7.305 – CITY VEHICLE TAKE-HOME POLICY
Purpose: The City wishes to restrict the number of take-home vehicles provided
to City employees. In order to expedite response to public work call outs for work
during non regular business hours, to expeditiously respond to emergencies and
for occasional overnight usage of City vehicles to provide an economic benefit to
the City, it is the policy of the City to occasionally provide City vehicles to certain
employees. Employees seeking reimbursement for the use of their personal
vehicles for approved business please refer to Section 4.750 of this Policy
“Reimbursement for Travel Expenses”. No reimbursement shall be made for travel
relating to commuting to and from an employee’s workplace.
Termination of Policy: The City has not agreed contractually or otherwise to
provide city vehicles to any employee. The City may terminate this Policy and the
use of City vehicles at any time. Assignment of a City vehicle is neither a privilege
nor a right of any employee and shall never be made based on employee merit or
employee status.
Definitions: The following terms shall have the following meanings:
"Assigned City Vehicle" means a City vehicle that is used by a City employee for
City business and for commuting to and from the employee's home and work
station.
"Call-out" means a directive to an employee to report to a work site other than the
employee’s work station during off duty time or day, and to respond to
emergencies.
"Economic Benefit to the City" means the amount by which the cost of
reimbursement to an employee for the business use of his or her private vehicle is
greater than the commuting costs associated with a take-home vehicle for the
same assignment period.
"Emergency Response" means an employee has primary responsibility for
immediate response, to protect public health, safety or welfare.
"Occasional Overnight Usage of City-owned Vehicles" means employees taking
home City-owned vehicles for conducting City business away from the employee's
normal work station and outside an employee's normally scheduled work hours.
"Work Station" means the office or site a City employee reports to perform normally
scheduled work.
Employees Affected: Any employee who uses a City vehicle for City business or
is assigned a take-home vehicle.
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City Business Required for Use of Any City Vehicle: City owned vehicles shall be
used exclusively for the conduct of municipal business. The use of a City vehicle
is restricted to on-duty time, call-outs, overnight usage or travel for training or
meetings. Only employees holding a valid Washington State Driver's License
and/or commercial vehicle endorsement, if applicable, will be allowed to operate
City vehicles.
Employees Subject to Call-Out: Public Works Department employees may have
assigned City vehicles for City use during call-out. Only those employees who can
safely respond to City Hall within thirty (30) minutes of receiving a page are eligible
to be assigned to call-out and an assigned City vehicle during the one-week period
they are assigned to call-out. Upon approval of the Mayor, Public Works
employees subject to call-out will be allowed to take their assigned take-home
vehicles home in circumstances, such as predicted snowfall, when call-out is highly
likely. Public Works maintenance shop and Wastewater employees who are
scheduled to be on stand-by duty per the collective bargaining agreement shall
have a take home vehicle available for use should they decide to use it.
Employee Responsibilities:
1. Seat Belts. All employees operating or riding as passengers in City vehicles
shall wear the vehicle's seat belt in the manner prescribed by the manufacturer.
2. Passengers will be transported in City vehicles only to the extent that their
conveyance is directly related to official business or of an emergency nature.
Family members will not be transported in City vehicles.
3. Employees who drive a vehicle on City business must exercise due diligence
to drive safely, obey traffic laws, and maintain the security of the vehicle and
its contents. Employees are responsible for any driving infractions or fines as
a result of their driving. City vehicles may be used for travel to meals if an
employee is on official City business or when an employee is assigned to work
in the field and to do otherwise would result in a loss of service or productive
work time. Employees are responsible for any tax consequences as a result of
using City vehicles including paying federal income taxes for auto fringe
benefits.
4. All employees who operate assigned City vehicles shall conduct an inspection
of the vehicle at reasonable intervals. Inspections should pay particular
attention to the vehicle safety, including but not limited to items such as tires,
brakes, emergency equipment, windshield wipers, fluid levels, etc. Employees
with assigned vehicles are responsible for ensuring that the vehicle is properly
maintained and equipped and is in good operating condition at all times.
Employees should also refer to the maintenance history for their assigned
vehicle to ensure that appropriate maintenance intervals are being followed.
Employees shall promptly report any defective or inoperative vehicle or
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equipment to his/her supervisor and assist in scheduling
maintenance/repairs and delivering the vehicle for its servicing.

any

5. Employees must report any accident, theft, or malicious damage involving a
City vehicle to their supervisor regardless of the extent of damage or lack of
injuries. Such reports must be made as soon as possible, but no later than
forty-eight hours after the incident. Employees are expected to cooperate fully
with authorities in the event of an accident.
6. Employees shall not operate any City vehicle at any time or operate any
personal vehicle while eligible for mileage reimbursement and on City business
while using or consuming alcohol, legal or illegal drugs, or prescription
medications that may affect their ability to drive. Smoking inside any City
vehicle is prohibited.
Vehicle Take-Home Trip Log Form: All employees shall complete the Vehicle
Take-Home Trip Log Form for the assigned vehicle and submit a copy to his or her
supervisor no later than the 5th working day after the end of each month. The trip
log shall contain the following information for the prior month:
•

Vehicle number, month, year, department name, division name, employee
name, employee position title, phone number, regular work hours, odometer
reading at the beginning of each day and odometer at end of the take-home
vehicle period.

•

List the total daily trip mileage in the column showing commute miles, and the
column showing business miles, and fill in the column listing the trip destination
and the column indicating whether or not the trip was an emergency call-out.
The daily commute, business and total mileage data must be totaled on the
monthly log.
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