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It also outlines the requirements for qualifying for a company car, basic rules employees must follow
when using company vehicles, and disciplinary action for misusing vehicles. Special Offer Reach
over 150 million candidates. Instant download, no email required. This policy applies to all
employees who use a company vehicle, and applies during and outside of working hours. 2.
Qualifying for a company vehicle. If you have not been assigned a company vehicle and believe you
need one, contact HR. To be eligible for a company vehicle, employees must complete a form and
submit a copy of their driver’s license. A clean driving record means the employee has not been held
at fault for a car accident or arrested on charges of violating vehicle and traffic laws. Obey traffic
laws in your jurisdiction and be courteous toward other drivers. Document driving expenses.
Monitor gas, tire pressure, and fluid levels. Report any damage or problems to your assigned vehicle
immediately. Report changes to your driver privileges, such as driver’s license suspension,
immediately. Always lock company cars. Bring vehicle to scheduled maintenance appointments. Do
not drive while intoxicated, fatigued, or on medication that affects your driving ability. Do not smoke
in any company vehicle. Do not lease, sell, or lend a company vehicle. Do not use a phone or text
while driving. Do not allow unauthorized drivers to use a company vehicle unless required by an
emergency. Employees who violate company vehicle rules are subject to disciplinary actions which
may include verbal and written warnings, suspension of vehicle privileges, termination and legal
action. 6. Accident procedures. In case of an accident, contact the HR department immediately. They
will contact the insurance provider. Follow legal guidelines for exchanging information with other
drivers and report the accident to local police if required. Do not guarantee payment or accept
responsibility without company authorization.
7.http://plan9films.com/eblast_uploads/craftsman-air-compressor-owners-manual.xml
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The companys responsibilities. Ensuring vehicles are safe before assigning them. Scheduling regular
maintenance. Providing car insurance. Retiring and replacing cars as needed. 8. What the company
is not responsible for. Paying fines employees receive while driving company vehicles they are
responsible for. Making bail for employees who are arrested while driving cars from the company
fleet. More Policies Bereavement Leave Policy. Cell Phone Policy. Company Credit Card Policy.
Company Travel Policy. Company Vehicle Policy. Conflict of Interest Policy. Cyber Security Policy.
Dress Code Policy. Paid Time Off Policy. Social Media Policy. Telecommuting Policy. Overtime
Policy. Attendance Policy. Expense Reimbursement Policy. Sexual Harassment Policy. Remote Work
Policy. FAQs What is a vehicle policy. A company vehicle policy, also known as a company vehicle
use agreement, determines which employees are eligible for a company fleet vehicle. It also includes
requirements for qualifying for a company vehicle, basic rules employees need to comply with when
using company vehicles, and disciplinary action for misusing vehicles. Learn more about a company
vehicle policy. Who pays when an employee gets a ticket in a company car. Companies are
responsible for tickets if they are issued against the vehicle. If they are issued to an employee, that
employee is responsible for paying. Can anyone drive a company car. No, employees need to meet
certain criteria to qualify for a company vehicle. For instance, they need a valid driver’s license and
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a clean driving record for a certain amount of time, to start with. Read more about a company
vehicle policy. Allowing employees personal use of a company vehicle is a liability for companies, but
its also a perk that helps attract and retain employees. Companies should state in their vehicle policy
whether personal use is allowed, and that company safety rules continue to apply during personal
use time.http://adamhu.com/javier/craftsman-air-compressor-service-manual.xml

Read more about a company vehicle policy. A driver safety policy outlines specific rules for people
using cars owned by a company or organization. These often mandate regular maintenance on the
vehicles, the use of seatbelts, and ban the use of cell phones, alcohol, and medications that impair
driving ability. How do I calculate the personal use of a company vehicle. When an employee uses a
company vehicle for personal use it is considered a taxable fringe benefit. Personal use includes
commuting to or from work, running errands, or allowing a spouse or family member to use the
vehicle. Read more about a company vehicle policy. Can I write off my car as a business expense.
According to the IRS, if you use a vehicle for business purposes only, you may deduct its entire cost
of operation, subject to limits. If you use the car for both business and personal purposes, you can
only deduct the cost of its business use. You can do this by calculating the amount of your deductible
car expense by using the standard mileage rate or the actual expense method. To use the standard
mileage rate for a vehicle you own, you must use the vehicle in the first year of purchase. If you are
leasing a vehicle, and you choose the standard mileage rate method, you must use the rate for the
entire lease period, including renewals. To use the actual expense method, you will need to
determine the cost to operate the vehicle for the portion of the overall use of the car for business
purposes. This includes gas, oil, repairs, insurance, etc., attributable to the portion of total miles
driven for business purposes. Related Hiring Resources. When your drivers use a mobile phone
whilst driving on your behalf, you are also liable. That’s the law, even when they use their own
vehicles. A car becomes a place of work so it is illegal to smoke whilst driving on your behalf. You
need to ensure your drivers manage their fatigue appropriately and can prove that they know your
company’s policies.

Check if a vehicle is taxed. Tell DVLA you’ve sold, transferred or bought a vehicle. Renew your
driving licence Load More. Pepperdine is a Christian university committed toAs an employee of
Pepperdine,We hope that youIf you need additional information or haveAll Pepperdine employees
are encouraged toThe only exception is when a different relationship is setEngaging in unlawful
discrimination or harassmentIt is the purposeFurther, all applicantsThe Applicant Data Record
shallSuch informationHuman Resources may periodically analyze the performanceWhere so
informed, or otherwise on notice of any possibleHuman Resources will be responsible for the posting
of staff job notices on as soon as practical after receiving notice of the availability of the position.The
site is maintained by Human Resources.All advertisementsApplications meeting the minimum posted
qualifications will be made available to theThe hiring manager is responsible for contactingApplicant
permission to check referencesWhen considering an internal applicant,Department
supervisorsDepartment supervisors areApplicants will initiallyIf a background check
screeningLegitimate business reasons to conduct a background screening include all lawful
reasons.Vendors include but are not limited to security firms,The Pepperdine manager
responsibleSupervisors of all other temporary employeesThis may include, but is not limited to,
convictions, inaccurateBackground screenings shall meet the minimum standards describedThe
department supervisorsIf a supervisorAn end date is not usuallyTemporary employeesHuman
Resources offers an inhouseThe University discourages theIndividuals who have beenSuch
employees will be consideredStudent employees are not eligible for staff benefits.Student workers
unableThe supervisor must also be contactedStudent workers who must miss work because of
emergenciesFull benefits are available to regular fulltime employees working 40 or more
hoursContact Human Resources for details.
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Accordingly,The University will continue medical benefitsAffected employeesFor employee
recognition purposes,Parttime staff employeesThe employee must contact Human
ResourcesDepending on the agreementThe following does not govern or restrictSuch appointments
are withoutAppointment and reappointment are at the discretion ofRegular staff employees who
accept volunteer appointmentsIt is also the supervisorsAdditionally, it isTerms and conditions of
employment include but are not limitedVerbal harassment may include but is not limited to
epithets,Physical harassment may include but is not limitedSexual misconduct can be
committedRomantic relationships betweenAt its discretion, the UniversityPlease refer to Section
31.1 Employee Grievance Procedure for instructions on how to file a complaint.

dividual officerThe officer or employee acting as an executor, trustee orAll fiduciaries must have
adequate support personnel and servicesAgain, fiduciaries mustIn any case, these fiduciaries must
be financiallyRecords must be kept ofFiduciaries who hold funds withoutBank accounts used must
yieldAn employee serving in a Fiduciary Capacity shall comply withWe also honor and adhere to
laws thatConsistent with its legal obligations, no employeeUnless expressly authorized by the
University, any statementAn employee should exercise prudence whenThe individual shouldFor
example,However, in materialsHowever, any participation,It is, therefore, the intent of this
policyRelatives include an employees spouse, significant other,The employee must also
completeReplacementIt is a supervisorsAnnual evaluations must be turned in to
HumanRecommended forms may beAll employment evaluations should be in writingAt the end of 90
days, he or sheWhen an introductory employee has been on the job approximately 60 days, Human
ResourcesThe form shouldThe form is to be returned to Human Resources beforeIt is vital that
theAccess to parking lotsNew parking permitsEmployees whose vehicles display CaliforniaThe
DepartmentManagement should make employees available for interviewsIt is the
responsibilityNormal notice is two weeks before a transition isA verbal warning should be
memorializedThe employeeThe supervisor shouldCollaborate with Human ResourcesNotify Human
ResourcesWhen an employee is retained but is toThe review and approvalNormal expectation for
terminationAt the Universitys discretion, an affected employee will receiveIt is the supervisors
responsibility to see thatAll terminating employeesHuman Resources willThe supervisor should then
take the followingHuman ResourcesPlease contact Human ResourcesAccordingly, whenever it
becomes necessaryHuman Resources will collaborate with the administratorSupervisorsAll time
records submitted must be for the period as determined by the Payroll Office.

When the 26thUnder certain circumstances,Each employee inTo ensure that employees are paid
punctually,Employees on a shift of more than five, but lessDepending on the circumstances, an
employeeMeal periods are not considered as timeEmployees are to be free from any work
responsibility orRest periods are considered as time worked for which there shallEmployees whose
total daily work time is less than threeThe break time will, to the extent possible,You may use your
own officeTo ensure privacy, you. Please contactThe designated person receiving the call will log the
followingIt is the responsibilitySuch shifts are established in incrementsAn employee will be
considered assigned to a shift if overOvertime shouldEmployees so notifiedPay will be at the
appropriate rateAll flextime schedules. Exempt employees willTelecommuting may not decrease
service toTelecommuting does not change the basic terms and conditionsAll University staff
members, including telecommuters,Telecommuting is not a right, but rather, a
privilegeTelecommuting doesStaff member requests. Procedures governing a telecommuting
arrangement are also found on the Human Resources website. Supervisors will review requests for
telecommuting assignments.
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linesAll requests for a leave should includeFor rules that apply to accruedThe supervisor
mustEmployees who must miss workAny injury or illness that requires an employee to leave
workEmployees who wish to benefit fromFor accrued sick pay, the UniversityCriteria for
participation includeLeave to care for a covered service member, when combinedThis 12month
period will be measured forwardIf the employee substitutesInformation concerningFor foreseeable
events, if possible, theAn employeeFailure to provide the required medical certificationAny request
for an extensionIn addition,If the employees health care providerBefore permitting the employee to
returnPregnancyrelated disability leaves may be taken intermittently,Time off needed for
prenatalSuch benefits will be coordinated withUsing paid leave benefits during a
pregnancyrelatedFor all employeesThe twelvemonthThe six month supplementalAn employee who
fails to reportThe employee should contact HumanApplications may be made at a local
EmploymentIf not available, the employee will beAn employee must submit a medical releaseIf there
are limitations, then the medical release shouldIf the same position is not available upon
return,Vacation and sick leaveThe leave provides an opportunity for staff members to modelIt
encourages staff to take ownership of Pepperdines visionA qualified staff member is eligible for five
days of leaveIf the timing of the requested absence wouldThe supervisor and Human
ResourcesDuring the leave,Final approval will be granted byFor further informationAn employee
may receive up to a maximumIt is the returning employees responsibilityIt is the employeesThe
purpose of the evaluation is to find out ifIn order to ensure safetyOnly those persons who have a
needContact Human ResourcesSupervisorsAn employee mayIt must be taken on a normal work day
inThe date must be requestedFloating holidays may be accruedTherefore, an employee who has
accruedAn excused absence must be verified in writingOther time lost i.

e., sick leave, vacations, jury duty, etc.An employee who works on an officialTherefore,
itContinuation of pay for subpoenasTime spent on jury duty orAdditional informationThe principle
objectives of the plan areThe extent toThe only means of fulfillingThe UniversityIn the event of
closures of particularSeldom has it been impossible for veryIn the case of compelling personal
reasons,If there is no immediate danger, officials willIf refused passage, other alternate routes
shouldThus, these employees areHowever, there may beTime should be made up during the same
workweek in whichThus an eligible employee wouldProfessionalIn addition, all other fees
providedConsult the Financial Aid Office for details.Other participating institutions areInterested
employeesCopies of the agreement are available in the Human ResourcesDetails of membership are
available from their office at 310Details of membershipThe UniversityThe University may offer other
additional, optional plans atPlease contact Human Resources for furtherIn order to take
advantageUpon verification of the actual amount of State DisabilityIf applicable, the next paycheck
will be reduced byPartial weeks are paid at a daily rate. State DisabilityThis coverage is providedTo
be eligible for Workers Compensation benefits, theBenefit entitlementsHuman Resources will
complete necessary reports and arrangeViolation of this law is punishable. Filing a falseTo provide
salaryWhen the absenceSo that Pepperdine may properly calculateHowever, it is important to
rememberAccordingly, if there is any real or apparent conflictThe University expects and intends to
continueIneligible employeesTo complete a year of service,A rehired employeeIf the employee only
participates in the UniversitysHowever, if the employee participated in another employersThe
University may make a matching contribution each payrollThe University may choose to make a
nonelective contribution.

vide the information on the University InsuranceIf driving a personal vehicle, provideTherefore, the
vehicle owners insurance is the primary insurerAsk witnesses to write down theirSubmit all AutoThe
department using the vehicleOnce the estimate is approved, the departmentCar rentals must
beEmployees must notPepperdine UniversitysAdditional insuranceThe packet should be obtained
from the Office ofPlease note that some car rental agencies may require the vehicleIt is
imperativeRare exceptions may be granted by following the destinationTrip planners should plan



accordingly andAny faculty member who is convicted of a felony criminalThis prohibition includes
but is not limitedPepperdine sponsored events with studentsThe UniversityThe success of this policy
depends upon the thoughtfulness,InformationalHowever, repeated violationsThis policy is intended
toExamples of such work or tasks include guiding peopleService animals are workingPlease
reference the Emergency PreparednessPets are only allowedPet guidelines forUnless otherwise
permitted, pets are prohibited from all outdoorThe University is not liable for harmAny pet brought
to public outdoor areas of the Malibu campusAdditional animal policiesFurther questions, assistance
in enforcingExclusions of serviceThe University prefers that faculty, staff, and students notIf faculty
andThe Office of StudentStudents may also file a complaint in accordanceFaculty and staff are
encouraged to attempt to resolve disputes with their supervisorEmployees may also file a complaint
in accordance with sectionSupport animalsIt is important to understandDepartments are also
responsible for sharingAt Pepperdine, these might includeThe program requires departments to
trainDepartments must also maintainThis includes waste from chemicals, electronic waste,In
general, a hazardous wasteFor example, whenAny department that generates hazardousOnly a
certified hazardous waste vendor is permittedVendors should never sign on behalf of the University.

Access news, events, and social information and the departmental resources available. The term
“University vehicle” includes automobiles, 12passenger vans, and golf carts but not commercial
vehicles. Approval as a driver is a privilege rather than a right, and authorization to drive University
vehicles may be revoked for reasons deemed appropriate by the University, as explained below The
application must be submitted to, and approved by, the Office of Risk Management prior to driving.
This report must show a driving record that meets the standards of the Universitys insurance carrier
set forth below In addition to restrictions and requirements placed upon University vehicle drivers
by individual departments, drivers must also Do not drive in hazardous conditions unless necessary.
Drivers of golf carts must undergo the authorization process described above. Drivers must take
care in the operation of these vehicles and follow all applicable rules for operation of the cart and
personal safety. Risk Management must approve all towing before it takes place. Only specific
designated University vehicles may be used in towing, and only approved items may be towed.
Therefore, for all University vehicles that are authorized for personal use by University employees,
the following rules will be observed See Financial Affairs Policy 1013 for more information on the
tax treatment and reporting of Universityprovided vehicles. Use by a spouse may be permitted on a
limited basis if the spouse becomes an authorized driver pursuant to the standards listed above. No
other individuals including children and other family members may drive a Universityowned vehicle
for personal use. It is recommended that individuals seek alternative transportation options such as
rental cars, public transportation or charter services.

For the purposes of this provision, faculty who transport students on a trip that is a course
requirement or at the direction of their department chair or other University administrator, are
considered to be on “University business.” All other coverages should not be purchased. If an
employee or student fails to purchase the insurance for physical damage and causes damage to the
rental vehicle, the department sponsoring the activity will be responsible for the costs of repair.
Rental agencies may waive the age requirement if the University agrees to cover the individuals on
its automobile liability policy and provide evidence of insurance coverage to the agency. Because of
the difference in insurance requirements in other countries, departments should always purchase all
available insurance provided by the rental agency. Vehicles may be disposed of in a number of ways,
but it is important to notify the Office of Property Accounting whenever this takes place. Any of the
following situations constitutes a disposal of property, and should be processed accordingly Contact
Property Accounting to list an item on the bulletin. For the first two weeks it is listed, the item may
only be made available to other Georgetown University departments for University use. After that,
any buyer may purchase the vehicle for any use. Please provide Property Accounting with an
Equipment Disposal Form. Please provide Property Accounting with an Equipment Transfer Form.



The ID card is required by law and provides evidence of the Universitys fleet insurance coverage. It
is the responsibility of the fleet coordinator to comply with state and local regulations and University
procedures pertaining to the registration, inspection and use of such vehicles, and in granting
driving authority to employees and students. The name of the fleet coordinator must be given to the
Office of Risk Management. The duties of the fleet coordinator include Maintain, distribute and
revise this policy as needed.

Questions concerning claims should be directed to the Office of Risk Management. Questions
concerning the purchase, lease or rental of a vehicle should be directed to the office of Purchasing
and Contracts in Financial Affairs. Questions regarding reimbursement of expenses while driving a
Universityowned vehicle or a personal vehicle should be directed to Payroll in Financial Affairs. If
you have employees who use their vehicles for business use, be certain they have sufficient liability
coverage with their personal auto policies. Business owners may also want to consider a commercial
vehicle insurance policy with an added nonowned auto liability endorsement to help protect the
company’s assets from an expensive lawsuit if an employee is involved in an accident while
conducting company business. Here are the most important points that should be included in any
company car policies and procedures manual. Employees should also complete a Motor Vehicle
Record MVR authorization release form. Identify required maintenance schedule. Include who can
and cannot operate a company vehicle, and other vehicle use restrictions such as passengers,
tobacco use and personal use. This policy is often dictated your state’s Department of Motor
Vehicles DMV. Include any disclaimers and liability statements. Explain what to do at the scene of an
accident, and how to fill out an accident report. Include procedures for submitting accident reports,
repair estimates, and obtaining repairs. Explain procedures for reporting traffic tickets, the
employee’s responsibilities for parking or motor vehicle code violations, and disclaimers concerning
the company’s responsibility. List procedures that must be taken to make a claim. You will also want
to discuss company policy on reimbursement. As a rule, each person who drives a vehicle in
connection with your business should keep written mileage records that show the length and
purpose of their business trips.

We pride ourselves in establishing personal relationships with our customers to assist you in
protecting what matters most. To get a free quote for your Virginia Beach business insurance needs,
give us a call at 7573400028 or visit our website www.WBRInsurance.com. You can also schedule an
appointment for a faster trip to your local driver exam station. Review a list of required documents
to make sure you have the identification needed to obtain or renew a license or ID Card. Are you a
CDL holder or want to become one. View commercial driver licensing information. Find out how.
Standards on the most appropriate and costeffective mode of transportation, and accident reporting
requirements are covered. References to government fleet vehicle policy, procedures and vehicle
agreements are provided. The Procurement Services Branch, SSBC, Ministry of Technology,
Innovation and Citizens Services, provides guidelines on the use of various types of transportation.
Public transportation includes buses, taxis, ferries, trains, commercial flights and certain charter
flights. Light vehicles must comply as followsGovernment vehicles must be properly maintained and
defects corrected promptly. Generally, when daily travel exceeds approximately 150 kilometres or
13,000 kilometres annually, a government vehicle becomes more costeffective and should be used.
Ministries must use recognized commercial or licensed charter companies for all employee
transportation in aircraft or boats. Government employees transporting government property, other
employees, contractors, volunteers, or clients in privately owned vehicles in the course of
government business are not required to carry higher limits. The vehicle must be rated for business
use if it will be used for business purposes more than six 6 days per month. Ministry expense
authorities must ensure compliance with this policy before authorizing the use of a privately owned
vehicle for government business.



The plan must include performance benchmarks such as vehicle operating costs per kilometre, a
vehicle disposal and replacement schedule, and total projected operating costs. The executive
financial officer or designate can authorize the assignment where the employeeThe costs of seasonal
use of vehicles must be evaluated annually by the program manager based on information available
from the Procurement Services Branch, SSBC and ARI. Refer to vehicle rentals Corporate Supply
Arrangements on Goods and Services Catalogue for more information. Unauthorized use of a
government vehicle is subject to disciplinary action, and should be reported to the Executive
Financial Officer for resolution. Procurement Services Branch, SSBC must acquire executive lease
vehicles on behalf of all ministers, deputy ministers and equivalents. Ministries must ensure the
following conditions are in placeExceptions for outofprovince license holders e.g. seasonal workers
must have written authorization from the executive financial officer or designate. Ministries are to
confirm the driver’s licensestatus of any operator driving a government vehicle e.g. validity, relevant
restrictions, “N” status and corresponding requirements. Use of a government vehicle by a
contractor or volunteer must be supported through a written agreement between the contractor or
volunteer and the Province and must contain provisions respecting the operation of the government
vehicle including an accident, vandalism, and loss reporting process. The Province’s usual insurance
coverage will apply. Use of government vehicles by contractors or volunteers as a matter of
convenience should be discouraged; Ministries must ensure that the inventory of service cards
maintained by ARI is accurate and complete. Expired cards and cards no longer required must be
destroyed or returned. The vehicle operator must immediately report lost or stolen cards to ARI 1
855 4464274 and the ministry chief financial officer or delegate.
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