Rules for Use of Vehicles on County Business

General Information

A.

Authority. The Rules for Use of Vehicles on County Business are
established pursuant to County Code Section 2.84.010.

Enforcement. Department Heads are responsible for enforcing the Rules
for Use of Vehicles on County Business.

. Violations. Any violation of the Ruies for Use of Vehicles on County

Business may be cause for disciplinary action.

. CAL FIRE / County Fire. Vehicle Use Rules for CAL FIRE are governed

by the California Department of Forestry and Fire Protection. CAL FIRE'S
Vehicle Use Rules are generally consistent with the County’s Vehicle Use
Rules. However, should there be a conflict between the Rules; CAL
FIRE'S Vehicle Use Rules will take precedence.

A.

B.

. County Driver Authorization

In order to obtain driving privileges:

1. At the time of hire, departments will provide every new employee with
a copy of the Rules for Use of Vehicles on County Business. Further,
the department will provide Risk Management with a completed
“Authorized County Driver/Emergency Information” form contained in
the employee new hire packet (see attachment 1) and an executed
Rules review statement (see attachment 2).

In order to retain driving privileges:

1. Employees must possess the appropriate valid State of California
driver's license. Risk Management will advise departments of all
license suspensions through information obtained from the Department
of Motor Vehicles.

2. Employees must annually review the Rules for Use of Vehicles on
County Business and execute a statement acknowledging their review
and agreement to comply with the Rules (see attachment 2).
Departments are responsible for insuring the review is completed at
the time of hire and annually thereafter. The signed statements will be
placed in the employee’s departmental personnel file.

3. Employees must comply with the Rules for Use of Vehicles on County
Business.
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lll. Driving on County Business

A. All employees who drive a County vehicle or privately owned vehicle
on County business must comply with the following:

1.

Traffic laws. All employees driving on County business must observe
all traffic laws at all times. All fines and penalties for a vehicle violation
while on County business are the personal responsibility of the driver.
Emergency vehicle operators must comply with appropriate traffic laws
and department policies governing emergency response.

Prohibition on alcohol, drugs & other substances that could
impair safe vehicle operation. Employees are not to drive on County
business under the influence of alcohol, drugs, or other substances
that could impair employee’s ability to operate a vehicle safely.

Cell phone use. All employees driving on County business will remain
attentive at all times. Use of cellular phones should be limited to work
related calls. Emergency vehicle operators will comply with state law
and department policy regarding use of cellular phones.

Use of seat belts/child safety seats. All County vehicles and private
vehicles used for County business will be equipped with seat belts. All
occupants of these vehicles will use the seat belts provided when the
vehicle is in motion. All children will be properly restrained in the
appropriate child safety seat. Emergency vehicle operators and
occupants shall comply with state law and department policy regarding
use of seat belts.

Defensive driver training. All employees who routinely (i.e., 3 or
more times per week) drive vehicles for County business will
participate in defensive driving classes offered through Risk
Management at least once every four years. Departments subject to
more stringent defensive driver training requirements (i.e., POST
requirements for ilaw enforcement personnel, etc.) are exempt from this
provision.

IV. Use of County Owned Vehicles for County Business

A. Authorized Users

1.

Authorized users of County vehicles. All elected officials,
permanent employees, temporary employees, contract employees,
interns and formally recognized volunteers of the County are
authorized to use County vehicles.
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2. Authorized uses of County vehicles. With the exception noted in
section IV, A. 4 of these Rules, County vehicies can only be used for
official County business. Employees are liable for payment of all
damages that arise out of an accident involving the use of a County
vehicle for non-County business.

3. Authorized passengers in County vehicles. With the exception
noted in IV, A, 5, all passengers in County vehicles must be a party fo
official County business. Family members, friends, acquaintances, etc.,
cannot be provided a ride in a County vehicle, even for short distances,
unless their presence in the vehicle is related to official County
business. This requirement also applies to all vehicles rented by the
County, in the County’'s name, for County business. This requirement
does not apply if an employee rents a vehicle in the employee’s name
for County business.

4. Authorized exceptions to County vehicle use. Employees engaged
in work activities that make it impracticai to retrieve their private
vehicles (i.e., field personnel assigned to remote locations, employees
on business travel, emergency personnel on call out, etc.) can use
their County vehicle to procure meals and carry out incidental errands.
Employees should select a food establishment that is in close proximity
to their work location. Incidental errands must be limited to errands that
are on the way to or from, or in close proximity to the employee’s work
location.

5. Authorized exceptions to passenger transport in County vehicles.
The County Administrative Officer can make exceptions to the
passenger transport policy identified in Section IV. A 3 of this policy if it
is determined to be in the County’s best interest.

B. Insurance

1. Evidence of insurance. The County of San Luis Obispo is self-
insured. All inquiries regarding insurance should be directed to Risk
Management.

C. Out of State Approval

1. Out of state approval. County vehicles can only be driven out of
state if advanced approval is obtained from the department head.

D. Vehicle Operation

1. Visual inspections. Before operating a County vehicle, a visual
inspection should be conducted to identify any safety problems (e.g.,
under-inflated tires, malfunctioning lights, etc.). All safety issues must
be reported to the appropriate garage (General Services Agency or
Public Works) upon discovery. Further, all vehicles with safety-related
deficiencies must be taken out of service until corrected.

3
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2. Vehicle operation. All County vehicles must be operated in a
responsible manner, consistent with the intended use of the vehicle.

3. Vehicle condition. County vehicles must be maintained in a neat and
orderly manner, free of trash in trunk, floors, and seats. No items will
be stored on the dash or rear window ledge.

4. Parking County vehicles. All County vehicles must be legally and
safely parked and locked when unattended.

5. Smoking. Smoking is prohibited in aill owned, leased or operated
County vehicles.

6. Fueling vehicles. County vehicles should be refueled at the County’s
facilities on Kansas Ave. If this is not practical, vehicles should be
refueled using General Services Agency approved credit cards located
in the glove compartment of the vehicle. Employees should purchase
regular grade fuel.

E. Department of Transportation Reporting

1. DOT driver records. Departments are responsible for maintaining
accurate records of employees who are required by the Department of
Transportation (DOT) regulations to have a commercial driver's
license. At a minimum, the record will include a copy of the employee’s
driver’s license, documentation of the employee’s current medical card

expiration date, and a copy of the most recent DMV Driver Record
Information.

2. Biennial Inspection of Terminal (B.L.T. Inspections). Departments
are responsible for insuring that all County vehicles subject to Section
34500 of California Vehicle Code receive B.L.T. inspections every 90
days. B.L.T. inspection records will be maintained by the appropriate

department and Fleet Services for as long as the County owns the
vehicle.

F. Miscellaneous Information
1. Insurance for rental vehicles. If a vehicle is rented for business

travel by the County, employees are directed not to purchase
insurance offered by car rental companies.

V. Use of Private Vehicles for County Business

A. Insurance requirements. Employees must maintain automobile
insurance that complies with the State of California’s minimum insurance
requirements for bodily injury and property damage.
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B. Primary insurance coverage. If an employee is involved in a collision or
an incident in a privately owned vehicle, while on authorized County
business, the employee’s automobile insurance is considered primary.

C. Mileage reimbursement claims. When traveling in a privately owned
vehicle on County business, all employees will be reimbursed for mileage
expenses at the current published IRS reimbursement rates. Claims for
mileage reimbursement will be submitted and processed in accordance
with the County Travel Policy. Claims for mileage reimbursement
submitted by employees who receive a monthly vehicle allowance will be
submitted and processed in accordance with the County’s Resolution
regarding vehicle allowance benefits.

D. Current Memorandum of Understandings (MOUs). The County
acknowledges that language contained in MOUs with certain employee
groups governs the County’s ability to require employees to use their own
vehicles for County business.

VL. Reporting Vehicle Collisions, Incidents or Damage

A. All employees who drive a County vehicle or privately owned vehicle
on County business must comply with the following rules:

1. Reporting. All collisions or vehicle damage involving a County vehicle,
or a privately owned vehicle being used on County business,
regardiess of severity, must be reported to the employee’s supervisor,
the appropriate garage (General Services Agency or Public Works),
and Risk Management using the “Report of Vehicle Accident” form
(see attachment 3). These forms are located in the glove compartment
of the vehicle or on Risk Management's intra-net site. The accident
reports must be filled out accurately, completely, and legibly and
routed to the appropriate garage, Risk Management and the
employee’s department head within 24 hours of the incident. If the
employee is unable to prepare the report due to injury, the appropriate
department supervisor will take responsibility for this task.

2. Accident protocol. Assuming the employee is not seriously injured
(i.e., does not require immediate medical attention), the employee is
responsible for:

o Contacting the appropriate law enforcement agency to request a
traffic collision report;

o Obtaining the name, address, telephone number, driver's license
number and insurance company name and phone number of any
party to the accident; and

o Obtaining names and phone numbers of any witnesses to the
accident.
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Please note that disposable cameras have been placed in the glove
compartment of all County vehicles. These cameras should be used fo
document all damage to the County vehicle and the other party’s
vehicle, as well as any conditions at the accident scene deemed
important by the employee (e.g., road conditions, unusual shrubbery,
etc.).

3. Department of Motor Vehicle (DMV) SR-1 report. This report {see
attachment 4) is required by the DMV whenever an individual is
involved in a vehicle accident that resuits in property damage (at dollar
thresholds established by DMV), personal injury or loss of life. The
report must be filled out regardiess of fault and within ten days of the
accident. It is the employee’s responsibility to comply with this DMV
requirement.

4. Department of Transportation (DOT) drug testing requirements.
After an accident, it is the Department’s responsibility to insure that the
appropriate drug testing is carried out in accordance with the County’s
Drug and Alcohol Policy as required by the DOT.

VIL.

Take Home County Vehicles

. Parking requirement exceptions. All County vehicles, when not in use

on County business, will be parked on County property, unless a formal
exception to this requirement is granted as set out in Section VII. B and C
of these Rules or a department head authorizes a temporary use as set
out in Section VIHi. D of these Rules.

. Partial or full-time take home County vehicle approval. The District

Attorney and Sheriff are responsible for approving all partial and full-time
requests for take home vehicles for their respective departments; the
County Administrative Officer approves all partial and full-time requests for
the balance of County departments. The District Attorney, Sheriff and the
County Administrative Officer annually review all partial and full-time
requests to take County vehicles home for work related purposes. No
partial or full-time take home vehicle request will be approved without a
written justification demonstrating compliance with these Rules and written
certification of that compliance by the appropriate department head. The
District Attorney and Sheriff annually supply the County Administrative
Officer with a listing, along with the associated justifications, of all vehicles
approved for take home use on a partial or fuli-time basis. The County
Administrative Officer, in turn, will annually submit the listing of all vehicles
approved for take home use on a partial and full-time basis to the Board of
Supervisors for informational purposes.

C. Approval criteria.
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1. Take home vehicle assignments requiring County Administrative
Officer approval. Requests for partial or full-time take home vehicle
assignments approved by the County Administrative Officer can only
be authorized for specially equipped vehicles required for first line after
hours emergency response to problems that, without immediate action,
could result in serious operational problems, health and/or safety
hazards, and/or extensive property damage. “Specially equipped
vehicles” refers to those vehicles outfitted with critical {ools, equipment
and/or gear that allow an employee to respond directly to the incident,
without first reporting to the worksite. Partial-time assignments are
granted to address departments’: 1) after hour call out and stand by
requirements, or 2) short-term emergency period needs (e.g., a storm
with flood potentiai, etc.). Full-time assignments (i.e., vehicles taken
home on daily basis throughout year of authorization) are granted to
address departments’ routine, after hour emergency response needs.
For purposes of these Rules, “routine” is defined as at least twenty-six
after hour emergency response call outs per year.

Take home vehicle assignments will not be granted for the purpose of
compensating an employee, or for the employee’s convenience or title.

2. Take home vehicle assignments requiring District Attorney and Sheriff
approval. The District Attorney and Sheriff will develop written
approval criteria for all partial and full-time take home vehicle
assignments. The criteria will be submitted to the County
Administrative Officer annually and used to satisfy Section Vil. B of
these Rules.

D. Temporary take home County vehicle use. Department heads can

authorize employees to take home County vehicles on a temporary use
basis when it makes good business sense for the County. For example, if
an engineer lives in Paso Robles and must inspect a project in north
County first thing in the morning, it is more efficient to allow the employee
to take the vehicle home and respond directly to the work site in north
County.

. IRS reporting for take home vehicles. Each year, in accordance with

IRS regulations, department heads are required to certify to the Auditor-
Controller the names of the employees and the number of trips the
employee commuted to and /or from work during the calendar year. This
information is annually compiled by the Auditor-Controller and reported to
the IRS as prescribed by law.

Attachments

1 — Authorized County Driver / Emergency Information

2 — Annual Review of Rules — Employee Acknowledgement
3 — Accident Accident/Incident Report

4 — DMV SR-1 Report
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