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Summary of Vehicle Use Policies for county employees – 2012

This document provides a general overview and collection of some of the best practices and polices used by Atlantic, Bergen, Hudson, Mercer, Monmouth, Ocean, Passaic, Salem Somerset, and Warren counties in managing vehicle use by county employees.  Please see the “Collection of Vehicle Use Policies for County Governments - 2012” to review the above noted county policies in their entirety.  This document may be found on our website at www.njac.org.  
1. General 
A. Except for certain vehicles assigned for certain law enforcement functions, all county vehicles must display the official county seal.  

B. No county vehicle may contain an unauthorized sticker, decal, or other promotional advertisement for any cause or purpose; and, any deviation from use of the official seal must be authorized by the county administrator.  

2. Use of Private Vehicles

A. The use of privately owned vehicles is permitted only when a county vehicle is not available due to prior higher mileage commitments and the travel is authorized by the department head, constitutional officer, or county administrator.  

B. Employees that use privately owned vehicles in the performance of official county business must register with the applicable county department; and must demonstrate compliance with all applicable statutes, regulations, rules, and insurance requirements.

C. Employees authorized to use their personnel vehicles for periodic county business, may be reimbursed for mileage at a rate established by the IRS or county applicable.  

D. Employees receiving a travel allowance and using a personal car for county business assume the liability for bodily injuries or property damage arising out of an accident occurring in connection with the operation of the vehicle.  In the event of an accident involving personal vehicles while conducting county business, the county may reimburse the employee up to the amount of their deductible.  

3. Employee Responsibilities

A. Employees must operate vehicles in a safe manner consistent with all applicable statutes, regulations, and rules.  

B. Employees must maintain and provide a valid NJ driver’s license, county ID, and all applicable endorsements.

C. Employees must authorize the county to obtain a current DMV report prior to operating a county vehicle by providing their driver’s license number.

D. All approved drivers must complete and pass a driving course, provided at the county’s expense and during the employee’s normal workday. 

E. Employees must notify their department heads any unsafe conditions or items needing repair on the vehicle.  

F. Employees must report license suspensions or other changes in their driving status immediately to their department heads.

G. Employees operating county vehicles must review and sign the a policy and procedures use and operation of county vehicles form. 

H. Any violation of county vehicle use policies may result in the suspension, termination, or revocation of county vehicle driving privileges.  

4. Department heads and constitutional officers

A. Department heads must ensure that all employees within their department driving county vehicles are properly licensed.

B. Department heads Ensure that all employees within their department driving county vehicles are provided copies of the county’s vehicle us policy and sign the policy accordingly.  

C. Department heads must maintain a list of all vehicles operators under their charge.  

D. Department heads must ensure that all vehicles dispatched are returned at the end of the day and are properly parked, unless permission has been granted for overnight use.

E. Department heads must address violations of vehicle use policies.

5. Fleet management and Public Works 

A. Fleet managers must establish and administer an effective preventative maintenance program for county vehicles 

B. Fleet managers must inspect and approve the acceptability of all impounded vehicles recommended for inclusion into the county fleet.  

C. Fleet managers must keep, file, and distribute monthly fuel consumption reports for all county owned and leased vehicles.  

D. Fleet managers must maintain and monitor an accurate list of the assignment of all motor vehicles by department and individuals including those with permission to use vehicles after business hours.  

E. Fleet managers must provide the following information in the glove compartment of each vehicle:  a copy of the county’s policies on the use of county vehicles, the vehicles insurance card, the vehicle’s registration card, a set of instructions for drivers for reporting accidents, and a damage report form.

6. Assignment of Vehicles

A. Only authorized county employees may drive or operate county vehicles or equipment.  

B. Assignment of vehicles is made by the county administrator or designee in consultation with department heads.  The criteria for the assignment of vehicles is based on the need for a vehicle to perform a departmental function or assigned duties.  

C. Employees may be assigned vehicles to be used after business hours for the following reasons:  If the employees job responsibilities mandate the use of a vehicle to perform those responsibilities after business hours on a frequent basis; if the employee is required to attend meetings, inspect work sites, etc. after business hours on a frequent basis; if overnight storage of a county vehicle cannot be easily accommodated; assigning the vehicle is in the best interest of the public; the tasks to be performed when called during off-duty hours requires immediate travel to the job location; if the assignment of the vehicle is contingent on the employee being and remaining on continuous on-call status other than during normal working hours.  

D. The county executive, county administrator, department heads, and constitutional officers may be assigned vehicles; and, are authorized to use them after hours to conduct county business 

E. Prior to operating vehicles,  employees must conduct a vehicle check for the following:  registration card, insurance card, vehicle checklist, accident packet, copy of policy, first aide kit, fire extinguisher, emergency roadside kit Employees must report missing items to their supervisor immediately.

F. Employees assigned vehicles on a 24/7 basis are subject to applicable IRS regulations.  

7. Fueling Stations 

A. County vehicles must be fueled at designated motor fueling stations throughout the county.

B. Fueling stations will include an automated key pad to operate fuel pumps.

C. Vehicles will contain separate PIN numbers that drivers must use when fueling.    

D. Improper use of motor pool fueling stations may lead to suspension, termination, or revocation or county vehicle driving privileges.  

8. Accidents 
I

A. Drivers must report in a timely manner all accidents to their immediate supervisor or the sheriff’s department after hours.  

B. Drivers must obtain the name, driver’s license number, and address of any other party involved in the accident and must share the same information accordingly.

C. Drivers must complete at the scene of the accident or as soon as possible county accident report forms.  

D. Drivers must report all non-collision damage to vehicles as soon as possible using county vehicle damage report forms.   

9. Other Prohibitions 
A. Drivers may not transport family members, friends, or other individuals for personal reasons

B. Smoking is prohibited in all vehicles. 

C. Drivers may use vehicles for personal use during business hours only to obtain meals if they do not have access to their own personal vehicle; and, to make brief stops for items such as milk or coffee when commuting to and from work.   

D. Drivers may not operate cell phones, recording devices, radar detectors, or other such equipment.   

E. Drivers shall not operate vehicles under the influence of alcohol or other narcotics.  

F. All occupants must wear seatbelts at all times.  

G. Drivers should not unnecessarily idle vehicles for long periods of time.  

10. Motor Vehicle Violations 

A. Drivers are fully responsible for their actions pursuant to all applicable highway laws and must obey all local traffic laws and cooperate fully with local law enforcement.  

B. Counties are not responsible for violations of traffic laws and regulations by drivers, and all penalties incurred resulting from moving or parking violations are the sole responsibility of the driver.  
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