ASCENSION LUTHERAN CHURCH

AUTOMOBILE / DRIVER POLICY

I.
Purpose:

To ensure that those people who are driving others in the care of Ascension Lutheran Church provide a safe trip to and from their destination.  For this purpose the following automobile and driver policy and required practices have been established for any person wanting to provide transportation, drive a rental vehicle, or tow a trailer for Ascension Lutheran Church events.

II.
Policy:

A.
A copy of the following must be submitted for any driver or vehicle to be used in providing transportation for an event prior to the event.  This information will be put on file for one year and then be reviewed and updated each year.

1. A copy of the current vehicle registration.

2. A copy of a valid drivers license.

3. A copy of a current Vehicle Insurance Card:

a.  Drivers must hold bodily injury liability insurance policy with a minimum value of $100,000 for each person and $300,000 for each accident.

b. Vehicles must have other insurance coverage of at least the minimum required by the State of Colorado.

B. A driver record history check will be conducted on an annual basis for any driver wanting to provide transportation.

C. Fill out an Event Worksheet prior to leaving for the event.  See the attached Event Worksheet.   

D. A pre-trip vehicle and trailer check is to be performed prior to providing transportation for activities.  See the Motor Vehicle and Trailer Pre-trip checklist. 

III.
Policy Violation:

A. Any person suspected or in violation of any portion of this policy shall be immediately reported to the Board Director sponsoring the event.  The alleged violations of the policy will be reviewed by the sponsoring Board Director who will inform the Congregation Planning Council President.

B. Persons who violate any portion of this policy will not be allowed to drive themselves, members of Ascension, or guests to events until reinstated by the sponsoring Board Director.

IV.
Required Practices:

A.
Use of Vehicles (Personal or Rented) for Church Functions:

1. Vehicles must meet the requirements in Article II – Policy, above.

2. Vehicle to have appropriate seat belts, child seats or booster seats, for transportation of children and/or youth according to the latest State of Colorado transportation laws.  No passenger under the age of 13 and/or less than 100 pounds will be allowed to sit in the front seat.

3. Drivers who are providing transportation with their personal vehicle are to use a well-maintained and properly equipped vehicle.

4. Seat belts are to be worn by the driver and all passengers at all times.  Passengers are to use seats with shoulder restraint belts before using a seat with just a lap belt.

5. Keep all windows clear of objects that may disrupt the drivers view.  This includes writing on any windows.

6. The vehicle will not carry any load attached to the roof or towed by the vehicle that is over the minimum load and height allowed by the vehicle type and configuration.

7. If the vehicle is a rental:

a. Use of rental vehicles must follow the requirements in this section and those above.

b. The size and number of rental vehicle(s) shall be determined by the coordinator of the event and drivers willing to drive the rental vehicle(s).

c. The size and number of the rental vehicle(s) will have to be approved by the Board making the request to use a rental vehicle prior to making the rental.  The vehicle will be configured to carry no more than the driver plus 12 passengers, with additional seats removed.

d. The rental vehicle is to display safety reminders for passengers.

e. Drivers and passengers are to obey all rental requirements as established by the rental company.

B.
Drivers for Church Functions:

1. Drivers must meet the requirements in Article II – Policy, above.

2. Drivers are to obey ALL State of Colorado traffic laws all the time or traffic laws of other states when driving in those states.

3. Drivers transporting others must be 21 years of age or older and have a valid driver’s license that has not been suspended or revoked for any reason. (no DUI’s, reckless or careless driving, or excessive speeding tickets)

4. Cell phones will not be used by the driver while the vehicle is in transit.

5. The use of alcohol, recreational drugs or judgment impairing prescription drugs is prohibited.

6. Drivers and all passengers, regardless of age, must at all times remain seated in an approved seat belt, booster seat, or child seat while the vehicle is in transit.

7. Children and youth must obey the driver and other adult chaperones in transit.

8. Event participants under the age of eighteen may not drive themselves to out of town events without written permission of a parent or guardian and approval from the Director of Youth.

9. Unplanned stopovers on the way to an event are not allowed unless prior approval is obtained from the Director of Youth.

10. For long term trips of six hours or more the driver will rotate with another driver every four hours maximum.  If another driver is not available, then the driver will take a rest break every 3 to 4 hours up to a maximum of 10 hours of total driving time.

ASCENSION LUTHERAN CHURCH

AUTOMOBILE / DRIVER PROCEDURES

I. Annual Information Required:

A. Provide a copy of your current drivers license to check driver record history.

B. Provide a current copy of the vehicle(s) registration for any vehicle a person would like to use for church functions.

C. Provide a copy of current vehicle(s) insurance card for vehicle person would like to use for church functions.

II. Fill out Event Worksheet prior to the event:

A. Fill out the Event Worksheet and get to the sponsoring board director prior to leaving.  See the attached Event Worksheet found on page 4.   

III. Personal Check Before Each Trip:

A. Do you have a valid driver’s license?

IV. Accident Procedure

V. Vehicle / Trailer Check Prior to Each Trip:

A. Personal Vehicle Check List – See page 6

B. Rental Vehicle Check List – See page 7

C. Trailer Check List – See page 8

ASCENSION LUTHERAN CHURCH

EVENT WORKSHEET

Event Name_______________________________      Date of Event_________________________

Location of Event___________________________     Emergency Phone #_____________________

Primary Adult Leader________________________     Cell Phone____________________________
Adult Drivers

Driver Name_______________________________     Cell Phone____________________________

(
Driver has drivers license on them

Year/Make/Model of Vehicle_____________________________

License Plate #________________________________________

Driver Name_______________________________     Cell Phone____________________________

(
Driver has drivers license on them

Year/Make/Model of Vehicle_____________________________

License Plate #________________________________________

Driver Name_______________________________     Cell Phone____________________________

(
Driver has drivers license on them

Year/Make/Model of Vehicle_____________________________

License Plate #________________________________________

Driver Name_______________________________     Cell Phone____________________________

(
Driver has drivers license on them

Year/Make/Model of Vehicle_____________________________

License Plate #________________________________________

Mode of Transportation

· Car



(  
Van – Number of Passengers_____________

(
Bus

(
Other________________________________

Group Participants

____________________________________   __________________________________________

____________________________________   __________________________________________

____________________________________   __________________________________________

____________________________________   __________________________________________

____________________________________   __________________________________________

____________________________________   __________________________________________

____________________________________   __________________________________________

ASCENSION LUTHERAN CHURCH

ACCIDENT PROCEDURE

II. Accident Procedures:

A. Do not leave the scene before the police have arrived.

B. If there are injuries:

1. Remove uninjured passengers to a safe location and secure supervision (preferably another adult)

2. Assess the injured and make them as comfortable as possible.  Administer first aid as appropriate without moving the person except in extreme emergency.

3. Call or have someone call 911.

4. Keep the injured person warm.

5. Keep talking to the person.

6. Have someone set out reflectors.

C. When the situation is stabilized or if there are no injuries:

1. Call police if you have contacted them yet.

2. Exchange names, license numbers (driver’s and vehicle), and insurance information with the driver(s) of other vehicle(s) involved.

3. Get the names, addresses, and phone numbers of any witnesses present.

4. Call the sponsoring Board Director, President of the Congregation, or Pastor, and inform them of the accident.

5. The sponsoring Board Director, President of the Congregation, or Pastor will then direct you on how to proceed based on the situation.

6. Never speak of fault or blame to anyone, on or off the record.

7. Be sure to get the name and badge number of any assisting police officer.  Provide the police officer with any requested information.

8. If an injured party is transported to an area hospital, attempt to find out which hospital is being used.

D. Only the designated primary adult leader will contact parents of injured passengers – except in the event that a hospital insists on contacting the parents regarding treatment of their child.

ASCENSION LUTHERAN CHURCH

AUTOMOBILE / TRAILER CHECK LISTS

PERSONAL MOTOR VEHICLE PRE-TRIP CHECK LIST

· A copy of the current vehicle registration is in the vehicle.

(
A copy of the current vehicle insurance card is in the vehicle.

(
An appropriate number of seatbelts, child seats, or booster seats are in the vehicle.

(
The vehicle has been well maintained.  (Battery charged, tires properly inflated, washer fluid level full, wipers work properly, oil level ok, car coolant level, horn works, all lights function properly)

(
The vehicle is properly equipped.  (first-aid kit, fire extinguisher, reflectors, etc.) 

(
There is no writing on windows.

(
 When pulling a trailer the Trailer Pre-trip Check List has been reviewed as found on page 6.

(
Any load attached to the roof is secured per the carrying device instructions.  The load attached to the roof is within the minimum load and height allowed by the vehicle type and configuration.

ASCENSION LUTHERAN CHURCH

AUTOMOBILE / TRAILER CHECK LISTS

RENTAL MOTOR VEHICLE PRE-TRIP CHECK LIST 

· A copy of the current vehicle registration is in the vehicle.

· A copy of the current vehicle insurance card is in the vehicle.

· The rental agreement is in the vehicle.

· The vehicle has an appropriate number of seatbelts, child seats, or booster seats in the vehicle for the passengers.

· There is no writing on windows.

· When pulling a trailer the Trailer Pre-trip Check List has been reviewed as found on page 6.

· Any load attached to the roof is secured per the carrying device instructions.  The load attached to the roof is within the minimum load and height allowed by the vehicle type and configuration and as allowed by the rental company.

· The vehicle is configured to carry no more than the driver plus 12 passengers, with additional seats removed.

· The safety reminders for driver and passengers are properly displayed.

ASCENSION LUTHERAN CHURCH

AUTOMOBILE / TRAILER CHECK LISTS

PERSONAL OR RENTED TRAILER PRE-TRIP CHECK LIST

· The pulling vehicle is to be capable of pulling the load of the trailer.

· The pulling vehicle is to have two side view mirrors enabling views down each side of the trailer.

· The driver should be experienced in pulling a trailer with the load being pulled.

· The driver should know how to properly back up a trailer.

· The cap and jaws on the tongue should operate smoothly and clasp tightly to the ball of the hitch.  The tow ball and coupler must be the same size.

· Safety chains are to be securely attached to each side of the trailer tongue.

· Safety chains are to be long enough to make a crisscross pattern and be attached to the pulling vehicle with out being tight.

· Electrical wires and plug-in are to be good working condition.

· The trailer taillights, turn signals, brake lights, and emergency flashers are all working.

· The load or heaviest part of the load is balanced over the wheels.

(
Trailer wheels turn freely and are not rubbing on anything.
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