license 

7. At-fault in a fatal accident 

8. Vehicular homicide 

• Criminal Background check (with local law enforcement and the Florida Department of Law 

Enforcement) and driving records check. 

• Successful completion of pre-employment physical including an eye examination and drug 

screening test. 
• Signed acknowledgement of receipt and agreement to comply with drug-free workplace policy. 

• Signed acknowledgement of receipt and agreement to comply with SSPP. 

• Successful completion of required orientation, training and testing to demonstrate and ensure 

adequate skills and capabilities to safely operate each type of bus or bus combination before 

driving on a street or highway unsupervised. 

• Signed acknowledgement of receipt and compliance with the following written operational and 

safety procedures, contained in the Driver Handbook, before driving on a street or highway 

unsupervised: 
1. Communication and handling of unsafe conditions, security threats and emergencies. 

2. Familiarization and operation of safety and emergency equipment, wheelchair lift 

equipment, and restraining devices. 

3. Application and compliance with all federal and state laws, rules and regulations. 

Drivers must also pass a road test and complete a computer-based training and testing program 

covering the following areas before driving unsupervised: 

1. Bus Transit system safety and operational policies and procedures. 

2. Operational bus and equipment inspections. 

3. Bus equipment familiarization. 

4. Basic operations and maneuvering. 

5. Boarding and alighting passengers. 

6. Operation of wheelchair lift and other special equipment. 

7. Defensive driving. 

8. Passenger relations, assistance and securement. 

9. Handling of emergencies and security threats. 

10. Security and threat awareness. 



ST. JOHNS CTC RFP 2025 14  

11. Driving conditions. 

 

Drivers are trained and required to perform daily vehicle inspections, and provide written 

documentation prior to operating the assigned vehicle. The pre-trip inspection includes an inspection 

of the following parts: 

• Service brakes 

• Parking brakes 

• Tires and wheels 

• Steering 

• Horn 

• Lighting devices 

• Windshield wipers 

• Rear vision mirrors 

• Exhaust System 

• Fluids 

• Equipment for transporting wheelchairs 

• Safety, security, and emergency equipment 

 

As stated, policy in the St. Johns County Transportation Disadvantaged Service Plan, drivers are 

trained in CPR and Basic First Aid on a strictly voluntary basis only and are not required to 

administer CPR/First Aid in any circumstance. 

 

A copy of the Driver Handbook, driver training record and road test evaluation are included as 

Exhibit K. 

 
5. Financial Capacity to Undertake Project 

 
a. Provide a description of agency/firm’s assets, financial and capital, and include the latest 
financial audit of the agency/firm prepared by an independent auditor or Certified Public 
Accountant (CPA). If your agency/firm is not required to conduct an audit, please state the 
reason an audit is not required and provide financials prepared by an independent accountant 
or accounting agency. 

 

Good judgment requires that resources be utilized to the fullest extent possible to provide 

the services needed to the residents of our planning and service area. These resources are 

a balanced mixture of people, equipment, facilities, and money. It is the St. Johns County 

Council on Aging, Inc's responsibility to ensure that the expenditure of these resources 

responds to the needs in a. balanced manner. 

 

St. Johns County Council on Aging, Inc. arranges for an annual financial and compliance 

audit to be conducted by an independent Certified Public Accountant. The audit will be 

conducted for the purpose of expressing an unqualified opinion on the financial statements 

and will include a management review letter that contains comments on internal control 

and material weaknesses, if any. Audits comport with all Federal and State auditing 

requirements. 

 

A copy of the agency’s most recent audited financial statement is included as Exhibit L. 
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b. Provide proposed fleet (vehicle type, capacity, accessibility, year) at service start up. 
Include a statement concerning the agency/firm’s ability to acquire additional capital 
equipment as may be required to provide this service. 

 

The COA has demonstrated capacity to acquire additional capital equipment via numerous sources, 

including the 5310 and 5339 grant programs. A current vehicle inventory is included as Exhibit M. 
 

c. Because of the payment schedule to the purchasing agencies, the CTC must have a 45-day 
cash reserve based on the estimated proposed annual budget. Document that the reserve will 
be available and will be utilized only in the St. Johns County coordinated system. 

 

St. Johns County Council on Aging, Inc. understands that because of the payment schedule 

to the purchasing agencies, the CTC must have a 45-day cash reserve based on the 

estimated proposed annual budget. The reserve will be available and will be utilized only 

in the St. Johns County coordinated system. 

 

6. Finance Plan and Proposed Rates 
 
a. Provide a detailed proposed annual budget showing expected revenues by source and 
expenditures. The finance plan shall be sufficiently detailed so that a Fully Allocated Cost can 
be determined and shall identify rates to be charged per trip for management services 
inclusive of coordination and operations. Rates must be calculated by the Commission for the 
Transportation Disadvantaged’s Rate Calculation Model. 

A detailed proposed annual budget showing expected revenues by source and expenditures 

is included in the Rate Calculation worksheet as Exhibit N. 

 
7. Understanding of the Request for Proposals 

a. Provide a Transition Plan describing the process and schedule to ensure a smooth 
changeover. Each activity listed in the Transition Plan must include a description of the task, 
a scheduled start date, and a scheduled completion date. Indicate the capital resources and 
time required for initiating the start-up, effective July 1, 2026. 

 

As the current CTC for St. Johns County, no transition plan is required. 
 

b. Identify any obstacles that would prevent the CTC from performing its responsibilities in the 
most cost-efficient and effective manner. 

 

St. Johns County Council on Aging, Inc. does not foresee any obstacles that would prevent the CTC 

from performing its responsibilities in the most cost-efficient and effective manner. COA has a long 

and distinguished record of service to the people of St. Johns County. As CTC we embody the spirit of 

'community transportation coordinator' by continually seeking to improve mobility options. We have 

built multiple partnerships throughout the county and the region. We have successfully created a well- 

coordinated system which operates in a fiscally sound manner. Our role as a valued community asset 

is well established. 
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