	Soil and Water Conservation District
Administrative Policies and Procedures

	Chapter 6    Travel

	Use of District Vehicles Policy

Number: 6.01
	Effective date

January 1, 2009
	Revised





DEFINITIONS

Authorized passenger(s):  employees or other individuals involved in the conduct of district business.
De minimis: the personal use of a district vehicle that is of so small a value that accounting for it would be unreasonable or administratively impractical.

Driver or operator: any authorized district employee, or other individual as provided by law, who is in control of a district vehicle and possesses a valid driver’s license to the type of vehicle operated.

Fleet vehicle rate: The reimbursement rate based on the average cost to operate a mid-size sedan. The state of Missouri’s Office of Administration sets this rate.

Official domicile: normal work location

Official district business: any activity conducted in conformance to these rules and directed and controlled by the district to advance the lawful policies and purposes of the district.

Standard vehicle rate: The reimbursement rate representing the total cost to own and operate a personal vehicle.  For districts it is set by the state of Missouri’s Office of Administration and is tied to the rate established by the federal Internal Revenue Service.

District vehicle: any licensed motor vehicle owned, rented, borrowed or leased by the district and used primarily to transport people or property over road, highways or state property.  Rental vehicles are considered district vehicles when rented by the board.
Temporary duty location: town or city where an employee is temporarily abiding and performing official duties.

Volunteer: any person who, of free will, performs any assigned duties for the district with no monetary or material compensation.

GENERAL PROVISIONS

District vehicles are to be used for official business only.  Drivers of district vehicles should avoid situations that could be perceived by the public as improper use.  

Smoking in district vehicles is prohibited.  Transportation and consumption of alcohol or controlled substances is prohibited in district vehicles, as is driving under the influence of alcohol or controlled substances.  Care must also be taken when using legal prescription drugs that might impair driver judgement or reaction time.

Driver’s license requirements

Anyone driving a district vehicle, or seeking reimbursement for use of a personal vehicle, must have a valid driver’s license.  
Employees living in states bordering Missouri and working in Missouri may possess a valid license from the state where they reside.  New employees moving to Missouri or bordering states must obtain a Missouri or bordering state license within thirty (30) days of establishing the new residency if driving a district vehicle.

It is the responsibility of an employee to immediately report to his/her supervisor any time he/she does not have a valid driver’s license, if the employee drives a district-owned or rented/leased vehicle, or is reimbursed mileage for the use of a personal vehicle. Serious disciplinary action will be taken if an employee drives without a valid license.
District vehicle use

While traveling away from the official domicile conducting official business, a district vehicle may be used to obtain necessities such as food, toiletries, or replacement clothing lost or damaged during the trip.  District vehicles may not be used for activities such as entertainment that the public is likely to perceive as personal use of a district vehicle.  

Unless otherwise provided by law, people outside the district are not allowed to operate district vehicles. Transporting those who do not work for the district as passengers is permissible if the driver and passengers are on official district business. 

Volunteers with a valid driver’s license, serving the district, may use district vehicles in the performance of district-related duties, subject to those rules and regulations governing use of district vehicles by paid staff.

Members of boards or other individuals who are not considered district employees, but who are eligible for mileage reimbursement, will be reimbursed at the standard vehicle rate.

Staff who has a documented physical condition that requires use of a personal vehicle equipped for specific needs, will be reimbursed at the standard vehicle rate.

Animals are not allowed in district vehicles unless required by an employee with disabilities. 

Travelers are required to plan and coordinate trips to maximize carpooling and ridesharing.  

Trips should be made via the most direct safe route.  Minor deviations from “most direct” routes are acceptable to improve safety, reduce travel time, or to avoid hazardous road conditions.  

When the travel destination is in the direction of an employee’s home, the employee may take a district vehicle to their home to allow timely departure the next morning and to conserve fuel.  Review the Workers’ Compensation portion of this policy to be fully aware of the provisions related to this type of travel.

Firearms in district vehicles

Employees may not carry or possess a firearm in district-owned vehicles for unlawful or unauthorized purposes under state law.
Safety

Drivers will obey applicable traffic laws when using district vehicles and are responsible for any traffic citations received.  Radar detectors are not allowed in district vehicles.

Use of seat belts and/or shoulder harnesses is mandatory in district vehicles for driver and passengers.

Supplemental restraint systems (air bags) should not be deactivated. 
If other situations arise where it may be necessary to deactivate an air bag, staff may make the request to the board.
Attachment 1

Cellular Telephone Usage Guidelines While Driving

Remember:  safe driving is your first priority.  Always assess the traffic conditions.  Use the cellular phone when it is safe and convenient.

Cellular telephone use is quickly expanding for employees during business travel.  While the availability of cellular phones on the roadway has benefited in emergency calls, reporting congestion, etc., driver inattention and distraction has been implicated in some traffic accidents.  Studies suggest that drivers who use car phones increase the risk of an accident.  To improve the safety of employees, passengers and the public, driving guidelines have been developed for the use of cellular phones in vehicles.

· Always practice safe driving by buckling up, keeping your hands on the wheel and your eyes on the road.

· Be familiar with your cell phone features such as speed-dial and redial.

· Position your phone where it is easy to see and reach.

· Hands-free microphones are suggested while driving.

· Alert the person that you are speaking with that you are operating a vehicle.

· Use the manual dialing option only when stopped at a stoplight or pull off of the roadway.

· Ask the passenger to make the call for you.

· Use the speed-dialing feature for frequently called numbers.

· Allow your voice mail to pick up your calls when it is unsafe to answer the car phone.

· Do not use the cellular phone in distracting traffic conditions.

· Cease the use of cellular phone conversations during hazardous situations such as bad weather conditions or congested traffic.

· Never take notes while driving; pull off the road if you must write.

· Do not engage in stressful or emotional conversation while driving.

· Keep conversations brief and limited to business discussion.

· End the call without warning if the traffic situation warrants it.

· Stay in the slow lane while talking and do not pass other vehicles.  Keep your driving maneuvers simple.

· If you see an emergency situation, pull to the side of the road to make the call to request assistance.
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