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PURPOSE

To establish guidelines governing the use, operation, and accountability of Clark County Water Reclamation
District (District) vehicles/equipment, as mandated by NRS 244.296, other applicable statutes for all
employees who drive a District vehicle.

POLICY

District Management is committed to maintain and operate a fleet of vehicles for use by District
employees in the course of District business. The personal safety of each District employee and the
safety of the public are of primary importance. It is the responsibility of all employees to operate
vehicles/equipment in a responsible and safe manner to reduce the possibility of accidental
occurrences that may result in injury or property damage. The District will maintain a fleet safety
program that conforms to best practices for a public entity. Employees determined to have violated
any of the terms of this policy will be subject to disciplinary action, up to and including termination.

. Authorized Drivers and Passengers

A. Authorized drivers are limited to: District employees.

B. Authorized passengers are limited to: District employees/elected officials and business-
related persons or clients with General Manager or designee approval.
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Driver Responsibilities

A

Understand and apply driving safety skills at all times, maintain courteous behavior in
traffic, and operate the vehicle within legal speed limits. Prudence should dictate
reduced driving speed with respect to weather, traffic, type of vehicle and other
conditions.

Employees driving a District vehicle must comply with all state and federal regulations
governing driving.

Wear seatbelts at all times. This includes passengers of District vehicles, as well as
anyone driving their personal vehicle on District property.

Know and comply with the District’s accident reporting procedures for ail vehicles and
equipment. This includes any Service Centers/Group/Section/Teams requirements for
reporting incidents that occur during non-business hours.

Remove trash and debris from the vehicle at the end of every shift.
Smoking (including vapor or e-cigarettes) is prohibited in any District vehicle.

No type of vehicle modification or alteration is permitted (including window tinting of any
kind except when performed by the Fleet Maintenance Service Section).

Perform a pre-trip and post-trip inspection of the vehicle, including verifying the
prescribed District accident form and instructions are located in each District vehicle.

Report any moving or non-moving violation/citation received while operating a District
vehicle or conducting District business to assigned supervisor after receiving the citation.
This should be reported by cellular phone, in person, or District radio, upon return to
work area. Moving and non-moving violations while operating a District vehicle are the
liability of the employee.

Ensure all assigned District equipment is properly secured to prevent loss or damage.
This includes ensuring all electronic devices are not used by the driver and in the closed
position while the vehicle is being operated. All tools/equipment must be secured in
accordance with road and District safety practices.

Utilize the Fleet issued key fob, and never utilize another employee’s key fob.
Immediately report a lost/damaged key fob to immediate supervisor.

Disconnecting or tampering with the Global Position System (GPS)/Automatic Vehicle
Locator (AVL) unit installed in District vehicles is prohibited.

Report any damage or vehicular problems immediately to the supervisor and document
damage on the pre-trip or post-trip inspection report. Vehicles with mechanical problems
or other damage shall not be driven until cleared for use by the Fleet Supervisor.

Comply with the Fleet Maintenance Service Center preventative maintenance schedule.
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Exercise reasonable security measures to prevent theft of the vehicle or its contents.
Employees are responsible for personal belongings in a vehicle.

The use of radar detector or similar device in any District or any vehicle used for District
business is prohibited.

District vehicles are not to be used for personal business. District vehicles may be used
for meal/rest breaks. Such a stop must be in close proximity of the work assignment.

Comply with Article 36 of the Clark County/SEIU Agreement, “Clark County Substance
Abuse Policy’. Employees must immediately notify their manager of any change in the
status of their driver’s license as well as any felony charge related to operating a motor
vehicle.

Immediately report to a supervisor/manager if the DMV has suspended, revoked or
issued a temporary license. Employees who have their license status changed to
revoked, temporary, restricted or suspended will be accommodated up to six months.

A suspension, revocation or a restricted license by the DMV or in civil proceedings
exceeds six months, the employee may be permanently reassigned, demoted into a
vacant position for which he/she qualifies for, or suspended pending termination.

Employees will not eat, drink or attend to personal hygiene/grooming while driving a
District vehicle.

1. Supervisor Responsibilities

A

Review the pre-trip and post-trip inspection reports on a weekly basis, and notify the
Fleet Supervisor of any vehicular abnormalities immediately. Any vehicle not safe for
operation must be immediately reported to Fleet Maintenance via a work order. The
pre-trip and post-trip inspection reports must be maintained for a minimum of thirty (30)
calendar days.

Inspect all assigned vehicles and equipment on a monthly basis.

Investigate incidents involving any vehicle/equipment damage. Determine whether the
damage was caused due to vehicle operation or occurred while vehicle/equipment was
not in use, and properly complete and forward all relevant paperwork to District Risk
Management.

Ensure that newly hired employees complete the driving safety course before driving a
district vehicle, or with the recommendation of the Safety Officer.

Notify Human Resources and District Risk Management via cell phone and follow up
with an email if an accident has occurred.

Notify District Risk Management if a third party vehicle is involved/damaged, property,
or personal injury occurs (24 hours a day, 7 days a week).

In the event of an accident, review the “On The Spot” accident report and complete the
on-line property damage report and forward the report to the Group Manager, Fleet
Supervisor, Human Resources, and District Risk Management within 24 hours of the
accident.

17-3




H. Ensure adherence to Article 36 of the Clark County/SEIU Agreement, “Clark County
Substance Abuse Policy.”

Iv. Fleet Responsibilities

A Oversee repair process on vehicles involved in an accident upon receipt of the
appropriate paperwork/authorization.

B. Maintain the vehicle repair and service records.
C. Ensure that fleet vehicles are registered, properly marked and have proof of coverage
before use.
V. Accident Review Committee Responsibilities
A Review and evaluate all District vehicle/equipment accidents.
B. Issue a finding of preventable or non-preventable.
C. Make recommendations for improving safety practices and training tools.

VL. Risk Management

A. Review motor vehicle records for all employees on no less than an annual basis.
Should this review of an employee’s driving record show an accumulated record of
offenses, the use of a District vehicle will not be permitted and the employee will be
subject to the provisions of Merit Personnel, Policy VIl

B. As part of the hiring process, candidates that will need to drive, in the course of
performing their work duties, must submit a three (3) year driving history. These
records will be reviewed by Risk Management to determine if the employee is eligible to
drive District vehicles.

C. Operating a District vehicle or a personal vehicle on District property may be denied if
an employee’s driving record is determined to be unacceptable to District Risk
Management, or the District’s insurance carrier.

D. All reports of inappropriate operation and/or use of District vehicles will be forwarded to
District Risk Management or District Human Resources for review.

VIL. Licensing

A Drivers must maintain a valid Driver’s License as set forth by the Nevada Department of
Motor Vehicles. Laughlin employees who maintain their legal residence outside of
Nevada are required to maintain a valid driver’s license from their state of residence.

B. Drivers possessing anything other than a valid “normal” license will not be permitted to
operate a District vehicle. This includes, but is not limited to the following types of
licenses: temporary, suspended, revoked, cancelled, restricted and denied.
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Employees must immediately notify their supervisor/manager of any change in the
status of their driver’s license.

D. CDL license holders required to have a CDL for their position must meet the
requirements for the interstate non-excepted DOT standards. This includes meeting
the DOT requirements for a medical certification and any applicable endorsements.

VIll. Electronic Communication Devices (ECD)
A. Placing or receiving calls from an ECD is not permitted while driving.
B. Portable computers/tablets will remain closed and/or secured while the vehicle is in

operation. Vehicles must be parked before operating portable computers or tablets.

IX. Standby Vehicle Assignments

A

Only vehicles within the Maintenance and Collection System Service Centers will have
vehicles assigned to standby status. No other vehicles will be taken home by
employees. District standby vehicles will not be utilized for personal use.

When an assigned vehicle is not in use for District business, it will remain in a secure
location at the employee’s home and the employee will exercise reasonable security
measures to prevent theft of the vehicle or its contents.

Standby vehicles are not to be used to provide rides to or from work for other
employees. Employees will not use standby vehicles for personal use.

Pursuant to IRS Title 26, Section 1.274-6T (3) (F), the District must account for the
employee’s vehicle commuting use by including the commuting value in the employee’s
gross income. Commuting is defined as an employee taking a vehicle directly to and
from the employee’s home and designated job site.

Standby vehicles must be affixed with all appropriate decals, markings, and
identifications. Employees making modifications to the vehicle are subject to
disciplinary action.

AAN\ mﬂﬁ/we%

Th\ojr'nas Minwegen, Geheral Mangger
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ACCIDENT REVIEW PROCEDURE

District Risk Management will forward the appropriate relevant documents to the Accident Review
Committee (ARC). The ARC within ten (10) calendar days after an accident has occurred, shall
make a finding of whether the accident was Preventable or Non-Preventable, and the appropriate
category.

1. Preventable: accident in which the employee was at fault or where the accident could
have been prevented by utilizing defensive driving techniques.

2. Non-Preventable: accident in which the employee was not at fault or could not
reasonably have been prevented by using defensive driving techniques, due to the
circumstances of the situation.

If the accident is determined to be Preventable, the Accident Review Committee chair shall make
a recommendation to the Division Manager and Human Resources as to one of the following three
categories.

Category 1: an accident which has occurred while conducting District business because the
driver/operator of a District or personal vehicle made a misjudgment in operating the vehicle,
or failed to take necessary precautions.

Category 2: an accident which has occurred while conducting District business because the
driver/operator of a District or personal vehicle violated District or departmental rules, policies
and/or procedures or violated any section of Nevada Revised Statutes (NRS) and/or Nevada
Administrative Code (NAC), except for those violations noted in Category 3.

Category 3: an accident which has occurred while conducting District business because the
driver/operator of a District or personal vehicle was under the influence of alcohol and/or any
drug which negatively affects performance or the ability of an employee to work in a safe
manner to any degree, or who has flagrantly, willfully, or deliberately disregarded safety.

At the discretion of the General Manager or designee, the employee may be immediately
reassigned to a non-driving or non-operating position while the incident is being investigated
and/or reviewed. Based on the ARC recommendations, discipline will be determined by Human
Resources and the Division Manager. Discipline may be administered up to and including
termination.
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Motor Vehicle Records (MVR) SOP

I.  New Employees: All candidates are subject to providing the District three years of
driving records as part of the pre-employment background check.

a. Criteria for Unacceptable MVRs:
i. Employees who are in possession of a suspended or restricted license.

ii. Conviction for vehicular manslaughter, hit and run, racing, careless and
reckless driving, or other major offences.

iii. Conviction of more than three ordinary traffic violations, or no more than
two chargeable accidents, or more than two violations in the past twelve
month period.

iv. Suspension or revocation of driver’s license within the last three years.

b. Consequences of an Unacceptable MVR
i. Candidates may still be offered employment but restricted from operating
a District vehicle.
ii. Candidates will not be eligible for employment.

Il. Existing Employees: District Risk Management will retrieve an MVR for each District
employee at a minimum of no less than an annual basis.

a. Criteria for Unacceptable MVRs for Existing Employees
i. Employees who are in possession of a restricted license.

ii. Conviction for death by vehicle, hit and run, racing, careless and reckless
driving, or other major offences.

iii. Conviction of more than three ordinary traffic violations, or no more than
two chargeable accidents, or more than two violations in the past twelve
month period.

iv. Suspension or revocation of driver’s license within the last three years.

v. Employees required to possess a Commercial Driver’s License (CDL) are
subject to the provisions of the Department of Transportation’s
regulations, as specified in 49 CFR.

b. Consequences of Unacceptable MVR

i. Existing employees who have an unacceptable MVR will be subject to the
provisions or Merit Personnel Policy VIII, but will not be permitted to
operate a District vehicle for a period of twelve months or until the MVR is
deemed acceptable. If that restriction is found to be an unreasonable
accommodation, the employee may be subject to disciplinary action; up to
and including termination.

ii. Existing employees who have an unacceptable MVR will be subject to the
provisions or Merit Personnel Policy VIII, and also subject to disciplinary
action, up to and including termination.
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