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PURPOSE:

POLICY:

To ensure that all vehicles owned by the District are utilized in the most efficient,
economical, practical and reasonable manner.

All District vehicles and equipment shall be used exclusively for the conduct
and/or execution of District business and operated by District employees. Use of
District vehicles taken home is authorized only in accordance with A. and B.
below. Non-Employee passengers shall be allowed in District vehicles only for
the purpose of conducting District Business.

A. GUIDELINES

1.

District vehicles are for official purposes only in the performance of employee job
responsibilities.

Employees are to minimize use of District vehicles in any manner that may be
perceived as “private use.” However, employees may occasionally make
intermediate stops to conduct personal business and in so doing shall comply
with the District's Drug and Alcohol Abuse Policy.

Authorization for use of vehicles for home-to-work transportation on a regular
basis shall be determined by the District General Manager considering the
following:

a. Employees whose duties are critical functions that frequently involve
emergency work and are regularly subject to call-outs as first responders.

b. Employees whose response to a District facility to procure a vehicle (with or
without specialized equipment) would significantly delay response to an
emergency.

c. Department Heads, Supervisors or employees who frequently need to use
District vehicles outside normal working hours to perform work assignments.

d. Employees whose work duties periodically require that they begin or end the
workday at locations other than their permanent reporting locations.

A Department Head may authorize the temporary use of a vehicle to an
employee for transportation to and from work and home in connection with non-
recurring exceptional work circumstances as follows:

a. Inthe event of a disaster.
b. Approaching winter storms.

c. Long weekends.
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d. Pick up parts, materials and supplies.
e. Meetings, conferences and training.
f. Reporting directly to a field location for specific project work.

5. A Department Head may authorize the temporary use of a vehicle to an
employee for transportation to and from home for those that don’t normally drive
to work (bicyclers, bus riders, carpoolers, van poolers and walkers) and need to
get home in an emergency.

6. District vehicles shall not be driven home or to a restaurant for lunch unless the
lunch stop is part of a District business meeting with persons other than District
employees; except that field employees may use assigned vehicles for lunch
breaks providing:

a. The frequency and time duration of the event, including travel time, conforms
to the terms of the Employee Handbook regarding work hours lunch time, and

b. Access to the employee’s personal vehicle, as a substitute for utilization of a
District vehicle is not cost effective or practical for the District; and one field
crew employee is designated to drive to one location to purchase meals for
that crew’s members.

7. Vehicles authorized to be taken home are assigned to specific District employees
in accordance with Section A. 3 within the positions listed in Section B. The
position itself is not assigned a vehicle to be taken home. Annually or upon
change in an assigned employee working status or residence location, the
District General Manager shall review the vehicles authorized to be taken home
as listed in Section B and make adjustments thereto.

B. VEHICLES AUTHORIZED TO BE TAKEN HOME ARE LISTED BELOW:
Employees assigned On-Call responsibility (first responders).
Construction/Maintenance Superintendent.

Distribution & Treatment Plant Supervisor.

Maintenance Supervisor.

Construction Foremen.

Employee residing in District’'s West Marin residence.

Operations/Maintenance Superintendent.
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Field Service Representative when necessary to answer evening turn off calls
(usually Wednesdays).
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