Cumberland Heights Foundation, Inc.

POLICY MANUAL

Subject: Fleet Management


Effective Date: 10.01.08

                Personal Vehicle for Company Business
Initiated By: Russ Taylor


Approved By: Ed Triplett

          Safety Director




Chief Financial Officer
Review Dates:
 9.24.08


Revision Dates: 
01/15 cdb/csf; 08/15 csf
POLICY:  Designated employees may be called upon to drive their personal vehicles on company business. For those designated employees who drive for company business routinely and is a requirement of the position to drive, the following procedures have been adopted in order to minimize the potential for losses arising out of claims involving vehicles that are not owned by the company:
PROCEDURE:  
1. Use of personal vehicles in conjunction with any activity that relates to company business must be reviewed and approved by executive management.

2. All such drivers of personal vehicles on company business must provide evidence that they have automobile liability insurance.  Any such driver must provide Human Resources with a certificate of automobile liability insurance for the required state minimum within thirty (30) days hire or assignment to position designated to drive personal vehicles on company business AND no less than annually thereafter as the policy renews. It is recommended that a minimum of liability limits of $100k/$300k or $300k combined single limit on the personal automobile insurance be maintained.

3. The primary insurance of the driver of personal vehicle will be utilized in the event of an accident on company business.  Cumberland Heights’ liability insurance will be utilized as secondary coverage in the event of an accident on company business.  The Certificates of Insurance (COI) will be kept on file in the personnel office. 

4. All such drivers of personal vehicles on company business must successfully complete the Driver Authorization process (see Fleet Management Program policy).
Personal Vehicle Driver Authorization Process:

Because the quality of job performance affects the success of the entire fleet operation and directly influences the fleet safety performance, Cumberland Heights has established a process to approve drivers.  Only those drivers who are approved may drive personal vehicles on company business.  The following procedures will approve new and existing drivers of personal vehicles on company business.  

1. Valid Drivers License – Candidates must have a valid Class D or higher Tennessee Drivers’ License.  For those residing in other states and/or working from a home office in another state, candidates must have a valid Class D or higher state Drivers License that is valid for the home state (i.e., Kentucky, New Jersey, Georgia).  A Drivers License from another state or country is not considered an acceptable alternative to a Tennessee Driver’s License, except as stated above.  

A Tennessee Drivers License (or one as stated above) is considered acceptable only if it is unrestricted or has one or more of the following restrictions:

a. 01 – Corrective lenses

b. 02 – Automatic transmissions

c. 04 – Outside mirrors

d. 14 – Insulin Dependent Diabetic

e. 28 – Hearing Impaired

f. 30 – Active Military

Should any of the above referenced exist; the driver is responsible for ensuring that the restriction(s) is adhered to at all times while driving on company business.  Other restrictions including, but not limited to, 15 – Special Restriction Order and 16 – Ignition Interlock Devices shall automatically disqualify the employee from driving on company business.

A photocopy of the Drivers License is made upon hire and retained in the driver’s personnel file.  Drivers with out-of-state licenses may be granted a reasonable timeframe, not to exceed state requirements, to become re-licensed in the current state.  A photocopy of the current Drivers License must be submitted to Human Resources upon renewal.
2. MVR Review – A complete Motor Vehicle Record (MVR) review will be conducted to verify current licensing status as well as past driving violations and/or accidents upon hire and at least annually for all authorized drivers.  

3. Personal Vehicle Driver Agreement Form – As an authorized driver of a personal vehicle on company business, an employee will be required to review and sign a statement agreeing to the eligibility requirements to drive as a condition of employment.

4. Personal Vehicle Driver Training – Once an employee has met the criteria for approval to drive his/her personal vehicle on company business, that person must complete the training and testing components of the Fleet Safety Program.  These include the following elements for persons driving personal vehicles on company business:

a. Completion of an approved drivers skill online course 
b. Post-test score of 80% or above

c. Printed Certificate of Completion that is submitted to Human Resources.
Drivers of personal vehicles on company business will be required to complete an approved driver’s skill course on an annual basis.  In addition, should an accident occur while driving on company business, that driver may be required to attend a specific training focusing on prevention of the type of accident that occurred as approved by the Director of Support Services/Safety Officer as well as submit to a drug test.

Rules of  Personal Vehicle Driver Conduct:

The following are company procedures for all authorized drivers of personal vehicles on company business:

1. Do not take chances. To arrive safely is more important than to arrive on time. 
2. Drivers should be mentally and physically rested and alert prior to each trip.

3. Use of cell phones while driving is strongly discouraged. Personal vehicle drivers are encouraged to pull off the highway, where it is safe and legal to do so, in order to use cell phones. If cell phones are used, only hands free cell phone devices are permitted. These devices are used at the personal vehicle driver’s own risk.

4. Drivers must have a valid driver’s license for the type of vehicle to be operated, follow any restrictions listed on the license, and keep the license(s) with them at all times while driving. Any authorized driver who has a driver’s license revoked or suspended shall immediately notify The Director of Support Services/Safety Director and Human Resources and discontinue driving duties.  Failure to do so may result in disciplinary action up to and including termination. 
5. Drivers must adhere to other driving rules adopted by the company, prescribed by state or local laws or by the applicable Federal Motor Carrier Safety Regulations.
6. Check the vehicle visually each time before driving.  Check lights, tires, brakes and steering.  Promptly report all damages or defects to designated maintenance personnel.  An unsafe vehicle must not be operated until repairs are made.

7. Traffic laws, in particular, must be obeyed:

a. Speed shall never be faster than a rate consistent with existing speed laws and road, traffic, and weather conditions.  Posted speed limits must be obeyed.

b. Never attempt to exercise the right-of-way; if in doubt always let the other driver go first.

c. Keep to the right except when overtaking slow-moving vehicles or when getting in position to make left turns.

d. Never follow another vehicle so closely that you will not be able to top safety under any conditions.  Observe a safe following distance: three seconds for cars, four seconds for vans/pick-ups/SUVS, under ideal driving conditions.  Allow additional following distance whenever conditions are less than ideal, such as poor weather, poor visibility, or poor road conditions.

e. Use turn signals to show where you are heading, while going into traffic and before every turn or lane change.

f. Slow down and watch for pedestrians in school zones and construction work areas.

g. Avoid backing whenever possible.  Always back slowly.

8. All drivers and passengers operating or riding in privately owned vehicles being used for company business must wear seat belts, even if air bags are available.  If any passenger is a child, an approved child restraining device or booster seat must be used as required by law.

9. Any vehicle accident involving a privately owned vehicle being used on company business, regardless of severity, must be reported by the driver to his/her supervisor or manager, Human Resources, and the Director of Support Services/Safety Officer.  The driver will summon the police to the accident scene if any bodily injury, other vehicles or damage to private property is involved.  Failing to stop after an accident and/or failure to report an accident may result in disciplinary action up to and including termination.

10. The use of a vehicle on company business when the driver is under the influence of intoxicants and/or illegal substances is forbidden and is sufficient cause for immediate disciplinary action up to and including termination.
11. Drivers must report all arrests and traffic convictions to the company.  Repeated traffic convictions or failure to report traffic accidents or convictions may result in disciplinary action including termination.
Personal Vehicle Accident Procedures
a. Driver Conduct on the Scene – In the event of an accident while driving a personal vehicle on company business, the driver is to follow these procedures:

i. Take immediate action to prevent further damage or injury at the scene of the accident. 

· Pull onto the shoulder or side of road, if safe to do so.  Turn off the engine.

· Check for the physical condition of patients or other passengers.

· Do not move injured persons unless necessary for their safety.  Provide First Aid as needed and call 911 as indicated. 
· Activate four-way flashers and place warning signals promptly and properly.

ii. Using the cell phone, call 911, if there are injuries.  If no injures, notify police at non-emergency number (615) 862-8600.  Notify the main switchboard operator at Cumberland Heights during business hours (615) 352-1757 and/or the Nursing Supervisor after hours (615) 432-4778.

iii. Do not move the vehicle unless instructed to do so by police.

iv. If patients or other Cumberland Heights staff are injured and need to be transported by ambulance, find out the hospital to which they are being transferred. Notify Cumberland Heights’ Nursing Supervisor of this information.  If there are remaining patients, stay with the patients until Cumberland Heights’ staff members arrive to transport them back to the facility.

v. Exchange “traffic accident exchange information” forms with other driver(s), including names, addresses, telephone numbers, driver’s license numbers, and insurance company names of others involved in accident.  Give the same information to the other part(ies) involved, but make no comments about assuming responsibility.

vi. Get the names, addresses, and phone numbers of all witnesses.  If there are no witnesses, obtain the name, address, and telephone number of the first person to arrive at the scene.
vii. Complete the “Driver’s Report of Motor Vehicle Accident” form while you are on the scene, if at all possible.  Drivers should remember the following general rules in filling out the report:

· Print or write legibly.

· Follow instructions to the letter.

· Answer all questions completely.  If unable to answer the questions, mark “not known.”

· Use additional sheets of paper, if you need more space to write necessary information.

This report should be forwarded to the Quality Management Department as soon as possible along with any supporting accident information.

viii. If the vehicle involved in the accident is not safe to drive or the driver does not feel safe to drive, notify Cumberland Heights at the numbers listed above for assistance.

Accident Accountability Evaluation:

Each time a driver is involved in any accident while acting in the course and scope of his/her employment, that driver will receive a review by the Director of Support Services/Safety Officer.  In addition, the organization will check the driver’s Motor Vehicle Record (MVR) to ensure that she/he meets the acceptability criteria for insurance and fleet safety standards.

Drivers who are no longer eligible for coverage will either be re-assigned to a non-driving position, if available and qualified, or terminated.

The following actions will be taken in the event of a moving violation and/or accident:

►If a driver should receive either the first of one (1) moving violation or one (1) accident, regardless of fault, there will be a review by the Support Services Director/Safety Officer.

►If a driver should receive a second of one (1) moving violation or one (1) accident, regardless of fault, the driver will be placed on probation and will be required to follow any recommendations submitted by Support Services Director/Safety Officer.

►If a driver should receive a third of one (1) moving violation or one (1) accident, regardless of fault, driving privileges will be revoked immediately. 
►If a driver should receive any combination of three (3) moving violations and/or three (3) accidents, regardless of fault, driving privileges will be revoked immediately.    

Cumberland Heights reserves the right to revoke the driving privileges of any driver at any time regardless of fault. 
Designated Positions Who Routinely Drive Personal Vehicles on Company Business:

1. Director of Industry and Community Relations

2. Regional Outreach Coordinators
3. Alumni Relations/Aftercare Director

4. Chief Marketing and Development Officer

5. Marketing and Public Relations Manager

6. IOP Float Counselors

7. Mobile assessors
Driver Agreement Form – Personal Vehicles
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As an authorized driver for the company, I will be asked to drive my personal vehicle in the course of designated company business.  I understand that I must maintain eligibility to drive as a condition of my employment, and I agree to the following:

1. To maintain the minimum level of automobile liability insurance required

2. To provide Human Resources with a Certificate of Insurance (COI) upon hire and at the beginning of each new policy period.

3. To retain a valid Tennessee Drivers License (or as approved for state of residence and/or home office) for the type of vehicle to be operated, to follow all license restrictions, and to keep the license on me at all times while driving, as well as providing HR with a current copy of my license.
4. To complete a background release form authorizing an MVR check upon hire and at least annually thereafter.

5. To complete training and testing components of the Fleet Safety Program upon hire, annually, and should an accident occur as instructed by management.

6. To notify management immediately, if any of the following occur:

a. I receive a citation for driving under the influence of alcohol and/or drugs;

b. I receive a citation for any moving violation;

c. My drivers license is suspended or revoked for any reason;

d. I am involved in a vehicle accident while on company business; and/or

7. I fail to maintain required minimum limits of automobile liability insurance during any period for which I use my personal vehicle for company business.

8. To use seat belts/restraint devices at all times for me and any passengers that I may transport.  In the event the passenger is a child, an approved child restraining device must also be used as required by law.

9. To comply with all company operational rules as well as state and federal vehicle operation laws.

Driver’s Printed Name



Date

Driver’s Signature




Date
Human Resources




Date
_________________________________             __________________________

Director of Support Services/Safety Officer
Date
