ADOPTED - MARCH 22, 2016

AGENDA ITEM NO. 27

Introduced by the County Services and Finance Committee of the: 
INGHAM COUNTY BOARD OF COMMISSIONERS

RESOLUTION TO ADOPT AN INTERN/VOLUNTEER DRIVING AND RECORDS POLICY, PROCEDURE AND RULES

RESOLUTION # 16 – 108

WHEREAS, interns and volunteers are an important part of augmenting our workforce; and

WHEREAS, the Ingham County Board of Commissioners desires to follow risk management best practices; and 

WHEREAS, best practices for risk management include identification of interns/volunteers and running driver license checks to assure maintenance of responsible driving records.

THEREFORE BE IT RESOLVED, that the Ingham County Board of Commissioners hereby adopts the attached Intern/Volunteer Driving and Records Policy, Procedure and Rules;

BE IT FURTHER RESOLVED, that the Ingham County Board of Commissioners directs that all departments and agencies under the jurisdiction of the Board of Commissioners shall be bound by this policy.

BE IT FURTHER RESOLVED, that this resolution shall not apply to positions under the authority of County elected officials unless the elected official or Chief Judge assents to application of this resolution to such positions.

COUNTY SERVICES:  Yeas:  Nolan, Celentino, Bahar-Cook, Tsernoglou, Hope, Maiville

          Nays:  None     Absent:  Koenig     Approved  3/15/2016
FINANCE:  Yeas:  Bahar-Cook, Tennis, McGrain, Crenshaw, Schafer

          Nays:  None     Absent:  Anthony, Case-Naeyaert     Approved  3/16/2016

	Personnel Policy No. 
	
	 Intern/Volunteer Driving 

and Records Policy, Procedure & Rules

	Approved:

	Resolution No.


A. Purpose and Applicability

It is the policy of Ingham County that driving records be maintained for all interns or volunteers who transport others on the County’s behalf or conduct County business in their personally-owned or County-owned vehicle.  Volunteers or interns in the offices of the County Treasurer, County Clerk, County Drain Commissioner, Register of Deeds, Prosecuting Attorney, Sheriff and the Courts are subject to this policy if the appropriate elected official or Chief Judge has agreed in writing, in whole or in part, to this policy.

B. Authority and Responsibility

The Human Resources Department shall maintain driving records for all interns and volunteers. Interns and Volunteers may not transport others in their personally-owned or County-owned vehicle on the County’s behalf or conduct County business in their personally-owned or County-owned vehicle without express written authorization from both the Department Head and Human Resources Director. 

C. Procedure

Volunteers or interns assigned to driving duties (“Drivers”) must at all times meet the following criteria:

1. Drivers must have a current, valid driver’s license for the state in which the Driver performs his or her driving duties; and

2. Drivers must maintain a responsible driving record and, at a minimum, must maintain insurability under a liability insurance policy.  The County has sole discretion to determine whether a record is or is not responsible; and

3. Drivers must provide the County proof of insurance on a personally-owned vehicle used to transport others on the County’s behalf or used to conduct County business;  and

4. Driver must be at least 18 years of age.

5. No Driver may have been convicted within the last 5 years or have a pending charge for any form of operating a vehicle under the influence of alcohol, a controlled substance or combination of alcohol and a controlled substance, or for reckless or negligent driving.

Drivers must complete and sign the appropriate disclosure, release and authorization form for a driving background check to be conducted.  A Driver’s failure or refusal to complete, sign and submit the disclosure, release and authorization form will automatically revoke any authority or permission for the Driver to operate a personal vehicle to transport others on the County’s behalf or to conduct County business in their personally owned vehicle.  In addition, such refusal may require termination of the individual’s participation as a County volunteer or intern.   A copy of the disclosure, release and authorization is attached as Exhibit A. 

Drivers shall immediately report any restrictions, suspensions or revocations of their driver’s license or any violation points attached to the driver’s license to the Human Resources Department. 

In addition to making a making an immediate report of an accident to the nearest or most convenient police agency or officer,  a Driver must immediately report any accident in a personal vehicle operated for County business or County- owned vehicle to the Driver’s Department Director or Elected Official.  An accident is defined as any incident in which a vehicle comes in contact with any vehicle, object, or person regardless of whether or not damage and injury resulted from the contact; or, any incident inside the vehicle involving injury or possible injury to a passenger.

All driving records will be maintained by the Human Resources Department for at least three (3) years.

Rules of Operation:

· An intern or volunteer shall not transport others in their personally-owned vehicle on the County’s behalf or conduct County business in their personally-owned or County-owned vehicle without express written authorization from both the Department Head and Human Resources Director.  Such authorization is solely within the discretion of the County, and may be withdrawn at any time.   Such authorization will require full adherence with the record and Rules provisions of this Policy. A volunteer or intern driving their personally-owned vehicle on County business must adhere to all safety, traffic, and criminal laws of Michigan (including, but not limited to, the use of seatbelts for the Driver and all occupants).  

· No Driver may consume alcohol or drugs while in their personally-owned vehicle on County business.  

· No Driver may consume or use any substance, regardless of legality or prescription, which impairs the Driver’s ability to safely operate a motor vehicle.  

· No Driver may pick up or transport non-employees while on County business, unless there is a County-related purpose and such transport has been expressly authorized by the County in advance.  

· Any illegal, reckless, or dangerous conduct while driving that could place the lives or property of others at risk is prohibited.

· No driver shall use a cell phone for any reason while driving.  In the event of an emergency, drivers shall maneuver their vehicle to a safe position out of the lane(s) of traffic and come to a complete stop before utilizing their cell phones.

· Every Driver is expected to exercise good judgment and avoid distractions while driving a motor vehicle or other equipment to prevent possible injury and potential liability.

· Any Driver who violates any part of this Policy, or who becomes uninsurable as a Driver, will be subject to revocation of driving authorization and/or cessation of volunteer/intern assignment/status at the discretion of the County.   

Exhibit A

VOLUNTEER/INTERN DISCLOSURE, RELEASE AND AUTHORIZATION TO CONSENT TO PROCUREMENT OF DRIVING RECORDS
 

I understand that, as a condition of my consideration for volunteer or intern status with Ingham County, or as a condition of my continued volunteer/intern status with Ingham County, Ingham County may obtain reports about my driving record. I hereby authorize and consent to Ingham County's procurement of such reports. I understand that if the report is an investigative report under the Federal Fair Credit Reporting Act, Ingham County will provide me with a copy of any such report if the information contained in such report is, in any way, to be used in making a decision regarding my fitness for volunteer or intern assignment with Ingham County or otherwise required by the Federal Fair Credit Reporting Act. 

I understand that the County may rely on this authorization to order additional driving reports without asking me for my authorization again as allowed by law.  I also authorize State and Federal entities and all other private and public sector repositories of information to disclose to the County and its agents all motor vehicle records relating to me. 

I also agree that a copy of this form is valid like the signed original. I certify that all of my personal information on this form is true and correct and understand that dishonesty will disqualify me from consideration for continued status with the County as an intern or volunteer.

Last Name __________________________________ First _____________________ Middle _________

Maiden/Other Names _____________________________________________Years Used ____________

Social Security Number _____________________________________________________________________________________

Driver’s License Number __________________________________State _________________________

FOR IDENTIFICATION PURPOSES ONLY: Date of Birth ____/____/____ (Month/Day/Year)

Addresses Within The Past Seven Years (use a separate sheet as needed)

Present Street Address ____________________________________________________________________________________

City/State/ZIP _____________________________________________________________________________________

Prior Street Address _____________________________________________________________________________________

From _____/_______/______ (Month/Day/Year) To _____/_______/______ (Month/Day/Year)

City/State/ZIP _____________________________________________________________________________________

_______________________________________ 



  ___________
Signature of Applicant or Volunteer/Intern                           


 Date

________________________________________
Printed Name of Applicant or Volunteer/Intern

