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7.5 Company Vehicles 
 
7.5.1 Vehicle Use Policy 
 

, short or long-

short-term emergency use.  Company vehicles belong to the company, and FSA wants to 
make sure employees use and maintain them properly.   

7.5.2 Vehicle Assignment 

E -term or long-term use 
 

1. 
 

2. 
services or transport clients. 

3.  
4. 

groups, or classes. 
5. Employees who would like to request a company vehicle to service clients on their 

caseload, when company vehicles are not in use or assigned. 
6. needs 

repair. 
7. 

position.   

In most cases, FSA will determine which employees will be assigned company vehicles.  
Employees who aren’t assigned company vehicles, but believe they need one, may discuss 
this with their supervisor or consult with Human Resources or the CEO. 

7.5.3  Employee Responsibility 

Employees must always abide by this policy when using company vehicles. 

7.5.4 Prerequisites to drive or be assigned a company vehicle. 

1. Employees must have a valid AZ driver’s license. 
2. Employees must have a personal vehicle with current registration and auto 

insurance. 
3. Employees must provide a 3-year MVR, prior to short-term emergency assignment, 

and semi-annually. 
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4. Employees must not have any at- 5-years, driving under 
two 

 
5.  60-day probationary period. 
6. Employees must have demonstrated consistent engagement with client service 

delivery. 

FSA is willing to make 

drive a company vehicle. 

7.5.5 Driver’s Expectations 

 

1.   
2.  
3.  
4. Track and document all mileage when using a company vehicle. 
5. Document any driving-

 
6. 

 
7. 

 
 

 
9.  
10.  
11. 

 

Employees must report any ticket, license suspension or revocation to their immediate 
supervisor and Human Resources within 3- such ticket. 

Employees must not consume alcohol prior to driving or take any medication that may cause 
drowsiness.   

is impaired.   
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7.5.6 Non-permitted Actions or Use by Employees 

1.  
2. 

cell phones should be paired to the vehicle using Bluetooth.   
3. Transport any person other than FSA clients or FSA employees. 
4. 

documented on pay stubs. 
5.  
6. Allow any person, not assigned to the vehicle, to drive the vehicle, at any time.  
7.  

  
9. 

 

7.5.7 Accidents 

1. 

accept responsibility or guarantee payment to another party.   
2. and Human Resources.   
3. Employees must obtain the police report number, the name(s) and contact 

 

7.5.8 Company obligations 

FSA wants to ensure that all employees 
FSA will  

1.  
2. Provide routine maintenance to ensure vehicles remain in good condition. 
3. Service vehicles with recall notices as repairs become available. 
4. 

vehicle. 

 

7.5.9 Operational notes 

submitted with 



P a g e  | 36 
 

Family Service Aides.  Employee Handbook.  (Revised 9/15/2024) 

timecards and mileage logs on the 1st and 16th   Employees may not use 
company gas cards  

  
 

damage. 
  
 days must return the 

upon returning to work. 
 SA may 

 
 Employees who are terminated or resign must immediately return company vehicles 

 

FSA 
company vehicles or employee who has been arrested while driving a 
company vehicle. 

7.5.10 Disciplinary Consequences 

and including termination and/or legal action. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


