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CITY OF DULUTH
Human Resources Manual
Disclaimer:

The information contained in this publication was obtained from sources believed to be reliable. LGRMS make no representations or guarantee as to the correctness or sufficiency of any information contained herein, nor a guarantee of results based upon the use of this information and disclaims all warranties expressed or implied regarding merchantability, fitness for use and fitness for a particular purpose. LGRMS does not warrant that reliance upon this document will prevent accident and losses or satisfy federal, state and local codes, ordinances and regulations. You assume the entire risk as to the use of this information. 
CHAPTER:

57 – VEHICLE OPERATIONS

EFFECTIVE DATE: 
1-1-2009; updated 05-1-2012
57.01

INTRODUCTION
A. The operation of vehicles is required in many aspects of local government employment. The manner in which a vehicle is handled and maintained directly affects the effectiveness and efficiency of government services.

B. Vehicle accidents and unqualified drivers can be costly from the standpoint of human injury, lost working time, vehicle repair, payment of civil damage awards, and higher insurance premiums. 

C. The purpose of this policy is to ensure that acceptable standards of proficiency and safety are maintained by each employee who operates a vehicle on City business, and to set minimum qualifications for drivers of City vehicles or personal vehicles used for city related business.
D. The City is dedicated to eliminating conditions that adversely affect the wellbeing of employees and otherwise threaten financial stability through accidental losses.
E. The City of Duluth is a “Drug Free Workplace” (see Chapter 56) and this policy assists in compliance with the Drug-Free Workplace Act of 1988.
57.02

VALID DRIVERS LICENSE REQUIRED
All drivers will have a valid Georgia driver’s license for the type of vehicle operated.

Any employee performing work which requires the operation of a City vehicle must notify their immediate supervisor immediately in those cases where their license is expired, suspended or revoked, even if they are able to obtain a “work use” driving permit from the Georgia driver’s license authority. Failure to report this information may result in disciplinary action.

57.03

ADHERENCE TO MOTOR VEHICLE LAWS & SAFE OPERATION REQUIRED
All applicable motor vehicle laws will be adhered to. Employees shall operate all vehicles used for City business in a safe and economical manner. 

Any traffic citations will be the responsibility of the vehicle operator.

57.04

NO UNAUTHORIZED PASSENGERS OR DRIVERS
No unauthorized passengers or drivers will be allowed to either operate or ride in the vehicle.

57.05

SEAT BELTS REQUIRED AT ALL TIMES
Seat belts will be worn at all times while either operating or riding as a passenger in a City vehicle.
57.06

ACCIDENTS INVOLVING CITY VEHICLES
All vehicle accidents shall be reported to the police agency where the accident occurred, and to the employee’s supervisor (or their designee) promptly, and investigated in accordance with related policies and procedures. 
In the case of serious accidents or life-threatening accidents, appropriate City officials are to be notified immediately by the supervisor, or other city employee receiving the report.
All parties and/or witnesses to the accident will be asked to remain at the scene of the accident until the police arrive. 

Generally the vehicles involved in an accident should remain undisturbed until the police arrive, unless movement is necessary for safety reasons, to provide access for first aid, if required by law (such as accidents on the interstates), or at the direction of a public safety official.

Employees should refrain from making statements regarding the accident with anyone other than the investigative law enforcement representatives, or rescue workers on the scene when such information is necessary for them to conduct first aid or rescue operations, appropriate City officials, and representatives of the City’s insurance company. 
Generally, accidents will be investigated by an outside agency, such as the County Police or Georgia State Patrol. Duluth City Police would investigate an accident which involved only city vehicles and/or city property.
57.07

VEHICLES USED FOR OFFICIAL USE ONLY
City vehicles will be used for official use only. City vehicles shall be available for City business at all times.

57.08

TAKING VEHICLES HOME
City vehicles shall not be taken home overnight except as follows:

1. Employees may take a City vehicle home for one night when attendance at an out-of-city meeting takes place late at night after normal working hours, or early in the morning prior to normal working hours.

2. Those employees designated by the Department Head to be “on 24-hour call” for departmental or city emergencies.

3. When specifically authorized by the Department Head (which includes “issued” police vehicles)
57.09

CITY VEHICLES USED TO TRAVEL FOR MEALS
City vehicles may be used for travel for meals when an employee is on business, or when an employee is in a location where driving to obtain his/her personal vehicle would result in extra and unnecessary expenditure of time and money.

57.10

VEHCLE TO BE IN SAFE OPERATING CONDITION
Vehicles will be operated only when they are in safe operating condition. Each employee driving a vehicle shall inspect the vehicle to ensure that the vehicle is in sound operating condition.

57.11

VEHICLE MOVEMENT AND SPOTTERS
Because improper backing procedures are a major source of accident and loss (including loss of use, damage to the vehicle, damage to other vehicles and property, and even injury and death to others):

1. Vehicles will not be backed up without the driver first checking on all sides of the vehicle they are operating for clearances. In vehicles with blind exposures to the rear of the vehicle, or in the case of close clearances, the use of spotters who can help ensure proper movement of the vehicle is strongly recommended.
2. The driver has the ultimate responsibility for the safe movement of the vehicle.

57.12

DRIVING A CITY VEHICLE IS A PRIVILEGE
Selection of employees who are allowed to drive a city vehicle shall be done with care. The use of City vehicles and equipment is a privilege offered to designated employees through City employment. It is not a right of employment. Each driver’s privilege to operate a City vehicle on official business extends only as long as the driver operates the vehicle in a safe and efficient manner and maintains a valid Georgia driver’s license and an acceptable driving history record. 
57.13

EVALUATION OF EMPLOYEE’S DRIVING RECORDS/HISTORY
A. Evaluation of driver qualifications may be made by through any or all of the following:

1. A check with previous employers to verify employment and to determine driving qualifications and driving history

2. A motor vehicle records check made through the state criminal history bureau, drivers license or motor vehicle office

3. A review of the employee’s personnel file to consider driving training received, record of preventable accidents, driving history, driving certifications, motor vehicle record, etc.

B. Evaluation of driver qualifications may take place as part of the initial applicant background check, on a periodic basis during employment, or at any time when an employee’s driving qualifications may be questionable.
C. The Human Resources Manager is responsible for annually requesting from the Georgia Department of Motor Vehicles a copy of the driving record of each non-police department City employee eligible to operate a city-owned motor vehicle or operating a personal vehicle on city-related business. The Police Department will assume this responsibility for all police department employees.

57.14

DISQUALIFYING DRIVING RECORDS
Convictions (including nolo contender or bond forfeiture) for the following events or driving violations, are unacceptable (regardless of whether the event occurred on-duty, off-duty, in a City vehicle, or in the employee’s personal vehicle) and may result in revocation or restriction of an employee’s permission to operate a city-owned vehicle or their personal vehicle on city-related business:
1. Homicide by motor vehicle

2. Manslaughter, resulting from the operation of a motor vehicle

3. Violation of the Alcohol and Controlled Substances Abuse policies of the City

4. Using a motor vehicle in the commission of any felony

5. Unlawfully leaving the scene of an accident (i.e., hit and run), including failure to stop and render aid or identify yourself when involved in an accident
6. Committing an alcohol or drug-related offense while driving

7. Knowingly making a false affidavit/statement under oath, or affirmation to the Department of Motor Vehicle Safety concerning the ownership or operation of a motor vehicle
8. Using a motor vehicle in fleeing or attempting to elude an officer 

9. Fraudulent or fictitious use of a license

10. Racing

11. Refusal to submit to a chemical test for intoxication under Implied Consent law
12. Failure to maintain minimum liability insurance coverage

13. Committing two or more major traffic offenses including DUI (alcohol and/or drugs), reckless driving, careless driving, or a major moving traffic infraction

14. Committing three or more minor traffic offenses which indicates a continuing disregard for the law, or a history of carelessness/neglect in the operation of a motor vehicle

15. Driving while driver’s license (or driving privilege) is suspended or revoked due to moving violations 
16. Been involved in two or more chargeable accidents

57.15

QUALIFICATIONS NECESSARY TO OPERATE A CITY VEHICLE 
In order to be considered qualified to operate a City vehicle, employees must meet the following qualifications:

1. Specifically authorized to operate a City vehicle by the employee’s immediate supervisor and/or Department Head; provided that such authorization may not take place prior to a review of the employee’s driving record
2. Age 18 or older

3. Possess a proper, current, and valid Georgia driver’s license of the proper class for the type of vehicle to be operated, and have that license on the driver’s person at all times (license acquisition and renewal is a personal expense)
4. Possess no more than one driver’s license

5. Capable of passing a physical examination when a question of fitness to drive arises because of illness or injury

6. Capable of passing written tests on driving regulations whenever required

7. Capable of passing a driving test

8. Have demonstrated proficiency with the particular type of vehicle or equipment to be operated

9. Otherwise qualified under federal and state laws and regulations to operate the vehicle or equipment

57.16

REVOCATION AND REINSTATEMENT OF DRIVING PRIVILEGES
A. Restriction, revocation and reinstatement of driving privileges in each case will be considered on its own merits and will include a review by the supervisor and department head of:

1. The nature of the occurrence(s)

2. The length of time since occurrence(s)

3. Demonstrated work performance

4. Demonstrated understanding of safe vehicle operations and its importance

B. If an employee’s privilege to operate a city vehicle is restricted or revoked and their position requires driving a city vehicle, they may request a transfer to a non-driving position in their department or in any other department, provided they are qualified for the position they are requesting transfer into. If the position they transfer to is at a higher pay grade, no salary increase will be given. If the position they transfer to is at a lower pay grade, the employee’s pay may be decreased accordingly. If the employee is unable to transfer to a non-driving position, or their job cannot be reasonably temporarily modified to be non-driving without a hardship to the City, they may be separated from employment.
57.17

WARNING AND SAFETY DEVICES
Based on the use of the vehicle, they shall contain appropriate warning and safety devices as needed (such as flashing warning lights), and such warning and safety devices will be used as appropriate.

57.18

USE OF PERSONAL VEHICLE ON OFFICIAL CITY BUSINESS
Employees are required to use City vehicles whenever possible to attend training or other official business assignments away from the workplace. When a City vehicle is available, but an employee desires to use their personal vehicle for their personal reasons, and they are approved to do so by their Department Head (Division Commander in the Police Department), the City will only pay for gas consumption, not the normal mileage rate. 

If a City or departmental vehicle is not available, employees may use their own vehicles if approved by their Department Head (Division Commander in the Police Department). In this case, the driving of a personal vehicle is for the benefit of the City, and the employee will be paid the regular mileage rate for the mileage driving to and from the training assignment (only one round trip per assignment).

Any employee using a personal vehicle on City business shall be required to maintain auto liability insurance of at least the state minimum limits.

If an accident occurs to the employees vehicle while being driven on City business due to no City vehicle being available or the employee was asked to drive their own vehicle by their supervisor the deductible on the employees insurance will be paid by the City.

57.19

DEFENSIVE DRIVING COURSE
A. The City may make a reasonable effort at administering, or arranging for attendance at a state-recognized Defensive Driving Course for all city employees who operate City vehicles. 

B. However, as a condition of continued employment, employees may be required to attend a state-recognized Defensive Driving Course at their own expense, under the following conditions:
1. Involvement in a “preventable accident” 
2. Demonstration of questionable driving capabilities or habits as determined by their Department Head, immediate supervisor, or other responsible City official.

57.20

PRESCRIPTION AND NON-PRESCRIPTION DRUG USE
Employees are responsible for informing their treating physician(s) regarding required job duties to ensure that the physician approves the use of prescription medicine while at work. The employees reporting to work must inform their supervisor of any therapeutic drug use with related driving or other job-duty restrictions. Employees must also report non-prescription drug use to their supervisor when side effects may interfere with driving duties.
57.21

SMOKING IN VEHICLES
Because of the dangers which falling hot ashes, a dropped cigarette, ashes blowing one’s face, a dropped match/lighter/vehicle lighter element, and/or smoke in one’s eyes, etc., present to the safe operation of a vehicle, smoking while operating a moving vehicle is discouraged but is permitted upon the specific permission of the respective department head. See also the Tobacco policy in Chapter 51.
57.22

INCAPACITY TO OPERATE A VEHICLE 
If, at any time, a City employee feels that they are incapacitated due to illness, injury, fatigue, mental stress, vision problems, or any other cause, and is unable to operate a vehicle, they are required to cease operating vehicles and notify their immediate supervisor at once.
57.23

USE OF ELECTRONIC DEVICES WHILE DRIVING
A. Employee’s attention must be focused on driving city vehicles in a safe manner. Distractions, such as using a cell phone or text messaging may place you and the city equipment you operate at increased risk of injury or property damage, as well as increase the potential of personal liability if involved in an accident. 

B. Employees may use a cell phone while driving, but employees should keep such conversations as brief as possible and should generally pull off the road to conduct any conversation which would tend to distract them or if they need to take notes. The use of a cell phone shall not interfere with the performance of duties or reflect negatively on the professional image of the employee.
C. Employees are not authorized to engage in text messaging on a cell phone or other similar device while operating a city vehicle, which includes while an employee is temporarily stopped at a red light or stop sign, or is in stop-and-go traffic. Any employee who must respond to a text message will need to get off the roadway and stop their vehicle prior to any text messaging. Such activity should be kept to a minimum. 
D. The police department may issue additional policies on this matter in order to deal with their unique vehicle operations duties. 

57.98

REFERENCES

57.99

UPDATES TO THIS POLICY



A. 
Section 57.98 “References” added (5-1-2012)

B. 
Section 57.23 “Use of Electronic Devices while Driving” added (5-1-2012)
