


 

Administrative Personnel Policies & Procedures – Policy No. 605 Page 2 of 4  

for the vehicle, and the vehicle is being used for purposes relating to City business;  

b. When required for the conduct of official City business;  

c. When specific approval is granted in advance by the employee’s Department Director.  

d. Transportation of animals is prohibited except as necessary in the performance of official 

City business (Animal Control, Police K-9, etc.), or for employees who have an approved 

reasonable accommodation. 

 

3. City-owned vehicles shall be used only for purposes relating to City business. Personal errands in the 

midst of City business may be permitted, if such errands are brief, within the normal travel range and 

not done in excess.  

 

4.   All City vehicles will normally be kept overnight on City property, except when otherwise approved 

by the City Manager. Vehicles shall be secured to safeguard City issued equipment associated with the 

assigned vehicles. Any portable electronic file, device, or records that contain confidential information 

shall be properly secured. City-owned vehicles, which are authorized to be driven to the employee's 

residence, should be parked either in a garage or private driveway, or otherwise in a safe and secure 

place. The City assumes no responsibility for personal property stored or left in the vehicle.  

 

5. City-owned vehicles and equipment are to be operated in a safe and responsible manner and 

employees will follow City guidelines at all times. Any indication of irresponsible use may result in 

revocation of use of the vehicle, disciplinary action and/or possible dismissal. Irresponsible actions 

may include, but are not limited to:  

 

a. No person shall be allowed to ride on running boards, fenders, hoods, tailgates, beds, or 

other locations on a vehicle not designed or approved by the vehicle manufacturer for 

passenger seating or in violation of safety services or State and Federal Laws. 

b. When cargo, materials, and tools are being transported, the vehicle operator is 

responsible for assuring that all items are properly secured. 

c. The vehicle/equipment shall not be used in a discourteous manner, nor shall the 

driver/operator and/or passengers perform a discourteous action. 

d. The Driver/operator shall refrain from operating handheld cellular devices or any other 

device or activities that may cause distraction while operating the vehicle/equipment, 

with the exception of public safety personnel in the performance of their duties under 

state law. 

e. Driver/operators are strictly prohibited from operating a City Vehicle while under the 

influence of alcohol, illegal drugs, and likewise prohibited from using prescription or 

over the counter medication which may impair their ability to safely operate the 

vehicle/equipment. When an employee is taking prescribed medication, on or off the job, 

which has the potential to impair his/her ability to perform essential the functions of 

his/her job safely, the employee shall notify the City as provided for in Policy No. 401: 

Safety.  

f. No employee shall transport or purchase alcohol or illegal drugs (as defined by State, 

Federal laws and/or D.O.T. regulations). This policy excludes sworn police officers, if 

the alcohol or illegal drug is being transported in accordance of official duties. 

g. The use of tobacco products is not permitted in City vehicles. 

h. In no instance shall a city vehicle be used to take breaks or frequent drinking 

establishments or clubs that can be viewed as detrimental to the image of the City. 

i. Vehicle interiors shall be kept free of litter and debris. The external appearance shall be 

kept clean and presentable in appearance to the citizens of the community. 

j. At minimum, the driver/operator shall perform a daily check to make certain that all 

vehicle safety equipment including headlights, turn signals, brake lights, windshield 

wipers, and brakes are functioning properly, and check condition of tires and for proper 

inflation. 

k. The employee shall comply with the Vehicle Maintenance Center guidelines for the 

dispensing of fuel. 

l. Any damage beyond normal wear and tear, including safety defects affecting the safe 

operation of the vehicle, must be documented and reported to the employee’s supervisor 






