(part of personnel policy)
J.
Vehicle Allowance 

The Executive Director will receive a monthly vehicle allowance in lieu of a company vehicle.  The allowance will be set by the board and reviewed annually when wage increases are considered.
K.       Housing Authority-Owned Vehicle and Motorized Equipment Use Policy

Housing Authority Vehicles – any passenger car, pickup, truck, van, bus, or other similar vehicle that is owned, leased, rented, or otherwise under the care, custody, or control of the Housing Authority.  

Housing Authority Motorized Equipment – this category includes, but is not limited to, backhoes, dozers, loaders, graders, and other similar equipment.

The use of Housing Authority-owned vehicles and motorized equipment by an employee is neither a right nor a privilege but a trust conferred to facilitate necessary performance of job duties.  Housing Authority-owned vehicles and motorized equipment are assigned and used only in the performance of official duty and not for personal use except as stated below.  Supervisors must submit any exception in writing to the Executive Director and must document for tax purposes.

Operators of Housing Authority-owned vehicles and motorized equipment must observe all laws and ordinances relating to their operation.  They must also meet operator standards and follow the requirements outlined in this policy.     
Designated employees are authorized to commute to and from work in Housing Authority-owned vehicles.  These vehicles cannot be used for personal purposes other than for commuting or de minimis personal use; i.e. a personal errand on the way home from work.  The decision as to which employees will use Housing Authority vehicles for commuting will be based on the requirement to be available 24 hours a day to respond to Housing Authority emergencies.

Operators whose duties require them to operate a vehicle or motorized equipment will sign a statement indicating they understand that a condition of employment is maintaining their license and insurability.

1. Utilization of Vehicles and Motorized Equipment

a. Maximum, economical, and efficient use shall be made of all Housing Authority vehicles and motorized equipment.  Unnecessary driving will not be permitted.  Employees will take the most direct route to, from, or between job assignments.  In the event no assignments are pending, employees will return to their respective assembly areas or contact their supervisor and proceed as directed.

b. Housing Authority owned vehicles are not provided for purely personal purposes.  This does not preclude employees, when authorized by a supervisor, to go to lunch appointments, or perform other activities incident to the principal use of the vehicle.

c. Employees must keep routine trips to pick up supplies, turn in funds, and deliver paperwork, to a minimum.

d. Engines idling shall be kept to a minimum and shall not be used to heat up or cool down the cab.  Engines shall never be allowed to idle while refueling the vehicle.  This wastes fuel and is illegal.
2. Condition of Vehicles and Motorized Equipment

a. Supervisors are responsible for the overall condition of the vehicles and motorized equipment assigned to their sections. 
b. Supervisors will insure that all vehicles and motorized equipment are maintained in optimum running condition for maximum fuel economy and life span.

c. Vehicles and motorized equipment shall be kept clean and in good repair.

3. Responsibilities of Vehicle and Motorized Equipment Operators

a. Employees who operate Housing Authority vehicles or motorized equipment shall insure the vehicle or item of equipment is in a safe, clean, operable condition by checking the fuel, oil, fluid levels, tires, and overall condition.  It shall be the duty and responsibility of all operators of motor driven equipment to report to their supervisor any defect in the mechanical equipment and to use every precaution to prevent additional property loss, expense or recurrence of such conditions.  Supervisors will take appropriate action to continue use of a vehicle or piece of equipment in service or have it repaired.  Under no circumstances will a vehicle or item of equipment with a serious safety defect, such as slick tires, leaking fuel lines, exhaust entering passenger compartment, and defective brakes, be continued in service.

b. Employees will operate Housing Authority vehicles and equipment in a safe and courteous manner at all times.

c. No person shall operate a Housing Authority vehicle or piece of motorized equipment on a public street or highway without possessing a Texas driver’s license.

d. Employees must immediately report all accidents involving Housing Authority vehicles or motorized equipment to the Police Department and the Executive Director. Then the employee should complete a Vehicle Accident Report Kit stored in each vehicle or piece of equipment’s glove box and turn it in to his supervisor. Supervisors will bring the completed form to the main office to be utilized in completing a report for the Housing Authority's insurance carrier.

e. The Executive Director will investigate all accidents involving a vehicle or motorized equipment in accordance with established policies.

f. Employees are prohibited from operating Housing Authority vehicles or motorized equipment while consuming alcoholic beverages or illegal drugs. Employees are also prohibited from operating Housing Authority vehicles or motorized equipment while under the influence of over-the-counter medications or other substances that may impair the operator’s ability to safely operate the vehicle or equipment.  

4. Operator Standards for Employees
Driver’s license records are reviewed annually to ensure compliance with this policy.  These motor vehicle records reflect the past three years of a driving record.  The Housing Authority Executive Director and appropriate supervisor will be notified of any employee whose driving record fails the criteria set forth in this policy.

Employees in positions requiring operation of Housing Authority vehicles or motorized equipment shall not be eligible to operate them if total violation points assigned to their driving record, for the 12-month period prior to their hire date or since date of the last Housing Authority annual motor vehicle records review, is 10 or more.  The period of ineligibility will be 12 months from the date the 10 point limit is reached.

DRIVING VIOLATIONS







POINTS


4.1
License suspension, revocation
10

4.2
Driving while intoxicated or under the influence of narcotics
10

4.3
Any serious violation – e.g. reckless driving, endangering lives of others,

racing
10

4.4
Any speeding violation
3

4.5
Any standard moving violation, i.e., careless driving, stop sign, lane  

crossover, failure to signal, failure to keep right, following too close, etc.
2

4.6
Any chargeable bodily injury accident
3

4.7
Any chargeable property damage accident
3

5. Procedures.
The following procedures shall be observed under this policy:

a. Supervisors will ensure all vehicles and motorized vehicles assigned to their section have Accident Report forms and current insurance documents available for use and inspection after an accident.

b. Employees who are in jobs requiring the driving/operating of Housing Authority vehicles or motorized equipment shall report any driving violations listed above to their immediate supervisor within three (3) days of the incident.  Employees who drive Authority owned vehicles must notify their supervisor immediately of any change in driver’s license status, including any State suspension, revocation or restriction.
c. Employees shall report driving violations; maintain the required driver’s license; and meet minimum operator standards. 
d. Employees who have been ruled ineligible (except for offenses listed under 4.1, 4.2 and 4.3 of this policy) for driving privileges may have their privileges reinstated provided the employee successfully completes a Defensive Driver Training Program approved by the Housing Authority and submits evidence of satisfactory completion to the Executive Director.

e. An employee who has been ruled ineligible for driving privileges may use the defensive driving course option only once every three (3) years in order to have his/her eligibility status reinstated.

f. Employees who have been ruled ineligible to drive Housing Authority vehicles or motorized equipment due to their driving record may, at the Executive Director’s sole discretion, be:

(1) Assigned non-driving responsibilities within their current department, if             available; or

(2) Transferred to another department and assigned non-driving responsibilities, if available; or
(3) Terminated.
g. An employee who fails to report an accident or injury within three (3) days of the accident, or who falsifies any information pertaining to an accident, is subject to disciplinary action up to and including termination   
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