GUIDELINES related to

CARS
RATIONALE

You Are Sent calls us to


• "hold all things in common" (C16)


• be "stewards of whatever is entrusted to us" (C16) and


• be "dependent upon the community" (C50).

Our congregational directional statements urge us to save energy and preserve the gifts of the earth by reducing travel needs and availing ourselves of public transportation where possible.  In addition, stewardship involves awareness and prevention of the legal liabilities of the congregation in regard to accidents.

OWNERSHIP/TITLE

All province cars are registered under the title of______________.  Titles of all province cars are on file with the Province Transportation Coordinator.  

AVAILABILITY/USE
Province cars are available for sisters of the community.  All province-owned cars are available to other sisters when not being used for the purpose for which they were provided.  A sister who uses a province car does not have exclusive use of it.  Therefore, she is called on to share the car with the community, and other sisters are free to ask for the use of it.

When cars are not needed for a week or more (e.g., drivers are out of town), the community/principal driver is urged to contact the Province Transportation Coordinator to check if the car is needed elsewhere at that time.  Province cars may be recalled or rotated according to the needs of the sisters requiring the use of a car.
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GIFTS/PRIZES
Cars offered as gifts or prizes are seen as given to the community.  They are to be approved in advance by the Provincial Council and accepted in the name of 
the province. Donors need to be willing to transfer the car title to the province.  There is no assurance that the car will remain with a particular house or sister.  

FAMILY-OWNED CARS
Reflecting their relationship within the community (C51), sisters do not use family-owned cars on a regular basis.  If unusual circumstances or needs suggest that a sister use a family-owned car on a regular basis, the sister consults with her Provincial Council contact person.  Included in the dialogue is assurance that the family will provide car insurance and maintenance.

NEED
Annually every community will assess its transportation needs.  At that time or any other time when a sister believes a community has need for more or fewer cars, the local community dialogues on the topic.  If the local community agrees that a change is needed in the number of province cars provided, this need is made known to the Provincial Council contact person. 

MINISTRY NEEDS
Sisters who use province cars for ministry needs will charge direct ministry-related mileage costs [approximately the current IRS allowable amount] to the ministry or department.  Fuel costs of driving to/from work or for personal or community needs are paid through the sister's personal or community budget.  

MAINTENANCE/REPAIR COSTS FOR PROVINCE CARS
Major auto maintenance/repair costs of approximately $500 or more are to be approved by the Province Transportation Coordinator before the work is begun.  Regular maintenance and repair costs as well as inspection and license fees for province cars are budgeted by the community according to guidelines provided by the Province Finance Office.  

ELIGIBILITY TO DRIVE PROVINCE VEHICLES
Sisterswho meet the General Guidelines listed in the Fleet Safety Policy are 

authorized to drive province-owned vehicles.  When doing so, they are covered by the insurance and the policies of the fleet insurance provider.
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Occasionally, sisters may extend authorization to drive a province-owned vehicle to another licensed driver when need or safety require it, e.g., when needing a ride to an airport, when another is more alert and can share driving.  If 

authorization is needed on a regular basis, a sister may submit a request--including the other driver's valid license number--to the Province Transportation Coordinator.

NOTE: General Guidelines (15.5, 15.6) also apply to sisters when driving non-province vehicles even though those vehicles are not covered by Province Fleet Insurance.

REPORTS FOR PROVINCE CARS
Two reports are to be sent to the Province Transportation Coordinator by March 1 each year:
       •  Province Car Maintenance Record – includes routine maintenance and 
 


major and minor repairs
       •  Vehicle Inspection 
ACCIDENTS
All accidents are reported immediately to the insurance company and to the Province Transportation Coordinator. This applies to province-owned vehicles and any other vehicles you drive.
RENTAL CARS
If a sister rents a car, she does not need to purchase additional insurance.  This is covered by the province insurance policy provided she signs the congregation’s initials behind her name on rental documentation.  Some rental agencies require a copy of the province insurance ID card as proof of coverage.  When driving a rental car be sure to carry the province insurance packet with you.

MOTOR VEHICLE ADVISORYCOMMITTEE
The function of this committee is to:

   •  Seek advice on types of cars to purchase, car maintenance, and a cycle of 

      replacing cars in the province fleet;

   •  Review annual car reports and make recommendations for replacing/ 

      exchanging/maintaining cars;

   •  Review the car policy periodically and make recommendations for changes;

   •  Review policies for drivers of province cars. 


Membership on the committee consists of the province transportation coordinator, the province treasurer, and the provincial council liaison to the transportation coordinator.
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  CARS

SUMMARY OF RESPONSIBILITIES 


RELATED TO PROVINCE-OWNED CARS
SISTERS

  •  Ordinary upkeep

  •  Annual budgeting for maintenance and repairs according to guidelines 

      provided by Province Finance Office

  •  Maintenance records kept and sent yearly in March to Province 
     Transportation Coordinator

  •  Accident reporting to insurance carrier and Province Transportation 

     Coordinator

  •  Estimates on major repairs

  •  Vehicle inspection annually.  Copy is sent to Province Coordinator.
  •  Licenses; registration and taxes where applicable

PROVINCE TRANSPORTATION COORDINATOR 

  •  Assignment of specific car for community/ministry

  •  Purchase of new/used cars

  •  Approval of major repairs (approximately $500 and over)

  •  Tracking of maintenance reports

  •  Sale/trade of cars

  •  Maintaining file of all original titles

  •  Insurance of cars and record of accident claims

  •  Review of accident reports 

  •  Providing road tests required by guidelines
  •  Evaluating sisters’ ability to drive based on requirements to drive any 

      vehicle

  •  Periodic review of the implementation of all guidelines

PROVINCIAL COUNCIL/COUNCILOR

  • Approval of car assignment for community/ministry

CORPORATION

  • Approval of car expenditures within province budget
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FLEET SAFETY PROGRAM

Statement of Policy on Fleet Rules and Safety
A degree of risk exists in everything we do in life, but the province is committed to providing as safe an environment as possible. The purpose of this program is to reduce the incidence of preventable accidents involving drivers while using a province vehicle. To make the program work driver education programs are conducted, vehicles are inspected, accidents are reported and analyzed, and drivers are periodically evaluated.

Each province shall assign coordinating responsibilities to a sister who will oversee program administration. However, creating and maintaining a fleet safety program will require the genuine interest and cooperation of every sister in every province.

General Guidelines
1. Only authorized drivers shall be allowed to operate a province vehicle.  A valid drivers license must be presented before being authorized to drive a province vehicle.  The minimum age of 21 will be required for anyone driving a province vehicle.
      2.  Normally our province vehicles are company cars driven by sisters.  

           Occasionally, others are authorized to drive these vehicles.  Some use 

           them regularly as part of their duty and need to be authorized to do so.
      3.  The driver shall comply with all laws, ordinances and regulations, and 

            operate their vehicle courteously and defensively.

      4.  All occupants of a province vehicle shall wear their safety belt at all 

            times.

      5.  Accommodating hitchhikers is strictly prohibited.

      6.  Drivers becoming ill or unduly fatigued on the road should stop at the

           nearest safe place to rest.   

      7.  Operation of a province vehicle while under the influence of medication,
     alcohol or other drugs which impair judgment is strictly prohibited.

8. Cellular phones, as well as headsets and earpieces are discouraged 
     while operating a province vehicle.  Local and State regulations are to be 
     followed concerning cell phone usage.

9.  All drivers must attend a Defensive Driving Course once every three 
     years, as well as following an at-fault accident, resulting in a claim 
     greater than $2,000. Our insurance carrier will offer courses each year
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       CARS

       to each province. Alternatively, local National Safety Councils, AARP,
   and AAA also schedule courses.

10.   An annual vision exam and road test will be required of all drivers ages 
        72 and older, to determine physical and cognitive ability in relation to 
        safely operating a province vehicle.  This requirement may be applied 
        to drivers below the age of 72 when warranted.
      11.   No one shall be allowed to operate a province vehicle other than 

              authorized drivers.
12.   If a driver has not driven for an extended period of time (three months) 

        and/or has sustained an illness or injury that may have compromised 
        her ability to drive, the driver may be asked to complete an extensive 
        driving test.
Maintenance
      1.  It is the individual’s responsibility (or fleet coordinator for pool cars) to 

           maintain vehicles in good operating and clean condition.

2. The driver annually shall submit a “Vehicle Inspection” report. Any 
     repairs deemed necessary from the inspection are to be given prompt 

           attention.

3. Routine, scheduled vehicle maintenance shall be completed as specified 
     by the manufacturer in the vehicle operator’s manual.

Accidents
1. Any accident involving another vehicle, person or fixed object must be 

     reported to the designated person in the province as soon as possible.

2. In the event of an accident, the driver should refer to the instructions which should be kept in the glove compartment of the vehicle.

      3.  Complete the Auto Claim report.

      4.  Notify the Insurance Company by the next business day following 

           an accident.

Motor Vehicle Records
Motor vehicle records (MVR’s) may be used in assessing a driver’s driving habits, attitudes and capabilities. The Insurance Agent may also advise the province Administration of a driver’s driving habits, attitudes and capabilities.
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To be authorized to drive a province vehicle, an acceptable 3-year driving record will have:

  
•  No serious violations. (e.g., DWI, vehicular homicide, reckless 

    driving, leaving the scene, etc.)


•  No more than two at-fault (i.e. chargeable) accidents.

 
•  No more than three incidents (i.e. accidents or moving violations)

  
•  No more than two incidents in the past one year period.
Corrective Action

Appropriate corrective action may be recommended by the Insurance Agent, 

depending on the number of incidents a driver has accumulated on their 3-year driving record. The degree of corrective action will be commensurate with the driver’s record, and could range from a self-administered driving course to suspension of driving authorized cars. 

Revised September 2008
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VEHICLE INSPECTION – Due March 1

TRANSPORTATION COORDINATOR 

	Driver

	Date

	Mileage

	Fleet #



	
	Satisfactory          Unsatisfactory          Corrected


	Seat- Belts (accessible/condition)

	
	

	 Lights:  Headlights 
            Turn Signals 
            Brake Lights 
            Tail Lights 
            Flashers 
            Instrument Panel 
            Dome Light 
            License Plate Lights

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Glass:  Windshield 
            Other 
            Mirrors

	
	
	

	
	
	
	

	
	
	
	

	Steering

	
	
	

	Horn

	
	
	

	Brakes

	
	
	

	Parking Brake

	
	
	

	Muffler

	
	
	

	Tires (incl. spare)

	
	
	

	Heater

	
	
	

	Air Conditioner

	
	
	

	Windshield Wipers

	
	
	

	Fluid Levels

	
	
	


Condition of Vehicle (Note items reducing resale value):

Inside____________________________________________________________________
Outside___________________________________________________________________
Other items - Requirements of Driver's Manual/Driver Comments:

_____________________________________________________________________________________________________

_____________________________________________________________________________________________________
_________________________________________________

__________________________________
                              Signature




       
         Date
DUPLICATE AS NEEDED                             
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Province Car Maintenance Record – Due March 1st
Province Car No. ________   Model ___________________   License________________   Current Mileage______________   Date Sent: _____________






    Year / Make

                State / No.


                                                      Mo. / Da. / Yr. 
Person Responsible_____________________________ Address ______________________________________________________________
Regular Maintenance
	
	Oil, filter & lube3,000 miles

	Tune-up 30,000 miles

	Transmission 30,000 Miles

	Rotate & balance tires every 6,000

	Alignment as needed

	Check brakes 25,000 miles or

	Air filter 30,000 miles or as

	Flush radiator 5 years or 30,000

	Fuel Filter 30,000 miles


	Date

	
	
	
	
	
	
	
	
	

	Mileage

	
	
	
	
	
	
	
	
	

	Cost

	
	
	
	
	
	
	
	
	

	Serviced by

	
	
	
	
	
	
	
	
	

	Date

	
	
	
	
	
	
	
	
	

	Mileage

	
	
	
	
	
	
	
	
	

	Cost

	
	
	
	
	
	
	
	
	

	Serviced by

	
	
	
	
	
	
	
	
	

	Date

	
	
	                                                                                                                    Regular Maintenance                     Total 

 Major and Minor Repairs Not Listed Above

	

	Mileage

	
	
	
	

	Cost

	
	
	Date

	Mileage

	Serviced by

	Description

	Cost


	Serviced by

	
	
	
	
	
	
	

	Date

	
	
	
	
	
	
	

	Mileage

	
	
	
	
	
	
	

	Cost

	
	
	
	
	
	
	

	Serviced by

	
	
	
	
	
	
	

	Date

	
	
	
	
	
	
	

	Mileage

	
	
	
	
	
	
	

	Cost

	
	
	
	
	
	
	

	Serviced by

	
	
	
	
	
	
	

	Date

	
	
	
	
	
	
	

	Mileage

	
	
	
	
	
	
	

	Cost

	
	
	
	
	
	
	

	Serviced by

	
	
	
	
	
	                                                                                                                 TOTAL

	


License Renewal: Month_________Cost_________                              Safety Inspection: Cost____________
Emissions Inspection: Cost____________

Comments Concerning Car: (esp. Accidents—cost, parts damaged and repaired)


TOTAL FOR LICENSE/INSPECTIONS

_____________






TOTAL FOR REGULAR MAINTENANCE
_____________





TOTAL FOR MAJOR AND MINOR REPAIRS 
____________
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TOTAL
FOR ALL COSTS


_____________


