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Manusher Jonno Foundation (MJF)
Vehicle Policy & Procedure

Introduction:

Manusher Jonno Foundation (MJF) is working to ensure Human Rights and Good
Governance. MJF has been working through 120 partner organizations all over the
Country. To monitor and assist the partner organizations activities MJF staffs need to
travel frequently all over the country. So, MJF maintain a vehicle pool to meet the field
travel need. MJF provides transport facilities for it's employees to travel within Dhaka
city and other Districts for official purpose.

The objective of this policy is to provide a framework for improved management of all
vehicles used by Manusher Jonno Foundation (MJF). The aim is to reduce the legal and
financial liability, and help control the operational costs of MJF for managing the vehicle.
This policy is applicable for MJF own vehicle and also for the rental vehicle.

Authority:
Coordinator HR & Admin is the approval authority of any kind of vehicle related issues
and vehicle in charge is responsible for the operation of all vehicles.

Responsible of Vehicle in charge:

+ keeping up-to-date records of all vehicles and provide an annual return.

» ensuring all vehicles are maintained in a roadworthy condition and that all
maintenance work is carried out to vehicle Manufacturer's specifications and
action taken on any relevant warranty issues

+ acting immediately on any safety-related defect reported and recording the action
taken

» holding records of all Authorized Drivers, and reviewing them annually

« ensuring that all Authorized Drivers have received a copy of this Vehicle Policy
and are aware of their obligations in the event of a Vehicle Accident

« Ensuring that all necessary information following an accident or incident is
gathered and ensuring submission of completed Accident Report Form.

Vehicle Scheduling

|. For travel with office transport, a request/VRF must be submitted to vehicle in
charge, according to the requested VRF, vehicles are scheduled on a first-come,
first-served basis. Phone call reservations will be accepted with follow-up request
in writing for the record. Five working day notice is required for field trip (outside
Dhaka) and one day notice is required for any single trip within Dhaka city.

Il. At the time of the request all pertinent information will be given: departure time,
return time, destinations, pick up and drop points, purpose of trip and persons
accompanied




Ill. Passenger should strictly follow the departure and arrival time, because it's related
with another schedule.

IV. Usually guests are not allowed in the office transports; however, in special
circumstances written approval of the Manager Operation have to be obtained.

Cancellation
I. In general, cancellation for a request for a vehicle should be made in writing the

previous working day of the date the vehicle is requested for. This will give the
time to re-allocate the vehicle. However, in exceptional circumstances requesting
parties must call vehicle in charge when canceling a vehicle.

Il. Vehicles may be canceled as a safety precaution during worst weather by the
office for Public Safety. No vehicles will be allowed on roadways when any unrest
situation arises.

Driver’s Responsibilities: (Drivers are required to do the following)

|. All drivers are responsible for ensuring that they are in possession of a valid
driver's license from the state. A copy of the license must be submitted just after
renewal to the supervisor.

[l. All Drivers shall comply with all applicable state motor vehicle laws and operating
regulations, and are personally responsible for any citations issued for violations
of same. Any citation received while driving an official vehicle must be reported to
office immediately after the occurrence.

Ill. Before any vehicle is placed into motion by the Driver, all passengers, including
the driver, shall have their seat belts tied.

IV. All drivers should perform pre- and post inspection checks of the vehicle they are
responsible for. Any deficiencies or other notable problems of a fleet vehicle
should be verified by the mechanics before leaving the office.

V. Drivers are responsible for ensuring that fleet vehicle keys, trip tickets and other
necessary documents are available inside the car before starting.

VI. The driver is responsible for the cleanliness and upkeep of the vehicle while in

his/her possession. Drivers must pick up fleet vehicles at the dispatch point.

VII. All drivers must immediately report and document accidents, damage, problems
or concerns to the supervisor within 24 hours.

VIII. Drivers must not exceed the posted speed limit. Speed should be adjusted
depending upon adverse road and/or weather conditions to ensure that control of
the vehicle is maintained, and that the vehicle can be safely stopped.

IX. The speed limit is the highway is 100 KPH, but do not ignore the posted speed
limit beside the road,

X. In case of inclement weather or unsafe conditions, drivers will check road
conditions prior to driving. If conditions are unsafe, the trip should be postponed.

XI. Smoking in the vehicle is strictly prohibited and also use of cell phones while
driving;

XIl. No dr?ver may operate a vehicle while impaired by the influence of alcohol, drugs
or medicine, excessive fatigue, or extreme stress.

XIll. A driver must notify his/her supervisor when taking medication or when there is
any serious condition that could impair his/her driving ability.
XIV. Materials that are dangerous, such as flammable, radioactive, chemically or

biologically toxic materials, will not be transported, unless properly packaged,
marked, labeled.




Vehicle Maintenance

MJF Technician will monitor all the vehicles regularly and report to the vehicle in
charge. Based on the recommendation by the technician the vehicle should be
repaired.

The technician will demonstrate to the newly hired driver’s the external and internal
inspection process. All drivers are encouraged to conduct check up before departing
the vehicle.

Vehicle in charge is responsible for ensuring each vehicle is kept in good repair
and generally in an efficient road-worthy condition, complying with all legal
requirements.

They are required to identify the service date(s) in line with the Vehicle Service Book
and to monitor vehicle mileage, to ensure the appropriate service. Vehicle regular
servicing is needed after 5000 KM driving.

Cleaning of the vehicle internally and externally should be carried out on a regular
basis.

A maintenance log should be kept inside the car with a record of any noted problems.

Monthly Reporting

Assigned driver is responsible to prepare monthly report following the prescribed format
and submit it to vehicle in change. Vehicle in change is responsible to compile monthly
vehicle report for all vehicles and will give feedback to assigned drivers about the
vehicle performance. In the compile report management can see per KM fuel
consumption, maintenance cost and others. Based on the vehicle overall performance
management may think about the vehicle.

Annual Documentation Checks

The Vehicle in Charge is responsible for checking all documents related to vehicle.
Such as: Driving License, Fitness, Tax Token, Insurance and Rout permit and ensure
that the renewal of all documents are done on timely basis.

Use of commercial transport: (rented vehicle)

If an official vehicle is not available to meet up all the request, than vehicle in charge
may hire vehicle from outside vendor after discussion with his/her supervisor. The
outside vehicle is also responsible to abide by the rules applied by the office. MJF is
responsible to update the yearly contract with the vehicle supplier

Safety Equipment

Each office vehicle will be provided with a safety package as follows:
Flashlight with spare batteries

Three reflective warning triangles

Fire extinguisher
First aid kit



Blanket

Life Jacket

Spare windshield washer fluid
Help Wire

Accident Reporting

l.

I
Il
V.
V.
V.
VII.

VIII.

All vehicle accidents that occur while driving on official duty must be reported.
The following steps should be followed immediately after an accident:

Obtain identification of all parties injured and nature of injuries.

Obtain the names, addresses and phone numbers of witnesses.

Describe and diagram the accident.

If the accident is serious (serious badily injury or property damage) arrange
immediate treatment of the injured persons.

Inform nearest police station about the incident. Obtain the responding officer's
name and police department for your report.

If the accident involves a rental vehicle being used by MJF employees, report
the accident to the rental company and follow the same as official vehicle.
Cost incurred such as towing, rental, damage to property other than the vehicle
or medical expenses should be documented.

They should complete the Accident Report Form (available with each vehicle)
and gather all relevant information. The passenger will help the driver to
complete the whole process.

For coming to office on weekends

In general, staff pickup and drop services will not be provided on weekends and
holidays. However, Staff pickup and drop services will be provided to attend any
pre-arranged meetings, interviews, seminars, training etc. on weekends/holidays.
For any other official need, staff will make their own arrangements to come to
Office and to return home. In this case office will reimburse reasonable cost on
actual basis after supervisor's approval. Supervisor's prior approval is also
needed to work on weekends/holidays

After-hour Female staff drops

Office will provide vehicle support only to those who are occasionally required to
work late hours, if office vehicles available. Request for late drop must reach to
vehicle in charge before closing of office time. Office will provide support only
when anyone works after evening.

Accommodating family members in office vehicle:

If a vehicle is traveling in the direction of a particular field and there is space
available, then family member(s) of MJF staff may travel in that vehicle under
following conditions:

(a) There should not be any interference with the vehicle’s original schedule.



(b)  MJFh will not be liable for any injury/death or damage to family member(s)
or personal properties of MJF staff due to any accident in the course of the
journey.

Personal Use Of official Vehicle:
It is strictly prohibited for personal use of official vehicle. But in exceptional situation
Executive Director may allow for certain case, like: hospitalization,

Storing vehicle-keys when not in use:

Vehicle-keys should be deposited to the security guard while parked at MJF compound.
The security guardrooms at office must be equipped with a lockable keyboard and a
register for drivers to sign the keys in and out routinely. All keyboards should always be
locked and the on-duty guard will hold the key of the keyboard. Spare key of the
keyboards will be held by the vehicle in charge. Spare keys of all vehicles will be stored
at office store keyboard.



