SECTION 3:

TRANSPORTATION

POLICY #1:

VEHICLE USE

Effective Date:
8/99
Revisions:

9/00, 12/00, 3/02, 5/03
Use of Agency Vehicles:

Agency vehicles are to be used only by Agency employees, and only for authorized work related activities.  Agency vehicles are not to be used by employees for personal business at any time.

Use of Personal Vehicles:

Personal vehicles may be required for work related purposes.  When a personal vehicle is used, the driver assumes liability under his/her own automobile insurance policy.  Drivers will be reimbursed for all approved use of their personal vehicles on a rate-per-mile basis at $.31/mile.  Car pooling whenever possible is strongly encouraged.

Drivers who will be required to use a personal vehicle for work related purposes must possess and produce a current automobile insurance policy, which insures for personal injury and property damage.  (The recommended minimum for liability coverage is $100,00 per person/$300,000 per accident.)  A copy of the employee’s insurance policy must be on file at the office and must be updated yearly.

Drivers who obtain additional coverage because of work related use of a personal vehicle would be reimbursed to a maximum of $250.00 after obtaining and presenting bids for the additional coverage from three different insurance carriers.  A copy of the final insurance policy or rider showing the amount paid for the additional coverage will be on file at the agency office.

Driver Conduct and Procedures:

Drivers are expected to operate vehicles according to the highest safety standards.   Whether operating Agency or personal vehicles, the following procedures must be implemented at all times:

1.      
Supervision guidelines will be followed for all individuals during transport and in the

community.

2.
Driver and all passengers must wear seat belts.  It is the driver’s responsibility to ensure that


seatbelts are working properly and are of adequate size to fit all passengers.  Seatbelt


extenders can be obtained from the dealership if necessary.

3.
If a second staff member is in the vehicle while transporting passengers, that staff person must sit in a seat other than the front passenger seat in order to assist people and/or protect the driver in the event of an aggressive incident.  This procedure will be followed  unless there are written guidelines for a different seating arrangement.  
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4.
Only agency employees or individuals directly related to agency programs or contracts are allowed in vehicles performing work related assignments.

5.
Speed limits and traffic regulations must be strictly followed at all times.

6.
Fines incurred for moving or parking violations must be reported to the direct supervisor and are the sole responsibility of the driver.  Drivers cited for moving violations will be subject to disciplinary action.

7.
Eating and drinking by drivers of vehicles performing work related assignments is strictly prohibited while the vehicle is in motion.  All food to be transported in the vehicle will be


secured before beginning a trip.  It should be noted in supervision guidelines if individuals


can hold their lunches while in vehicles.  Any used food or drink containers or other debris must be removed from the vehicle upon return from all trips.  It is the responsibility of the driver or other accompanying support staff to ensure that the vehicle is clean upon return.

8.
Smoking is prohibited in any vehicle performing work related assignments.

9.
Vehicle audio equipment must be operated at a reasonable volume to ensure driver safety and passenger comfort.  Audio programs must always be selected by the individuals we support. 

10.
Drivers must demonstrate the highest level of caution and concentration while performing work related assignments.  Drivers must be able to use rear-view mirrors when backing up.  All areas surrounding the vehicle must be checked for clearance prior to backing up.

11.
At the first indication of an aggressive episode or medical emergency, the driver must signal and safely pull to a stop at the side of the road with emergency flasher signals operating.  The safety of all passengers is top priority.  No attempt to resume driving should be made until the situation has returned to normal.

12.
Drivers must ensure that the vehicle they are operating is in safe and satisfactory mechanical condition.  Adequate emergency and safety equipment must be on board and in good condition.

Accidents:  

The driver of a vehicle, who is issued a summons or is involved in an accident resulting in damage to agency property or the property of others, shall be held responsible, and is subject to an in-house investigation by their immediate supervisor(s) and subsequent action as follows:

Clause A:  If it is determined that the accident or violation is the result of negligence, such as failure

to observe the rules of the road, failure to properly control the vehicle, or improper conduct, the 

driver shall be considered negligent.  Discipline up to and including dismissal will be determined by 

the residential and executive directors based on the severity of the accident and the negligence.

Clause B:  If it is determined that the accident or violation occurred under circumstances which may 

have contributed to the failure of the driver to properly control the vehicle, the driver shall be con-

sidered negligent and be issued a written warning.

Clause C:  If it is determined that the accident or violation occurred under circumstances that were 

clearly beyond the driver's control, the driver shall not be subject to disciplinary action.
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The following procedures must be implemented after an accident of any kind:

1.
Appropriate steps must be taken to ensure the safety of all passengers.

2.
Police must be summoned for all accidents resulting in damage of any kind if

the accident occurred on public property.

3.
The employee=s supervisor must be notified immediately.  The supervisor

will contact the NERS Program Director.
4.
Driver must obtain the Police Department accident report and an in-house incident and accident report immediately, to be kept on file in the administrative office.

5.
If damage is estimated over $1000.00 the appropriate insurance carrier must be contacted.  Proof of insurance, as required by Connecticut law, must be carried in the vehicle.  Driver may be required to obtain three estimates for repair of damage. 
6.
The police report must be obtained from the police department when it becomes

available.
Damage to Personal Property:

If a driver's personal vehicle or property  sustains damage as the result of an accident, a claim shall be made with the driver's personal automobile insurance carrier.  For claims beyond the limits of the driver's policy, the Agency maintains "Non-Owner/Hired Car" insurance, which will cover only those costs in excess of the driver's policy limits.  The driver may be reimbursed for all or part of the "deductible" fee as follows:

If damage to the vehicle or property  is the result of conditions described in Clause A above, the driver shall be solely responsible for all costs associated with the claim.

If damage to the vehicle or property is the result of conditions described in Clause B or C above, the required insurance deductible will be paid by the agency up to a limit of $250.00.

If a driver's personal vehicle or property sustains damage as a result of the actions of an individual supported or transported by the agency, the driver may be reimbursed for the damaged property provided proper conditions and precautions have been implemented to prevent such an occurrence.  Recommended conditions and precautions are as follows:

1.
Directors may request a personal vehicle statement of condition to be placed on file in the Administrative Office. 

2.
It is the responsibility of the driver to remove or secure any items that may sustain damage, ie. CDs, tapes, sun glasses, coffee mugs, handbags, etc.

3.
Valuable items, such as jewelry,  designer sunglasses, or expensive clothing  should not be taken to the work site.

4.
Ensure that individuals are properly seated, belted, and monitored throughout transport.

5.
Park and lock the vehicle in a secure location, away from situations which may cause damage.
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Reimbursement Procedures:

Mileage:  Mileage is paid for all approved work related trips using your own vehicle.  Mileage is calculated from your regular worksite to your destination and back to your regular worksite 
Employees must use a personal mileage sheet to record the beginning and ending odometer readings and destination each time a personal vehicle is used for work related assignments.  Completed mileage sheets are submitted each month to the program director for review and signature.  Mileage sheets are then forwarded to the business office for payment.  Incomplete or unsigned mileage sheets cannot be processed.

Personal Property Damage:  In the event that an employees's personal property is damaged as a result of the actions of an individual supported by the agency, the following steps must be followed:

1.
The employee must notify the immediate supervisor and file an incident report before the end of the next business day.

2.
The supervisor will conduct an investigation to determine the circumstances involved and precautions taken.

3.
Two estimates must be obtained for repair or replacement of the item(s).

4.
The individual responsible for the damage may be expected to pay for the repair or replacement if financially able and if the individual understands the ramifications of such a consequence.

5.
In cases where the individual responsible cannot pay for damages, the agency will

repair or replace the item, provided it is determined that there is no negligence on the

part of the individual incurring the loss.

SECTION 3:

TRANSPORTATION

POLICY #2:

VEHICLE MAINTENANCE

Effective Date:
4/91


Revisions:
POLICY:

It is the policy of NERS, Inc. to maximize the performance and prolong the life of each agency vehicle through regular routine at home maintenance, regular routine service station maintenance and immediate attention to all problems.

PROCEDURE ‑ VEHICLE HOME MAINTENANCE:

1.  
Vehicle Home Maintenance is to be ensured by the Vehicle  Maintenance Coordinator through regular cleaning done by employees and residents.

2.  
Regular checks of oil must be made and documented weekly.  This can be done at the group

home or a service station.  The amount of oil added (if any) must also be documented.

3.  
During the winter regular checks of windshield washer fluid should be made.  

4.  
The Routine Home Maintenance sheet must be completed monthly and submitted to the

Residential Director for review and signature.

5.  
Routine services must be scheduled by the Vehicle Maintenance Coordinator using the

Routine Maintenance Schedule.  All service must be documented.

6.  
Receipts of all work performed must be copied:  One copy and original to the Residential

Director and one copy for the binder in the vehicle.

PROCEDURE:

1.  
All services both routine and otherwise will be secured and ensured by the Vehicle

Maintenance Coordinator with the  approval of the Residential Director.

2.  
Cleanliness of each vehicle is the responsibility of every employee.

3.  
Procedures specific to cleaning, routine home maintenance, and  service station maintenance

will be found in the Training Manual under the section Special Responsibilities, Vehicle

Maintenance.

Section 3:

TRANSPORTATION

POLICY #3:  

Drivers License AND HISTORY

Effective Date:
6/92

Revisions:

8/92, 1/01, 5/03

POLICY:

To ensure the safety of everyone who rides in the vehicles, all employees must have a valid drivers license and a record of safe driving.

PROCEDURE:

1.
Drivers must possess and produce a valid driver’s license prior to, and during employment.

2.  
Drivers must have access to a motor vehicle to meet work needs.

3.  
A driving history will be obtained and reviewed for all new applicants and once a year for all 


employees.  If the applicant or current employee is deemed to be an “unacceptable driver” 

according to our insurance carrier standards, they will not be hired or able to continue to work for NERS, Inc.  An “unacceptable” driver meets one of the following criteria:


A.
A driver with any one of the listed “Serious Violations” committed in the last three  years.




Serious Violations




-
DWUI/DWI – Drugs or Alcohol




-
Hit and Run




-
Failure to report an accident




-
Negligent homicide using a motor vehicle




-
Driving while license is suspended or revoked




-
Using a motor vehicle for the commission of a felony




-
Permitting an unlicensed person to drive




-
Reckless driving




-
Speed contest




-
Illegal passing of a school bus




-
Other violations considered serious by state law


B.
A driver with more than two “Serious Violations” committed between three years and 



eight years ago.


C.
A driver with any combination of accidents (regardless of fault) and other moving 



violations, which total three during the previous three years.


D.
A driver with an international or foreign driver’s license.


E.
A driver licensed less than three years regardless of age.



F.
State law may require drivers to be re-licensed within a certain time frame of their 



move to the state.  Any driver who is not licensed in the state where they reside within 

the required time is an unacceptable driver.

4.
The driver’s history will be placed in the personnel file.
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Policy #4:  GPS Tracking System

Effective:  12/1/08

Revisions:

New England Residential Services has installed NAVMAN wireless tracking systems in all vehicles.   This system will enable us to:  (1) track van routes throughout the day, (2) know if the van is left idling for long periods of time, (3) improve safety by reducing speeding and reckless driving, (4) manage, control, and reduce our exposure to potential liability and (5) save fuel.

Each of the Residential Managers and Executive Director has the capacity to monitor the GPS data of the vehicles assigned to each home.      

The Residential Manager will audit the data on a weekly basis and address any issues of concerns.  The Residential Manager will take the following steps for any concerns:

· Determine who was driving.

· Secure mileage log.

· Secure written statements from all staff traveling in the van.  Statements must include whether or not there were participants in the van and if there were any mitigating factors.

· Statements need to be forwarded to the Clinical Director.

· Clinical Director will review infraction with Residential Manager.

· Residential Manager will review GPS printout and highlighted infraction with staff.

· Absent mitigating factors, the following disciplinary  action will be taken:

· 7 mph over the speed limit will result in: 

First Offense – Verbal Warning

Second Offense – Written Warning

Third Offense – One day Suspension

Fourth  Offense - Termination
· 8 – 14 mph over the speed limit will result in:

First Offense – Written Warning

Second Offense – One Day Suspension

Third Offense – Termination

· 15 -19  mph over the speed limit will result in: 

First Offense – One Day Suspension

Second Offense – Termination

· 20 mph over the speed limit will result in:

First offense - Termination

· If it is determined that employees are conducting personal business on agency time progressive discipline will follow.  

Re-inservicing for the employee:

· A review and re-signing of New England Residential driver’s conduct policy immediately before driving again.

· Attend the next Defensive Drivers training or take the on-line course for Defensive Driving offered by WCT.

