Spalding Community Service District

POLICY HANDBOOK

POLICY TITLE:
District Vehicle Usage

POLICY NUMBER:
2046
2046.1
This policy applies to employees who drive District vehicles to and from work. 


2046.1.1
During working hours, trips for personal purposes will be avoided.   Occasionally, stopping at a store en route to a business destination, or going to a restaurant (within close proximity of your work location) for lunch is permitted.  While going to or from work, occasionally stopping to buy groceries, pick up laundry, medications, etc., is also permitted.


2046.1.2
Other than the foregoing uses, district vehicles will not be used for any other personal purposes without prior written approval and will be kept within the District.  This means that weekend or after-hours trips to the store (regardless of how close to home), trips back to the office to retrieve forgotten personal items, or any other non-business usage will not be permitted.  No vehicle will be driven after normal work hours except for District specific business.
2046.1.3     Employees taking District Vehicles out of the Spalding District area for any reason will fill out an Out of District Use form and place it in the District Manager’s box upon returning to the District.  The District Manager will be notified by cell phone by the District Employee prior to any trip out of the District. In no case will a District employee leave in a District vehicle without the manager being notified and the above form completed.

Out of District Use of Company Vehicle Form

Vehicle Lic Plate:________

Date: _______Time Leaving:_______  Mileage:________

Date: _______Time Leaving:_______  Mileage:________

Reason for Trip:_________________________

2046.1.4     Employees driving District Vehicles will request permission of the District Manager prior to transporting or having passengers in a District Vehicle.  This portion of the policy will not apply to Fire Department vehicles.
2046.1.5
All Employees and Volunteers driving District vehicles will wear seatbelts at all times while on County, State and Federal Roadways.  They will also obey all traffic related laws.  Flashers and warning devices will be utilized whenever a road is blocked by a District vehicle during official business.  Vehicle tires will be blocked so as to keep the vehicle from rolling whenever a vehicle is parked on a slope.


2046 – 1

