Vehicles Use and Safety Inspection

Purpose:
The intent of the following policy is to outline responsibilities and expectations for driving practices and care and security of vehicles. Additionally, the basis of this policy is to avoid situations that put youth or staff in danger of real or perceived harm, or allegations of inappropriate conduct by either staff or youth. 

Policy:
CDS vehicles are to be used for the sole purpose of conducting CDS business unless otherwise authorized by the Chief Executive Officer or his/her designee.  CDS will assume no liability for misuse of CDS vehicles and only administration authorized employees may use CDS vehicles and/or drive participants in personal vehicles. If a CDS vehicle incurs any damage while under the charge of an employee, that employee will be responsible for reporting the damage immediately to their supervisor and may be responsible for paying the deductible amount toward repair at the discretion of the Chief Executive Officer.  If the employee is not able to pay the deductible, the cost may be deducted from their paycheck. 

If an employee receives a traffic citation and/or moving violation while operating a CDS vehicle and/or personal vehicle while conducting CDS business, the employee agrees that he/she is exclusively responsible for paying any fine or penalty.  If the employee is not able to pay the cost of the fine or penalty, the cost may be deducted from their paycheck. 

CDS is not responsible for any physical damage to any non-CDS owned vehicle operated by an employee while conducting CDS business.

Employees convicted of any traffic violation (except parking) while in any vehicle regardless of ownership where points are produced on their license shall notify the Human Resources Department within 5 days.

To determine driver eligibility, a driving history shall be obtained on each employee at the time of hire and annually thereafter within the month of the anniversary of their initial employment.

Procedure and/or Process:

                       The best practice to prevent situations of alleged impropriety is to have a third party present in the vehicle while transporting a participant. The third party may be an approved volunteer, intern, agency staff, or other participant.

                       In the case of Residential and Domestic Violence related transports documentation that notes name of the driver/second adult, date and time, mileage, number of passengers, purpose of travel/destination shall be maintained.
                       As a last resort, if a third party cannot be obtained for transport, the participants’ history, evaluation, and recent behavior are considered prior to transport. The agency approved driver’s work performance and history indicates no inappropriate behavior is likely to occur. If driver is transporting a single participant in a vehicle, there is evidence that the program supervisor is aware (prior to the transportation) and consent is documented accordingly. The driver shall check-in by phone at agreed upon intervals with the program supervisor or designee upon arrival and departure. Driver check-ins must be documented by the supervisor or designee receiving the call.
Prior to Use of CDS Vehicle or Personal Vehicle Used to Provide Transportation for Participants  
Driver Training

CDS strives to provide a safe environment for all of its personnel.  In light of this goal, it is necessary that all persons driving on CDS's behalf know and understand the CDS transportation policies and procedures. Each authorized driver is expected to participate in a driver in-service training program to become familiar with this policy, their responsibilities, and vehicles designated to their program.
Driver Selection 

The Driver Selection process is intended to screen and identify qualified drivers while restricting or eliminating unacceptable drivers. All employees that drive an agency-owned vehicle, a rented vehicle or a personal vehicle on behalf of CDS must be approved to drive before they are permitted to drive for CDS.

1) Drivers must possess a valid Florida Drivers license, and adequate automobile insurance in accordance with Florida law, in addition to the automobile insurance provided through CDS. Copies of employee’s personal automobile insurance shall be maintained in the employee’s personnel file.
a) At the time of employment and annually, thereafter, the Human Resource Manager reviews the driving records of all drivers.

b) The Chief Operations Officer determines the parameters regarding unacceptable driving records and denial of an employees permission to operate a CDS vehicle or to transport participants in a personal vehicle. Currently minimum standards for eligibility are:
· No major violations in the last 3 years (DWI, vehicular homicide, reckless driving, drugs, leaving the scene).

OR

· Maximum of 1 moving violation in the last 3 years in combination with one at fault accident.

· Maximum of 2 moving violations in the last 3 years with no at fault accidents.

· Maximum of 2 at fault accidents in the last 3 years with no moving violations.
· Driver License is valid, but driver does not meet criteria for eligible driver designation as outlined above.
c) Currently minimum standards for ineligible drivers are:
· Driver License is valid, but driver does not meet criteria for eligible driver designation as outlined above.

OR

· Driver License is suspended, revoked, or otherwise invalid.

d) If the hardship of any CDS employee’s Ineligible Driver status becomes too difficult on CDS, the issue may be re-addressed and an employment decision made at that time.
e) A copy of the employee’s insurance card and driver’s license shall be submitted to the Human Resources Department for each renewal period. 

2) Keys and proof of insurance, covering the CDS vehicle and passengers, for program vehicles are kept in secure areas.  Staff should use the process to acquire the keys used customarily at the site where the vehicle is located.

3) Staff using a CDS vehicle should check to ensure that all vehicles safety features including seat belts and air bags are in working order and that the vehicle contains a securely fastened fire extinguisher and first aid kit, emergency auto tool, road warning/hazard kit, and written emergency procedures that includes roadside emergencies and individual emergencies that may occur during operation of the vehicle shall be available.

4) All employee using personal vehicles to transport participants shall have proof of insurance and a first aid kit and fire extinguisher available.

5) If an employee transports an infant or children under 4’6”, an age-appropriate restraint device must be secured in the back seat of the vehicle.

6) When transporting a youth to and from any activity away from Interface, Interface shall have on file approval in writing from parent or legal representative to transport.

7) Interface programs provide access to age appropriate activities within their local community.
8) While driving on behalf of CDS, personal errands should be avoided.

During Use of the Vehicle

1) CDS employees transporting participants shall receive appropriate training in the supervision of youth within the vehicle and off site activities as well as safety training in the following: 

a) Wheelchair tie-downs, if applicable.

b) Safe driving techniques.

c) Proper seat restraints or car seat installation.

2) The driver and all passengers must wear seatbelts.  Capacity must not exceed the number of functional seatbelts.

3) A mobile phone should be present at all times when participants are being transported for emergency use and other business purposes. It is important to remember that Florida law prohibits distracted driving. Supervisors or designee remain on-call to respond to urgent situations 24 hours a day, 7 days a week.

4) Children 12 years of age or under the weight of the air bag guidelines are not to ride in the front passenger seat if the vehicle is equipped with airbags on the passenger side.

5) When transporting participants, males and females should be seated separately. Whenever possible, the second staff member/volunteer/intern should sit as a separation barrier between males and females.
6) The driver must obey all Florida traffic laws.  Parking and moving violation tickets are the responsibility of the driver and must be immediately reported to the driver’s supervisor.  An incident report must be completed after any ticket or accident.

7) No smoking is permitted in CDS vehicles or in personal vehicles while transporting a participant.
8) Food should not be consumed in a CDS vehicle
9) If music is played in a vehicle the volume should be maintained in a manner which allows for conversation in a normal voice. In addition, staff should not play music where lyrics depict illegal activities, promote violence, degrade people, use profanity or are highly sexualized.

10) The vehicle should be returned to the appropriate parking area with at least a half a tank of gas.  Gas may be purchased in two ways:

a) At the designated gas station in each region on the CDS charge account.  Use only regular unleaded gas and record the tag number, price per gallon and amount on the receipt and turn the gas receipt into the CDS Fiscal Department.

b) At any gas station with your own money (use only regular unleaded) and follow normal procedures for reimbursement.
Accident Procedures
Any accident involving a motor vehicle driven on CDS's behalf, regardless of severity, location, or fault, must be reported immediately to the law enforcement authority within the jurisdiction where the accident occurred and to the driver's supervisor at CDS.  Fleet vehicles contain an Emergency Kit with the following: signal and light sources all in one tool to cut seat belt, break windows, fire extinguisher, battery cables and first aid kit and procedures. 

In case of an accident:

· Stop immediately, but do not obstruct traffic. Warn oncoming cars by raising the hood and turning on emergency flashers

· Turn ignition off, guard against fire

· Exit the vehicle to a safe location

· Assist with any injuries and call the police

· Keep calm, don’t argue, accuse anyone or admit guilt

· Secure license numbers, makes and models of other cares involved

· Registration and insurance information is located in the glove compartment of all CDS vehicles.
· Secure names, addresses of other drivers, witnesses, injured persons

· Make rough drawing, or take photos of scene showing position of cars and/or other details
· Don’t hastily accept claim settlement at the scene of an accident

· If necessary due to the condition of the vehicle, arrange for towing to a nearby garage. 

· Notify your supervisor, so our insurance agent may be contacted

· Follow incident reporting procedures
Immediately Following Use of the Vehicle

1) Complete information on the mileage log (if applicable).

2) Turn off radio, A/C, lights, and other electrical accessories.  Make sure windows are closed.

3) Engage in the following self-inspection procedure:
a) Check interior of the vehicle for repairs needed (i.e. secured first-aid supplies and fire suppression equipment, mirror, rips, seat adjustment etc.).
b) Check exterior of the vehicle for need repairs (i.e. dents, tires mirrors, lights etc.).
4) Remove all participant personal items and trash.

5) Lock the vehicle and return keys to the designated place.

6) Report any repair needs to your supervisor and fill out an incident report, if appropriate.

7) Turn in all gas receipts to the Fiscal Department.

Vehicle Safety Inspections

The Regional Director or designee is responsible for the upkeep of program vehicles.  Provide routine maintenance in accordance to the manufacturer recommendations to include but not be limited to: oil changes, filter changes and safety checks.  Tire rotation should occur as needed throughout the year.  

Each vehicle should have an annual safety inspection conducted by a certified mechanic and documented on an Annual Vehicle Safety Inspection Form.  Any noted repairs should be completed at the time of the inspection or prior to the vehicle use if repairs cannot be scheduled immediately.  Forms should be maintained in a separate file and kept on site.
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