
EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.


USE OF PERSONAL CARS

POLICY:
From time to time, it may be appropriate for staff to use personal cars for Edwin Fair Center's business.  

At no time will an employee use a personal car to transport consumers unless properly licensed and insured and the use is approved by the supervisor. Staff is required to observe all state and federal laws.  Reasonable accommodations are required for all disabled consumers, therefore such consumers will need to be transported in a handicapped accessible vehicle as needed (e.g., persons with significant physical disabilities).  Public transportation may be utilized.
When transporting infants and children, age appropriate restraining devices shall be secured in the vehicle and used.   A first aid kit will be in all vehicles to address potential safety and health issues.

Edwin Fair will furnish vehicle fire extinguishers and emergency reflective markers (e.g., cones or triangles) to employees who transport consumers in their personal cars. The fire extinguisher must be secured in the vehicle.
PROCEDURES:
When use of personal cars for official business is approved by the supervisor, the employee will be reimbursed for mileage at the current EFC established reimbursement rate.  Reimbursement for travel is subject to verification of valid drivers’ license and vehicle insurance being provided to the Personnel Department.
An employee whose job requires travel will be reimbursed for such travel from the location of his/her primary job site.  No employee will be reimbursed for travel from home to work assignment unless it benefits the Center. The supervisor will determine the primary job site location. 

Requests for reimbursements for mileage must be reviewed and signed by the employee's supervisor before being submitted to the Accounts Payable Clerk for payment.
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