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D10-014 - Procedure 
Revised August 13, 2010 
	
TO: 
	
All DDD Employees

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	DRIVER AND AUTOMOBILE SAFETY 

	PURPOSE:
	To inform division staff of the rules and procedures regarding the safe and legal operation of vehicles while on official state business.

	BACKGROUND:
	During 2009, DSHS employees drove approximately 75,000 miles each business day in a state or privately-owned vehicle performing official duties.  During that same period, employees were involved in 302 vehicle accidents.  Every accident, no matter how minor, represents a loss of vitally needed staff, time, assets, and funds. 

	WHAT’S NEW, CHANGED, OR
CLARIFIED
 
	· Two primary sources contain information and procedures regarding the safe operation of vehicles while on official state business:

· State Administrative & Accounting Manual (SAAM) Chapter 12, Transportation; and

· DSHS Administrative Policy 14.12, Accountability for State-Owned Vehicles.

Every manager/supervisor must be familiar with these policies.  They require employees who drive or may potentially drive a vehicle on official state business to annually read and sign DSHS 03-427, Employee's Driver's Statement of Understanding.  By signing this form, employees acknowledge, among other things, that they have a valid driver’s license in their possession at any time they drive on official state business and must be able to present the license to their manager/supervisor on request.  This also includes viewing the Safe Driving Habits Video.   

All DDD employees who have approval to drive state or privately owned vehicles must have valid driver’s licenses and liability insurance.  Annually, at the time of completion of the DSHS 03-427, Employee's Driver's Statement of Understanding, the employee will provide a photocopy of his/her driver’s license so that the supervisor can verify the license is not expired, the photo matches the driver, and the birth date confirms the driver is at least 18 years of age.  The copy of the license will be attached to the completed DSHS 03-427 and placed in the employee’s personnel file.

· At locations where vehicles are checked out, employees must be prepared to show proof of a valid driver’s license.  When vehicles are assigned to a specific employee or a specific location without checkout options (such as individual SOLA homes), the license on file will suffice.  Employees using such vehicles must be prepared to show a valid license on demand.

· If there is any question about the validity of an employee’s driver’s license, the manager/supervisor can obtain validation of the license from the Department of Licensing at:
https://fortress.wa.gov/dol/dolprod/dsdDriverStatusDisplay/.  

· Employees are responsible to notify their manager/supervisor by the end of the next business day if their driver’s license has been suspended, revoked or for any reason becomes invalid.  Failure to do so may result in corrective and/or disciplinary action.

· Every employee must abide by the provisions of the newest legislation (SB 6345) regarding the use of wireless communication devices while driving. 

RCW 46.61.667 and 2007 c 417 s 2 are each amended to read as follows:

(1)  Except as provided n subsections (2) and (3) of this section, a person operating a moving motor vehicle while holding a wireless communications device to his or her ear is guilty of a traffic infraction.
(2) Subsection (1) of this section does not apply to a person operating:
(a)  An authorized emergency vehicle, or a tow truck responding to a disabled vehicle;
(b) A moving motor vehicle using a wireless communications device in hands-free mode;
(c) A moving motor vehicle using a hand-held wireless communications device to:
(i) Report illegal activity;
(ii) Summon medical or other emergency help;
(iii) Prevent injury to a person or property; or
(iv) Relay information that is time sensitive between a transit or for-hire operator and that operator’s dispatcher, in which the device is permanently affixed to the vehicle;
(d) A moving motor vehicle while using a hearing aid.

RCW 46.61.668 and 2007 c 416 s 1 are each amended to read as follows:

(1) Except as provided in subsection (2) of this section, a person operating a moving motor vehicle who, by means of an electronic wireless communications device, (other than a voice-activated global positioning or navigation system that is permanently affixed to the vehicle,) sends, reads, or writes a text message, is guilty of a traffic infraction.  A person does not send, read, or write a text message when he or she reads, selects, or enters a
phone number or name in a wireless communications device for the purpose of making a phone call.


	ACTION:
	Effective immediately, all staff will follow the procedures described above and contained in:

· State Administrative & Accounting Manual (SAAM) Chapter 12, Transportation; and

· DSHS Administrative Policy 14.12, Accountability for State-Owned Vehicles.

	RELATED 
REFERENCES:
	DDD Policy 6.05, SOLA Transportation


	ATTACHMENT(S):   
	None

	CONTACT(S):
	Kevin Kernan, Division Fleet Manager
360/725-3425
Kevin.Kernan@dshs.wa.gov
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