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USE OF PRIVATE VEHICLE & DRIVING DOCUMENTATION POLICY

Use o f Vehic le

The provider does not provide transportation services for clients.  In addition, the company does not carry

automobile (vehicle) insurance for employees or clients and that the employee’s insurance must cover

clients when transporting them.  The company also does not provide reimbursement if an employee uses

his vehicle  when tra nsporting  clients.  

Documentation

It is the responsibility of all staff to provide a copy of current driver license, registration, and insurance

card(s ), or of any ch ange in s tatus to the se doc ume nts, to the o ffice for ins ertion in the p ersonn el files. 

Staff m ust ens ure that this  is done in a  timely m anner, w ithin two wee ks of o btaining su ch doc ume ntation. 

Staff may bring these documents into the office, where a copy will be made.  In general, a license and

registration is renewed every five years and insurance either every six months or annually.  If staff does

not provid e these  items in a  timely m anner, th e adm inistration will m ake a v erbal, then  written requ est.

Notification must be ma de of any citation for traffic violations other than a parking ticket.  You must notify

the company owner as soon as you become aware of any citations.

Prov iding this inf orm ation  is m andatory.   Not p rovid ing the info rmation  ma y be gr ounds fo r dism issa l.

I have read and understand the Driving Documentation Policy and agree to follow its dictates.

                                                                                                                                  

Staff Signature Date


