PKT ENTERPRISES’
OPERATING A MOTOR VEHICLE REQUIREMENTS POLICY
I.
Policy

To ensure the safety of the clients PKT Enterprises serves, each employee is responsible to have the 
required documents and adhere to the following:
II.
Requirements/Required Documents
A. Valid Drivers License

One of the job duties of all employees of PKT Enterprises is to provide transportation for 
clients when needed.  Thus, it is a requirement for all employees of PKT Enterprises to have a 
current, valid Driver’s License.  A copy of the Driver’s License will be kept in each employee’s 
personnel file.  It is the employee’s responsibility to provide PKT’s HR Director with proof of 
renewal no later than 4:00pm on the date of expiration.  If an employee of PKT lets 
their driver’s license lapse, they will be suspended as of 12:01am the following day, without 
pay or the ability to use PTO, until their driver’s license has been reinstated and proof is 
received by HR.  Following
the third business day of suspension, if PKT still does not have 
proof of a renewed driver’s license by 4:00pm, PKT will treat this action as a voluntary 
resignation of employment.

B. Proof of Auto Insurance
Each employee of PKT Enterprises is required to have valid Auto Insurance.  Valid Auto
 Insurance is defined as:


1.  Currently insured – the policy has not expired and the employee has provided PKT 

     with an up to date card.

2.  The insurance card/policy must list the employee’s name as well as the vehicle that is 


     being driven during working hours, proving that the employee is an insured driver.
A copy of the employee’s auto insurance will be kept on file.  It is the employee’s responsibility to provide PKT’s HR Director with proof of renewal no later than 4:00pm on the date of expiration.  If a current employee of PKT lets their insurance lapse, they will be suspended as of 12:01am the following day, without pay or the ability to use PTO, until their insurance has been reinstated and proof is received by HR.  Following the third business day of suspension, if PKT still does not have proof of insurance by 4:00pm, PKT will treat this action as a voluntary resignation of employment. If a potential new hire cannot provide proof of valid insurance they will not be employed until proof of insurance is provided.  
C. Access to a Vehicle
One of the job duties of all employees of PKT Enterprises is to utilize a company vehicle whenever possible to provide transportation for clients as needed.  At times employees may be working alone   at a job site where a company vehicle is not available, therefore each employee must have a personal vehicle on site at all times while working.  Employees’ personal vehicles must be reasonably clean   and in good working condition.  In the event that an employee’s personal vehicle is inaccessible or unavailable for whatever reason, it will be the employee’s responsibility to communicate this information to their supervisor.  The employee’s supervisor will make arrangements to ensure        that either:


1.  The second staff has a personal vehicle available which can be utilized to transport 

     clients.


2.  The Company vehicle which is shared amongst houses is brought to the group home 
 
     that does not have access to a personal vehicle.
If conditions 1. or 2. cannot be met as outlined above, the employee will be temporarily suspended, without pay or the ability to use PTO, from working direct care shifts until such time that the employee once again has access to a personal vehicle or until such time that condition 1. or 2.          is met.  Failure to report to a supervisor that an employee’s personal vehicle is inaccessible or unavailable, for whatever reason, will result in Company disciplinary action up to and including 
termination.

III. Procedure

A. Working Conditions of PKT Vehicles

     
     It is the responsibility of the PKT Enterprises Director to oversee the PKT Enterprises House  
     
     Coordinators in ensuring each PKT owned/leased vehicle is in good working order, 
  
 
     including maintaining the high quality of cosmetic appearance for each vehicle.  PKT will ensure the 
     following regarding safe transportation:
                        1.  Equipment used for transportation, including vehicles, supplies, and materials owned or 


       leased by PKT, will be maintained in good condition by following the standard practices for 

       maintenance and repair, including any ramps, step stools, or specialized equipment used to 

       help people enter or exit the vehicle.
                        2.  Vehicles are to be kept clean (interior and exterior).

                        3.  Staff will report all potential mechanical problems immediately (see sections B-D below).

                        4.  Staff will report all potential equipment, supply and material problems immediately (see 

                  sections B-D below).

                        5.  Staff will report accident immediately (see section G below).

                        6.  Staff will report all vehicle maintenance and concerns to the House Coordinator.

                        7.  Each vehicle will be equipped with first aid kit and first aid handbook, PKT insurance card and 

      vehicle registration and name of who to contact in case of an emergency.
B. Discovering Damage

Should it be discovered that a PKT owned/leased vehicle has sustained damage, it is the House Coordinator’s/In-Home Client management team’s responsibility to report the information IMMEDIATELY to the owner.  Once the report is received, an investigation into the situation             will commence.
C. Investigating Damage

     If the investigation can or can not determine a single employee is at fault, the employee(s)  

     who have used the vehicle between the time it was last driven and the time the damage was  
discovered will have Company vehicle driving privileges revoked for a time period of two weeks.  
Should an employee be proven at fault for a second time, the employee will be suspended, without 
pay for the next regularly scheduled shift and have Company vehicle driving privileges revoked for a 
time period of 1 month.  Should an employee be proven at fault for a third time, employment with 
PKT Enterprises will be terminated immediately.  NO FINANCIAL LIABILITY WILL REST UPON AT 
FAULT EMPLOYEES FOR THE PURPOSE OF VEHICLE RESTORATION.

D. Vehicle Inspections
     It is expected that each House Coordinator complete a quick overview of the vehicle stationed  

     at the respective house(s)/location(s) at least once a week so as to minimize the chance of a
     failure to determine a single employee at fault.

E. Transporting Clients

     Employees will follow the outlined procedures below when transporting clients

1. Everyone must wear a seatbelt, if a client(s) needs help fastening seatbelts, staff will provide any assistance necessary.  Seatbelts must be worn at all times while the vehicle is in motion.
2. Employees must follow procedures in the glove box if a PKT vehicle is involved in an accident.
3. Employees must follow PKT Enterprises Emergency Procedures Policy if they are in an accident.
4. Use mileage log to accurately record trips.
5. Director/House Coordinator will be responsible for fueling the company vehicles and           for general maintenance like oil changes and tire rotation, etc.

6. Receipts for gas purchases will be turned in bi-monthly with credit card receipts.
7. Employees will follow the Van Guidelines Policy located in each company owned        vehicle’s log book which is located in the vehicle.

8. Employees will return the company vehicle to its designated location after each use.
9. Employees will clean the inside of the company owned vehicle after each use,         removing all trash and other debris acquired by the use of the vehicle.
10. Employees will assist with the use of any ramp or step stool to ensure safe entry and exit from the vehicle.

11. Employees will ensure all supplies or equipment, including wheelchairs and walkers or other mobility aids used by a client, specialized equipment using proper vehicle restraints are properly secured before the vehicle is in motion.

12. Employees will comply with all seat belt and child passenger restraint system requirements under Minnesota Statutes, sections 169.685 and 169.686 when transporting a child.

13. All employees are prohibited from smoking, eating, drinking, or using cell phone or other mobile devices while operating a vehicle.  Exception would be if employee is using phone for a “map” related application.
F. Safety Rules

1. Any driver who:

a. has a driver’s license revoked or suspended

b. has a conviction (found guilty of):

· 3 or more speeding or moving violations/accidents/citations               within 3 years

· driving under the influence
· failure to report an accident or hit-and-run

· reckless, negligent or careless driving

· an at fault accident which results in serious personal injury or       combined property damage in excess of $2500.00

· a second preventable accident in one year period OR

· a third preventable accident within a three year period with a        company owned vehicle

· any illegal use of a company owned vehicle or personal vehicle           while on company time

· permitting an unauthorized person to drive
May be disciplined up to and including termination.
2. Drivers are to stay to the right at all times, except when passing in a legal passing         zone or preparing for a left-hand turn.
3. Drivers are required to keep a safe following distance at all times.  Drivers should     maintain a 2 second interval between the vehicle and the vehicle immediately ahead          of them.

4. During adverse road conditions, the following distance should be increased to at least         4 seconds to allow for extra stopping time.

5. Drivers must honor posted speed limits.  In the event of adverse driving conditions,     drivers are required to reduce the speed to a safe operating level.

6. If an employee receives a speeding, parking, or any other moving violation ticket, the employee will be responsible for paying any fines incurred.

7. Drivers must yield the right-of-way to all traffic controls, signals and signs requiring the driver to do so.  Pedestrians and bicycles in the roadway always have the right-of-way.

8. Drivers should not operate a company vehicle for at least 10 hours after working a 15     hour awake shift.

9. Each driver is responsible to ensure that the vehicle they are driving is in safe operating condition.  Any faults and/or defects in the vehicle should be reported and corrected as  soon as possible.

10. No driver will operate a vehicle when the ability to do so safely is impaired, affected or influenced by alcohol, drugs, medication, illness, fatigue, or injury.

11. Clients are not to be transported in vehicles where the driver, vehicle, or clients are not believed to be safe.

12. No unauthorized riders (e.g. hitchhikers) are allowed to be transported by employees    while on company time in any vehicle company owned or personal.

13. PKT Enterprises endorses as company rules all applicable state motor vehicle regulations relating to driving responsibility.

14. Company vehicles are not to be driven by non-employees, except in emergencies or            in case of the vehicle’s repair needs.
15. Drivers are responsible to ensure the security of company vehicles.  When left unattended, the vehicle’s engine must be shut off, ignition keys removed and vehicle’s doors must be locked.

16. If a driver of a company vehicle notices the fuel gauge to be below ¼ tank full, the employee will contact the supervisor or the person responsible for re-fueling, before         the vehicle leaves for its next destination from home.

17. Never drive with the cruise control on while it is raining.
18. Employees must be prepared to intervene in order to maintain safety if a client being transported engages in known behavior that puts the client, the driver, or other passengers at risk of immediate danger or physical harm.

19. In the event of severe weather, staff will take the following actions:

  a.   Monitor the weather conditions.  Listen to local television or radio or a weather-radio 
     for weather warning and watches.

  b.   Follow directions for the need to change plans and activities, or seek emergency   
     shelter.

  c.   Inform other passengers why plans and activities have changed.  Assist clients to 
   
     remain calm during weather emergency.
G. Accidents

     All accidents, regardless of severity, must be reported to the employee’s supervisor as soon    

     as feasible.


  1.  After an employee has been in an accident (while on company time), the 
      
 
       employee’s first priority is the client(s).  The employee must check on the 
      
 
       client(s) in the vehicle.

· If the client(s) are hurt the employee must provide first aid and/or call        911 to get professional help.

· If the client(s) appear to be ok, the employee must keep the client(s)         safe and calm while following the remainder of the steps listed below.


     Once the client(s) have been tended to, the employee must call 911 
 
     and report the accident to the Police Department.

2. The employee will cooperate with the police in filling out the police report and 
   

      exchanging insurance information (PKT insurance card is kept in the glove box).
      Items necessary for PKT’s insurance company:

· Secure names, phone numbers, addresses of other driver(s), witnesses,     and injured persons

· Secure make, model, license numbers of all cars involved

· Make rough drawing of scene, showing positions of cars and other details

· Don’t accept claim settlements at the scene of the accident

3. If the employee needs help dealing with the situation for whatever reason, the employee  will need to contact their House Coordinator, Director, or the emergency phone, explain what happened and ask that someone come and help out.

4. The employee will need to complete all necessary Injury/Illness Reports, Incident Reports, and/or Behavior Reports depending on the severity of the accident.

5. If the employee was injured in the accident, the employee will need to be seen by a doctor.  PKT will encourage employees to be seen by a doctor after all accidents to ensure the  health and safety of employees.

6. PKT will ensure that the client(s) involved in the accident are seen by a doctor to ensure their health and safety.

7. The employee will be required to work with the House Coordinator/Director to complete      an internal investigation of the accident.

8. Directors will notify the owner of the company so that he may contact the insurance company.

H. Documentation

     Each time an employee operates a PKT owned/leased vehicle; the employee is required to 

     document the trip via the use of the Log Book located in each vehicle (see instructions in the
     log book if needed).
IV. Disciplinary Action

If at any time during employment with PKT should an employee not be able to provide a copy of a 
current valid Driver’s License, proof of valid auto insurance, or no longer has access to a vehicle, 
company disciplinary action will result, up to and including termination.
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