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Vanpool 
Guidebook

a program since 1975



Emergency: 911
RideArrangers Vanpool 
  Service Regional Coordinator 303-480-6755
Colorado State Patrol Road Conditions: 303-639-1111 or 

www.cotrip.org
Guaranteed Ride Home Coordinator 303-480-6745

303-458-POOL
www.drcog.org/ridearrangers

a program since 1975

Contact Information



Full-size vans and 
minivans carry more 
passengers than a single-
occupant car, resulting in 
fewer cars on the road. 
That translates into 
decreased traffic and 
improved air quality. A full-
size van, traveling 
approximately 43 miles per 
day, saves 2.85 tons of 
pollution.

Welcome

This guidebook has been designed to address the needs 
of vanpool drivers and passengers, and provide an 
overview of the program for potential participants. By 
joining a vanpool you will save money on gas and 
vehicle maintenance costs, reduce the stress of 
commuting alone and create new friendships with your 
fellow vanpoolers.

The Denver Regional Council of Governments' 
RideArrangers program, in partnership with RTD, has 
served commuters with safe, well-maintained vans since 
1975. If you have further questions, ask a driver or call 
the RideArrangers Vanpool service regional coordinator 
at 303-480-6755.

What is the RideArrangers Vanpool Service?

The RideArrangers Vanpool service is a cooperative 
effort of the RideArrangers program of the Denver 
Regional Council of Governments (DRCOG) and the 
Regional Transportation District (RTD). The service 
works with employers throughout the Denver metro area 
to provide vans and support for vanpools.

The RideArrangers Vanpool service regional 
coordinator handles administration, coordination and 
promotion for the vanpool 
program. The 
coordinator's phone 
number is listed on the 
inside cover of the 
guidebook.



Why Use a Vanpool to Get to Work?

A vanpool is a group of four to 15 people who usually 
live in the same area, work roughly the same hours near 
the same location, and get to and from work in a van 
that's used only for their commute. They pay a monthly 
fare that covers the costs of the van, fuel, maintenance 
and insurance.

Vanpoolers cite four reasons they use vanpools to 
get to work:

?They want to save money. One out of five 
vanpoolers say they vanpool to save money. By 
sharing the cost of commuting among four to 15 
people, vanpoolers save on gasoline, parking and 
wear-and-tear on their own cars. Additionally, 
vanpoolers may qualify for tax benefits or other 
subsidies.

?They want to drive less and conserve 
resources. Most people drive every day to work, to 
run errands, to socialize, and to take their kids to 
school and after-school events. Another third of 
vanpoolers say they belong to a vanpool because 
they want to drive less. Companies encourage 
vanpooling to be ecologically responsible and to 
reduce the need for employee parking.

?They want to cut down on stress. Almost one in 
four vanpoolers surveyed say they joined a 
vanpool to reduce the stress caused by driving 
during rush hour. Vanpoolers can visit, doze, read 
the paper or pay their bills while getting to and from 
work.

?They have long commutes. Vanpools save time 
and money for people with one-way commutes of 
about 10 miles or longer. A third of vanpoolers 
surveyed say they belong to a vanpool because 
they have long commutes.
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How Do You Start a Vanpool?

The most basic elements of a vanpool are the driver, the 
passengers and the van.

You need a driver who:

?Meets insurance requirements,

?Is willing to take on the day-to-day management of 
the vanpool, and 

?Will make sure the van stays on schedule.

You need at least three more commuters who:

?Live in the same area,

?Work near the same location, and

?Work similar hours.



Vanpool Responsibilities

Vanpool drivers must have a valid Colorado driver's 
license, a safe driving record, insurance company 
approval and a completed Driver Agreement. 
Subsequent driver history checks may be conducted at 
DRCOG's discretion. Drivers are also responsible for 
collecting fares, van maintenance and safety including 
seatbelt use among passengers, record keeping and 
vanpool program communication with passengers.

Alternate drivers are vanpool passengers who fill in 
when the driver is unavailable due to vacation, jury duty, 
illness, etc. Alternate drivers receive the same screening 
and orientation as drivers. Each vanpool must have at 
least one alternate driver; two are recommended.

Passengers ride in the vanpool and pay a monthly fee, 
as does the driver, based on the van's one-way commute 
mileage.

Driver Orientation

All drivers, including alternate drivers, shall have an 
orientation that includes the review of:

?A safety video which can be viewed online or by 
VHS or DVD

?Safety procedures and daily and weekly vehicle 
inspections

?Emergency and breakdown procedures, and
?Periodic mandatory driver training per insurance 

requirements

Additional classes may be required beyond the initial 
orientation.
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Building Ridership

Here are some ways to recruit passengers for a vanpool:
?Talk with co-workers or neighbors who could 

potentially join your vanpool about the benefits you 
enjoy

?Post a "Riders Wanted" sign in the van window 
(signs are available from RideArrangers)

?Post notices on company bulletin boards
?Advertise in the workplace newsletter or Web site
?Advertise in the classifieds of your local newspaper
?Distribute a memo to fellow employees about your 

vanpool
RideArrangers will also refer potential passengers to 
your vanpool as they make inquiries.

HOV Lanes

High-Occupancy Vehicle (HOV) lanes were built for 
carpools, vanpools and other vehicles carrying one or 
more passengers. Vanpoolers who use them may save 
up to one minute per mile.

Look for HOV lanes on U.S. 36 (the Denver-Boulder 
Turnpike), north Interstate 25 and South Santa Fe Drive.

The lanes are marked with a diamond symbol. 



Vanpool Rules

The following rules apply to all RideArrangers Vanpools. 
Your particular vanpool has or will set up rules 
concerning a route, a schedule, the radio, food and 
drink. Drivers will inform new passengers about any new 
rules specific to their vanpools.

?Van use: RideArrangers vans are for ridesharing 
only. Because of liability, vans cannot be used to 
carry passengers for hire; drive to a ski area; tow 
or push another vehicle; transport church groups, 
scout troops, athletic teams, etc.; or travel beyond 
a 100-mile radius of the driver's residence within 
Colorado state lines.

?Seat belts: The driver and all passengers must 
wear seat belts whenever the van is moving.

?Smoking: Smoking is prohibited in RideArrangers 
vans.

?Fares: Fares are paid one month in advance. 
Drivers will collect fares from all passengers and 
pay RideArrangers by the due date.

?Passenger parking: Vanpool passengers shall 
park their cars legally in public parking areas or on 
side streets. RTD allows the use of its park-n-Rides 
for vanpools and vanpool passengers.

?Van parking: Many work sites provide preferential 
or reserved parking for vanpools; check with your 
employer or facility manager. Overnight, park the 
van off the street at the driver's residence. Check 
for adequate clearance when parking the van in a 
garage, carport or parking structure.
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?Courtesy: All drivers and passengers shall 
practice courtesy and consideration.

?Cleanliness: All drivers and passengers shall pick 
up after themselves, maintain good personal 
hygiene and avoid perfumes and colognes.

?Tardiness: All drivers and passengers shall be 
prompt. Vanpools run on tight schedules.

?Reimbursements: Original receipts shall 
accompany all requests for reimbursement.

?Disbanding a vanpool for inadequate ridership: 
If ridership falls below the minimum of four in a 
minivan or eight in a full-size van for more than 60 
days, the vanpool shall disband.

?Termination: RideArrangers reserves the right to 
terminate any vanpool, any passenger's 
participation in a vanpool or the entire vanpool 
program with 30 days notice, with or without cause. 
The following conditions may result in automatic 
and immediate termination by DRCOG: (1) Breach 
by driver of any term of the Driver Agreement; and 
(2) Accidents or moving violations sufficient to 
warrant termination in the opinion of DRCOG.



Fares and Payments

Driver and passenger fares: The fare for all 
passengers and drivers is based on the van's one-
way commute mileage.

Passengers pay fares to their drivers, usually by 
personal check. Fares are due in full by the due 
date for the next month's service. If passengers do 
not pay fares on time, the driver is responsible for 
covering the shortage.

Drivers pay the vanpool fare, minus any out-of-
pocket expenses, to RideArrangers by the due 
date. Drivers shall mail monthly reports to 
DRCOG. 

Will be charged prorated fares as follows:

Begin participation:
?1st -15th of the month - full fare
?16th-31st of the month - 50 percent of the 

monthly fare

Terminated participation:
?1st -15th of the month - 50 percent of the 

monthly fare
?16th-31st of the month - full fare

Late fees: Both passengers and drivers shall be 
subject to late fees. Checks returned for 
insufficient funds will result in a 
processing fee plus bank charges.
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Insurance note:
As a vanpool driver or 
passenger, you may be 
eligible for an insurance 
premium reduction 
because you aren't using 
your vehicle to commute. 
Check with your 
insurance agent for 
details.

Fare changes: Vanpools will get 30 days written notice 
of any increase or decrease in fare.

Vacation: Passengers shall pay the full monthly fare 
when they go on vacation or they may be dropped from 
the vanpool. Vacationing passengers may sublet their 
seats.

Waiting lists: All vanpools operate on a first-come, first-
served basis. The driver shall maintain a waiting list.

Sublets: Passengers who go on vacations, jury duty, 
disability, etc., may sublet their vanpool seats. The 
waiting list is an excellent source for possible subletees. 
Subletees pay their fares to the regular passenger, who 
is responsible for paying the fare to the driver.



Fueling and Maintenance

?Fueling: Drivers are responsible for fueling their 
vans and recording mileage and other data 
associated with fueling. Drivers shall buy regular 
unleaded fuel (85 octane) at major brand-name 
stations when using a card issued through 
RideArrangers. All fuel for the van, even when the 
driver is using the van for allowable personal use, 
shall be purchased with this card.

?Maintenance: Drivers are responsible for all 
scheduled maintenance and minor repairs on their 
vans. Scheduled maintenance includes regular oil 
changes and lubrication, transmission service, 
wiper blades, tires, shocks, brakes, alignment, tire 
rotation, etc. Consult the service contractor's 
information for details.
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?Cleaning: The driver shall keep the van clean 
inside and out with regular washing and vacuuming. 
The driver shall be reimbursed for cleaning once a 
month, up to $15, when a receipt is presented.

?Major repairs: All major repairs not covered under 
warranty require service contractor authorization. 
See the service contractor information card for 
details.

?Backup vans: For a backup van, please phone the 
RideArrangers Vanpool service regional 
coordinator.

?Other supplies: Fluids and snowbrushes may be 
purchased, for vanpool use only, at fueling stations 
using the fleet purchasing card provided by 
RideArrangers.



Guaranteed Ride Home

The Guaranteed Ride Home service provides a cab 
ride home to anyone who has chosen to carpool, 
vanpool, use transit, walk or bike to work and:
?Has an unplanned schedule change,  
?Becomes sick or needs to pick up a sick child, 
?Is asked to stay late at the office, or 

How to get a Guaranteed Ride Home

?In the Denver metro area, phone Metro Taxi at 
303-333-3333 or Yellow Cab at 303-777-7777. Tell 
the operator you are in a RideArrangers vanpool 
and you're calling for Guaranteed Ride Home 
service. Give the operator the account number 
5301 for Metro Taxi and 8171 for Yellow Cab.

?Within Boulder County, phone Yellow Cab at    
303-777-7777, and use account number 5303.
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?In Longmont, phone Shamrock Taxi at 970-
224-2222 or 970-667-6767. Tell the operator 
you are in a RideArrangers vanpool and you're 
calling for Guaranteed Ride Home service. Use 
account number 416.

?In Colorado Springs, phone Yellow Cab at  
719-634-5000, and tell the dispatcher you're 
calling for Guaranteed Ride Home service.

?Elsewhere in Larimer County, phone the 
RideArrangers Guaranteed Ride Home 
representative at 303-480-6745.

?The passenger shall present photo ID to the 
taxi driver.

?The receipt will be sent to RideArrangers 
rather than given to the passenger.

?Tips are at the passenger's discretion. 



Van Safety Checks

An ounce of prevention is worth a pound of cure. 
RideArrangers asks that drivers perform the following 
daily and weekly checks to maintain safety and optimum 
van performance.

Daily:
?Scan beneath the engine area for puddles of oil, 

water or other fluids.
?Walk around the outside of the vehicle, checking 

for exterior damage.
?Look for proper tire inflation and tread.
?Adjust rear and side-view mirrors when inside the 

vehicle.

Weekly:
?Check oil, transmission, power steering, coolant 

and windshield washer fluid levels.
?Check belts and hoses.
?Check tire inflation.

General Emergency / Breakdown Procedures

If your van breaks down:
1. Remain calm.
2. Turn on the hazard lights (emergency flashers).
3. Move the van as far to the right of the road as 

possible.
4. Set out warning triangles or road flares behind 

the van. If oncoming traffic is a factor, set out 
triangles or flares in front of the van, too.

5. Check the service contractor's guidelines, 
included in the pocket of this handbook, for who 
to call and what to do for particular breakdowns.

6. Notify RideArrangers at 303-480-6755.
7. Arrange for a tow if necessary.
8. If the van needs a tow, arrange for Guaranteed 

Ride Home to get each passenger home, or to 
work and then home later in the day.

9. Make contingency carpooling or other 
arrangements for the following day.
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Always notify the 
vanpool program 
coordinator as 
soon as possible 
in case of 
emergency, 
breakdown or 
accident.

General Accident 
Procedures

A minor accident results in only 
minor vehicle damage, does not 
involve injuries or property 
damage and does not disable 
the van (e.g., the van door is 
dented on a post). Report all 
minor accidents to RideArrangers 
within 48 hours. If the van is damaged, the driver must 
submit a Driver's Accident Report to RideArrangers 
within 48 hours.

In case of an accident involving unattended vehicles 
or property, the driver should:

1. Remain calm.
2. Stop immediately.
3. Either locate the owner/operator or notify the 

owner/operator of the driver's name, address, 
and vehicle registration.

4. Attach the notification securely in a conspicuous 
place on the vehicle or property.

5. Report accident to nearest law enforcement 
authority.

6. File a Driver's Accident Report with 
RideArrangers within 48 hours.

In case of an accident resulting only in damage to 
fixtures or traffic control devices on streets:

1. Remain calm.
2. Notify the road authority in charge of the street 

or traffic control device and provide name, 
address and vehicle registration.

3. Report accident to nearest law enforcement 
authority.

4. File a Driver's Accident Report with 
RideArrangers within 48 hours.



A major accident results in injuries, property damage, 
vehicle damage of more than $250 or damage that 
requires a tow.

In case of a major accident involving death or 
personal injuries, the driver should:

1. Remain calm.
2. Stop immediately, and if possible, stop so as not 

obstructing traffic more than necessary.
3. Turn on the hazard lights (emergency flashers).
4. Protect the scene. Set out emergency triangles 

or flares if necessary.
5. Call 911 for help. If no phone is available, flag 

down a passing motorist.
6. Render aid to the injured while waiting for police 

and an ambulance.
7. Don't admit liability. Contact RideArrangers 

using one of the emergency numbers included 
in the front of this guidebook. If no one from the 
RideArrangers staff is available, phone the 
service contractor.

8. Exchange information. The driver shall provide 
name, address, van registration and relevant 
insurance information. A driver's license should 
be provided if requested.  An apology or 
statement of regret can be taken as an 
admission of fault for the accident. Never give 
out business cards.

9. A Driver's Accident Report must be filed with 
RideArrangers within 48 hours.

In case of a major accident involving property 
damage but no injuries, the driver should:

1. Remain calm.
2. Stop immediately, and if possible, stop so as not 

obstructing traffic more than necessary.  If 
accident is on the traveled portion of a roadway 
and each vehicle can be safely driven, move 
vehicles off the traveled portion of the roadway 
to the nearest suitable cross street or other 
location.



3. Turn on the hazard lights (emergency flashers).
4. Protect the scene. Set out emergency triangles 

or flares if necessary.
5. Call 911 for help. If no phone is available, flag 

down a passing motorist.  
6. Don't admit liability. Contact RideArrangers 

using one of the emergency numbers included 
in the front of this guidebook. If no one from the 
RideArrangers staff is available, phone the 
service contractor.

7. Exchange information. Distribute the Passenger 
Courtesy Cards from the Driver's Accident 
Report Kit to all witnesses. The driver shall 
provide name, address, van registration and 
relevant insurance information. A driver's license 
should be provided if requested.  An apology or 
statement of regret can be taken as an 
admission of fault for the accident. Never give 
out business cards.

8. A Driver's Accident Report must be filed with 
RideArrangers within 48 hours.

Note: DRCOG is not liable for damages/injuries due to 
drivers who have not reported illness, medications or 
medical conditions that could impair their driving.

Adverse Weather

In the event of adverse weather, RideArrangers asks 
that the vanpool driver make the decision whether or not 
to operate the vanpool. Drivers should establish a 
method of communicating with the other riders in the 
case of adverse weather. Contact the RideArrangers 
regional coordinator if you have questions.



Denver Regional Council of Governments RideArrangers Program
303-458-POOL(7665)

www.drcog.org/ridearrangers

a program since 1975
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