AUTOMOBILE POLICIES
The following are policies relating to the assignment, use, and procedures relating to the operation of a HA vehicle.
Vehicle Operations Policy

Definition of a HA Vehicle:  Any vehicle that is owned, leased, rented, in the custody of, or loaned to the housing authority.  This includes equipment that does not require a driver’s license but will be operated on a public street.
Driver’s License Requirements:
Prospective and current employees, whose job duties include the operation of a HA vehicle, or who may use their personal vehicle for HA business, must be in possession of a valid and current Alabama driver’s license to include the appropriate class of commercial license for the vehicle being operated.  Should a prospective employee have a valid out of state license when employed, he/she shall obtain a valid Alabama drivers’ license within 30 days of employment. 
All employees who drive a vehicle into a HA owned lot shall be properly licensed and must have proof of liability insurance as provided by law.  Failure to abide by this provision may result in disciplinary action up to and including termination for the first offense.

Under no circumstances shall a HA employee, whose license has been cancelled, revoked, suspended, or expired, operate a vehicle around or about a roadway, including any HA-owned property, including parking lots parking decks, etc.
During the hiring, promotion, or transfer of a current or prospective HA employee, whose duties include the operation of a HA vehicle, said employee shall produce a valid and current Alabama driver’s license, which shall be in his/her possession at all times while driving, operating, or in readiness to operate a motor vehicle.
An employee, whose job duties include the operation of a HA vehicle, shall immediately, within 24 hours, notify his/her department head (or delegated supervisor) of any change in the status of his/her driver’s license or the receipt of any citation for a moving violation in the operation of a motor vehicle whether the citation is on or off the job.  Failure to immediately report a driver’s license revocation, suspension, cancellation, or citation, as required by this paragraph, shall result in disciplinary action in adherence with the HA Employee Handbook and/or this section.  
· An employee who fails to report a change in the status of his/her driver’s license or the receipt of any citation for a moving violation shall be subject to one or more of the following:
· letter of reprimand, or

· suspension without pay, or

· revocation of driving privileges and transfer/demotion to a job not

· requiring the ability to drive, or

· termination of employment
Motor Vehicle Record (MVR) Requirements:
An applicant for a position with the HA, whose job duties include driving a HA vehicle, will have his/her current MVR reviewed, prior to being employed, by the hiring authority or so delegated official.  If the MVR has greater than eight points in a 24 month period listed for traffic violations or a conviction or pending charge for driving under the influence during that period, that applicant will be disqualified from consideration for the position in question.    
If a current employee whose job description includes the duty to operate a HA vehicle, has, at any time, an MVR that is found to be greater than eight (8) points according to the points scale for the State of Alabama UTC offense codes, that employee shall be required to attend a defensive driving course at his/her own expense.  The accumulation of points is for a 24-month period.  The date of reference for points accumulation shall be the date of the conviction.  The Executive Director’s office shall be responsible for reviewing on an annual basis the MVR of employees subject to this policy.
The employee who is identified as having an MVR greater than eight (8) points will be given two weeks from the date of notification to schedule an external defensive driving course at his/her expense and must complete the course at its next offering and provide proof of completion.  If it is not done in a timely manner, the employee’s driving privileges will be suspended until such proof of completion is presented.
Any current employee arrested for driving under the influence of alcohol or drugs will be immediately prohibited from operating HA vehicles.  No employee may refuse a blood alcohol test or Breathalyzer test for an accident that occurs while working or in a HA vehicle.  If the person is ultimately found not guilty of driving under the influence of alcohol or drugs, driving privileges will be returned immediately.  If the person is found guilty, driving privileges will be taken away for an additional period not to exceed one (1) year starting with the initial date driving privileges were revoked.  If greater than one year has elapsed between the date of arrest and conviction for DUI, the employee’s driving privileges will be revoked for, at least, an additional 90 days from the date of conviction.  It is the responsibility of the employee to report such an arrest to his/her supervisor and the Executive Director.  Failure to report the arrest may result in disciplinary action up to and including termination of employment.  
Seat Belt Use
Seat Belt use is mandatory in all HA vehicles.  This applies to both the driver and all passengers in seating locations equipped with seat belts.  
Procedures for Obtaining Certification to Operate HA Vehicles
All new employees who may, as a part of his/her job duties, operate HA vehicles or current employees being promoted or transferred into positions that may require operating HA vehicles will have their driver’s license and current MVR reviewed by the appropriate department head or designee.  The MVR and the employee will be brought to the appropriate training Supervisor who will certify the employee to operate HA vehicles and brief the employee on the HA Motor Vehicle Operations Policy.
VEHICLES AND HA EQUIPMENT

Any employee, who is furnished a HA-owned vehicle for use during business hours, is furnished a motor vehicle to take home or who uses their personal motor vehicle for HA business must review the provisions of this policy and the handbook relating to these subjects.

Vehicles or equipment owned by the HA may not be used for personal business of any kind unless specific permission has been given by the Executive Director or his/her designee.  Seat belts must be used at all times by all passengers.  No one may use tobacco in any HA vehicle.

Alabama law prohibits texting while driving. The HA prohibits employees from using wireless communications devices, including cell phones and text messaging, when driving on HA business, whether driving a HA vehicle or private vehicle. Drivers who need to read text messages or use wireless communications devices must pull over to a safe location before using the device.


 “Texting” or “Text Messaging” means reading from or entering data into any handheld or other electronic device, including for the purpose of SMS texting, e-mailing, instant messaging, obtaining navigational information, or engaging in any other form of electronic data retrieval or electronic data communication. “Driving” means operating a motor vehicle on an active roadway with the motor running, including while temporarily stationary because of traffic, a traffic light or stop sign, or otherwise. It does not include operating a motor vehicle with or without the motor running when one has pulled over to the side of, or off, an active roadway and has halted in a location where one can safely remain stationary.

No use of personal/office cell phones/two way radios in HA vehicles/equipment by the driver, or by a driver in his/her personal vehicle is permitted while on HA business while the vehicle/equipment is in motion.

No use of a wireless device is permitted when driving a HA van or bus while transporting children, residents, participants or clients.

Any employee whose duties include the operation of HA vehicles who is cited for D.U.I. or for any other serious moving violation must report that citation to the Department Head within twenty-four (24) hours or the next working day, whichever is longer.

All employees who drive HA vehicles must be insurable, present proof of insurance, a valid and current driver’s license and authorize release of their driving records.

If an employee receives a traffic citation while operating a HA vehicle, the employee will be responsible for paying any fine or penalty.  Traffic citations must be reported within 24 hours or the next working day (whichever is later) to the Executive Director or Supervisor. 

Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult to replace.  When using property, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.

Employees must notify his/her immediate supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective, or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The immediate supervisor can answer any questions about an employee's responsibility for maintenance and care of equipment or vehicles used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles can result in disciplinary action, up to and including payment for equipment damage and/or termination of employment.

NO HA EMPLOYEE may operate any vehicle, personal or HA owned, on any HA property unless the employee has a current driver’s license and valid liability insurance for his/her personal vehicle.  All HA drivers must be insurable.  Any violation of this provision may result in disciplinary action up to and including termination for the first offense.
TAKE HOME VEHICLES AND HA VEHICLES
1. Vehicles or equipment owned by the HA may not be used for personal business.  Seat belts must be used at all times by all passengers.  No one may use tobacco in any HA vehicle.   All employees must certify in writing the number of days each pay period that the vehicle was used for commuting purposes.  Drivers shall not transport (other than as required for official business purposes) any non-employee of the HA, i.e. friends, family members, etc.
2. PURPOSE

This policy defines HA of ______________ vehicles that are authorized to be taken home by employees.

3. AUTHORITY

This policy has been approved by the Board of Commissioners of the HA.

No HA employee shall take a vehicle home without having a HA Vehicle Take Home authorization form on file with the Executive Director.

This policy replaces any and all prior take home vehicle policies.

4. DEFINITIONS


4.1 Department Vehicles -  vehicles assigned to the various departments as per the most current organizational chart ordained by the HA.

4.2  Specialty On-Call Vehicles – vehicles assigned to employees whose functions are deemed necessary for them taking their vehicle to their place of residence for after-hour response or while employee is officially “on-call” for emergencies.

4.3  Take Home Vehicle Mileage Rate – business rate per mile as set by the Internal Revenue Service.  The HA take home mileage rate will emulate the IRS business mileage rate and subject to any changes the IRS makes to the rate.  This shall be the same rate that the HA reimburses employees for official travel.

5. POLICY

               Take home vehicles are exclusive to the following:

5.1 EXECUTIVE DIRECTOR
Executive Director vehicles are addressed by separate procedures.

5.2 DEPARTMENT HEADS

All department heads may request approval to drive their assigned vehicle to their place of residence,  i.e. commuting.  These individuals will pay the take home mileage rate per day for the mileage round trip from their residence to their place of business.  Each department head who is approved for this option will pay for only the days the vehicle was driven.  The mileage amount accrued will be deducted bi-weekly from the individual’s paycheck one month in arrears. These approved individuals will complete a HA of _______________ Take Home Vehicle Authorization Form and a Copy will be on file with the Executive Director or his/her designee.
5.3 SPECIALITY ON CALL VEHICLES

Employees authorized by the Executive Director or his/her designee will be allowed to take their assigned vehicle to and from their place of residence,  i.e. commuting.  These approved individuals will complete a HA of _________________ Take Home Vehicle Authorization Form and a copy will be on file with the Executive Director or his/her designee.
5.4 OVERNIGHT/OUT OF TOWN TRAVEL
Employees shall be authorized to take HA of __________________ vehicles to their residence for purposes of overnight or out-of-town HA of ___________________ business when applicable.  This authorization shall be requested in writing via the HA of _____________________ “Request for Out-of-Town Travel” form sent to the Executive Director or his/her designee.
6. EXCEPTIONS

Any department head within the HA of ________________ may request an employee be added to the authorized Take Home Vehicle Policy.  These individuals will pay the take home mileage rate per day for the mileage round trip from their residence to their place of business.  Each person approved for this option will pay for only the days the vehicle was driven.  The mileage amount accrued will be deducted bi-weekly from the individual’s paycheck one month in arrears. The employee must reside within the police jurisdiction of the HA of __________________.
