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2.12 - Vehicle Policy  
 

Revised: March 17, 2007 
 
This policy applies to all City employees who operate City vehicles or who receive reimbursement 
for the use of their personal vehicles while conducting City business.  
 
Because of safety concerns, employees shall not manually dial cell phones while driving City 
vehicles or driving their personal vehicle while conducting City business. Cell phone usage while 
driving should be only usage that is absolutely necessary.  
 
AUTHORIZATION 
Authority to receive mileage reimbursement for the use of a personal vehicle or to use a City-owned 
vehicle must be approved by the City Administrator or appropriate Department Director. All tax laws 
shall be followed.  
 
Authority to receive a regular vehicle allowance for the use of a personal vehicle instead of using a 
City-owned vehicle must be approved by the City Administrator. All tax laws shall be followed.  
 
Only City employees shall drive or ride in City vehicles except that others may ride in a City vehicle 
when such transportation is involved in City business such as meetings or seminar attendance. 
Volunteers and Community Service workers may ride in City vehicles in conjunction with 
performance of their duties for the City.  
 
Assignment of City vehicles for commuting is restricted to the following: 
 
 City Electrician  Police Chief   Sewer Superintendent  
 Fire Chief   Police Department (2) 
 Fire Department (3)  Police Canine Officers 
 
Where on-duty status continues beyond normal duty hours, city employees may be authorized by 
the Department Director or the City Administrator to use City vehicles for commuting at the time of 
the special duty hours or emergencies, such as the Street Superintendent during snow season. 
 
City vehicles shall comply with the requirements of the Code of Iowa concerning labeling publicly 
owned motor vehicles.  
 
As required by the Code of Iowa City-owned vehicles that are required to operate on ethanol-
blended gasoline shall be marked with an ethanol fuel sticker, which notifies the public that the 
vehicle is being operated on gasoline blended with ethanol. This requirement does not apply to 
unmarked vehicles used for law enforcement or security.  
 
Commuting trips, private use incidental to and on the same routes as commuting trips, and 
incidental private use during duty hours are public purpose uses because of the employee's ready 
availability and response through radio contact. 
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Incidental private use during duty hours is allowable only when it is necessary or reasonably 
required that the employee remain on duty, or be available for duty when engaged in a private 
activity during regular duty hours. It is required that the employee be at a known location and be 
accessible by telephone or remote radio. 
 
Department Directors shall be responsible for scheduling the use of City vehicles as authorized by 
these procedures. These schedules may include out-of-town travel for training, meetings, 
continuing education, or other City-approved business. Department Directors shall also be 
responsible for scheduling and assigning City vehicles for in-town use. 
 
LICENSING 
Any person who uses a City vehicle must annually provide proof of an appropriate operator’s 
license. Department Directors shall be responsible for ensuring that every employee using a City 
vehicle in their department has a valid license to operate the type of vehicle used in his or her work. 
The employee's driving record must justify the operation of City vehicles. Repeated violations of 
driving laws or accidents either on or off-duty may result in disciplinary measures including 
discharge. Conduct which causes suspension of a required operator’s license and subsequent 
inability to perform assigned duties may result in disciplinary action including termination of 
employment. 
 
STORAGE 
Vehicles assigned for commuting or on an emergency or special-use basis, shall whenever 
possible, be stored in a garage on private property or a City-owned garage. All other vehicles shall 
be stored on City property, within a City garage if possible. 
 
MAINTENANCE 
Employees who are assigned vehicles shall assume responsibility for washing and cleaning the 
vehicle at appropriate times. It shall be the employee’s responsibility to promptly report any 
mechanical failure or problem. 
 
It is the Department Director’s responsibility to see that preventive maintenance schedules are 
established and followed for all vehicles in their department and to require all employees in their 
department to use City vehicles in accordance with the provisions of this policy.  
 
VEHICLE SIZE AND COST 
All vehicles considered for purchase must be capable of high mileage with long-term warranties and 
without optional features. Automatic transmission, heater, air conditioner, and radio are authorized. 
Exceptions to this policy must be reviewed by the City Administrator prior to the purchase of the 
vehicle. 
 
ACCIDENTS 
If an accident occurs while driving a City vehicle or while driving your personal vehicle for City 
business, you must notify your supervisor immediately. Written reports must be filed on all damage 
or injuries. Accident forms are available in the Finance Department and must be completed as soon 
as possible. If the accident results in injury to a City employee, the City’s Human Resources 
Department must be notified immediately so the OSHA Injury and Illness Incident Report and/or the 
Workers’ Compensation First Report of Injury or Ilness Report can be completed. 
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INSURANCE 
City-owned vehicles are covered by the City’s liability and property damage policy.  
 
Personal vehicles used while on City business shall be covered by the vehicle owner’s policy as the 
primary vehicular insurance policy. The City’s vehicular insurance policy would be a secondary 
insurer.   
 
Unauthorized passengers in City vehicles or in personal vehicles while on City business are not 
covered by the City’s vehicular insurance policy. In case of accident any unauthorized passenger is 
the responsibility of the driver who is operating the vehicle. 
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