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PLJIìPOSI:t

'l'hc pu'pose ol'this Admirristrative lnstructiori is to proviclc clcar gr"riclance and

cx¡reotations cln the use of' vehicles to gonduct Distrist busincss.

DIiITIN]'I]ONS

District Vchiclc: Any r"nôtor vehicle owned, rcntecl, leasecl, or otlrenvisc controllccl b¡,

the District,

Ilusincss [Jsc: [Jsc of'a Distlict rnotor vehicle to accomplish assignccl ])isttir:t busincss

Incirlcnt¿l Usc: [Jse of a District rnotor vehicle that is inciclental to tlrc assignccl lrusincss
purpose fhat the vchiclc rvas plovicled for but is relatcd to Distlict bu-^incss (c,9.. clrii,ing a

I)istriot vchicle a reasonable distance [o a restaurant lbr dinucr when oul ol'torvlr <¡n

I)i.stlict busiuess),

Pcrsonal Usc: [Jsc ol'a District motol vehicle that is not l'clatcd to l)istrict busincss but

ocoul's in tl're coursc ol'an employee's comurutc or lrc¿¡l lrrcak,

Pool Vehiclc: An¡, Distl'ict tuotor vehicle providccl to an cnr¡rlo)/cc lbl'tcn'lporat'!'
busiuess use.

'l'akc llomc Vchiclc: Any Distlict rnotor vehiclc that is assigned to an cnplo¡,cc arrd is
routincly driven l'or business pulpose.s and/or commuting ancl palkccl at thc cnr¡llr)ycc"s
place ol'rcsiclence or neartry,

PROVISIONS

Only an employee wlro pclssesscs a valicl Califorrria cll'iver's liccnse ancl is

insul'¿¡ble rrray operertc a Distlict vehicle. lìul'ther. lhc cmplovcc rrrusl po.sscss

the correct class of dliver's license f'or the vchiole ploviclccl (e g., (-llass I3 Iì:r'

large tlucl<s rec¡uiring a Cìlass l3), An crirployee assigned a vclticlo on an

ongoing basis rnust plovicle the District with a copy ol'thc enr¡:lovcc's cun'crll
clriver's Iice¡rse.
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B lf'an enrployee chooses 1o dlivc a non-District owneclvchiclc in tltc coursc ol'
conducting District business, the employee lrust ¡rroviclc cviclencc of'
insul'alrcc with mininrrìm cover¿ìge linrits as cletelnrinccl by the (lalifi¡rnia

Motol Vehicle Cocle to thc llusiness Manager,

'l'he District operates a Pr¡ll Notir:e Prograrn with thc De¡rartmenl ol'Molor
Vehiclcs, 'l'hc Pull Notioe Proglanr ploviclcs the Distlicf rvilh a nleans ol'

¡irotnoting driver safcty through ongoing leview o1'driver rccolcls. Att¡.'

changc in status with an cmployee's drit,et''s liccnsc ultlst bc lclaSrccl 11¡ ¡¡.
cllployee's supervisor ancì 1he l-lurnan l{esouu'ces Olïcc ¿ìs soon as ¡:ossiblc

District veliicles rnay be provicled to District ern¡rloyees at the l)istlicl's solc

cliscrction in order to accotnplish the busincss of'thc Distt'ict, ¡rt'oviclccJ.
howcver, thal uothing contained in this pt'oi,isiott.shall be ittlcr¡lt'otecl,

constluecÌ, ol usecl in any way to rnodify existing ¡rnst pracliccs ol'tlrc tcnlts
and conditious of tliose replesented enrplo¡,ees (i.c., ltts¡rcctors ancl Ail'
Morritoling pcrsonncl) who are assigncd a'l'akc I'lorrrc Vchicle,

[Jporr assigllmeltt ol'a'l'ake I'lome Vchicle, tlie IJusirrcss [r4arragcr is rcquilctl
to assign arr Linployce ID nunlber. 'l'lris corrfidentia! numbcr o¡xrratcs as a

l'urcl card pin which is entered duriug each usc o1'¿¡usoline fì¡clcarcls ttrat thc
District provicles. Ii.)rnployees ruusl nol shar'e thcir l'ìnrployec ll) nunlbel rr,ith

othel cmployees.

An enrpl<lyee shall not opcrate a Distlict vchicle whik: unclel thc inflr"rencc of'
any illcgal ch'ugs and/<lr alcohol, ll'an cnrployee i.s unclcr a ¡lhysicirtrr'.s *ìr'c
ancl is tzrl<ing prescliption nredicatiorr that nray aJl'cct thc enr¡rlovco's irtrilitt,to
operâtc a motor vehicle the ernployee shall inlbul lhe em¡:loyee's supclvisor',

Incidental (Jse is allowed so long as it cloes not l'iolatc thc ¡rr'<lvisi<¡rts ol'this
Adlrrinistlative Instluction.

A passcngcrwho isnot a District employec nray accolìrpân.y an cnì¡rlo¡,gre lil ¿

Distriot vclriclc on I)istrict busir-lcss rvith thc prior l<ttou,leclgr: ancì a¡:¡rrt>i,itl tll'
thc enrployee's suìpcrvisor or rranager, Othct'wi.sc, a norr-l)ish'ic1 cnr¡rlo¡'cc
p¿ìs.sengcr ìs prohibitcd by this plovision in the cour¡^c oJ'busincss allcl

incidcntal usc.

Persorral usc of a Distlict vehicle is prohibitccl exoc¡:t fìlr nrinol crrancls in thcr

coursc of'tlrc employce's commr¡(e t<l ancl lì'ollr i¡,oll< artcl clurirg tllc nlc¿tl

breal<. Ëxamplcs includc stop¡ting at ¿ì grocery storc fbr a I'ct,t'itcnls oll thc

way lr<lmc t'ont work; goirrg to a post oflìcc cluring lunch brcak. ì)ct'sonitl uscr

shoulcl be IirrrjtecJ 1o no ulore than an hour cach da¡,. ¡''r.t,,,,'ng tirttc llrat thc
vehicle is parkcd 1o pelforrl the errand. A l)ìstricl crn¡:loyec is prohibitccÌ
lì'om having a passenger'(s) in a District vchicle cluling pcrsonal Llse. Alt
exceptiorr would apply in the event lhat an em¡:lo¡,ss has an unfìl¡'cscctr nccd

to pick up ol dlo¡r ofl'his/her childron lì'om or at school, da¡,ç¿''. or a nrc<lic¿tl

ftrcility in thc cvcnt of a medical or other enlergcncy. An cnt¡:lot,cc is

cxpccteci to cxercisc good judgmenl in ap¡:lying tlris ¡rrovisiott ol'lhis
Aclrnin isttati ve Instluction,
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A l)istrict vehicle shall bc opelatcd in a saf'c nlalltlcr cotisislcnt lvilh
applicable laws a¡rrJ regulations, An ernployec cited fbl'a ntovìng violation
anil/or parkirrg ticl<et bear le.sponsibilily 1Ìrr arry associatccl linc anci ¡rcnalt¡'.

Iiach errr¡:ktyee shall take carc to avoicl ancl ¡rrcvcnt ¡rlaclicres tltat rc,sr¡lt in

urlr'ìeocssaly wear on I)istLict vchicle,

A Pool vehicle that is required I'or usc ìn the cvenitrg ot'cat'l¡,in lltc nt<lt'ning

rnay lrc checked ourt with the DistLict Mechanic .i0 minutcs ¡rt'ior to fhc cntl of'

the enrployee's normal work clay, but no latet'tltan 4:30 ¡i,ni.

'lìr licl a Pool Vehicle, employees shoulcl use the f\¡cl carcJs ¡rrovicled
(gasoline or conlptessecl natulal gas), If the ¡rool vchicle is g,a.solirrc-lirclctl,

the cnrployee mu.st ensure lhat two gasoline oredit cald.s arc accolnllaniccl u,if h

the vehiclc kcys. When checlcing oul a Comprcssecl Natur'¿tl (ias (CN(i) pool

vchicle, the crrrployee rrrust crlsì.rre 1¡s¡ fìNG tlrcl cards arc ¡troviclccl ancla

CING f r"¡eling station booklet is inside the glovc cotttpzutnrellt, A .ljas'l'l'al<

tlans¡rcudel rnery also be proviclccl t¡pon recluest, Alu,a),s rcturn ¿rll fìlcl calcls

and trarrsponclcrs u,ith thc vchicle l<eys al'ter use.. Any itcnrs rlissing firrrrr

thc glove compârttncnt sr¡ch as insurancc or regislrrttion clocuurcnls nrttst trc

noted on the f.rip tickct. An¡, ¡¡jcci¡1g itenrs nrust be lcpoltccl irlrncclitrtcl;" to
the Distl'ict Mechanic orthe lJusiness Marragcr. Il'an cnr¡rlo),cc is assígltccl a

'l'ake l'lome Vehicle ancl a fïel card or traus¡ronclct'is dcl'ccf ir,'e,lost. <tt'stolcn.

tlie enrployee nrusl rrotil), the l]u.siness Managel irrrnrcdiatcl¡, artcJ st¡trnti{

clelèctive items so the cnrploycc oatl reccivc re¡:laccnrcnts,

Iìegular gasolirre fì;el carcls rec¡uit'e enlcling arr Limployec ll)/l'in nutrbct'¿urtJ

thc oclonicter reading (in that sequcnce) into thc l<eypacl on lhc gasolinc

clispcnsel, 'l'he Pool vehiclc firel pin is wriltcn on each l)ooI i,cliicle chccli out

sheel. CNG firel card pin nurrrbel's are revcalccl to thc dliver by tlrc llu.sincss

Mârrager, and shor.rld also be lcopt corrficlential, liìrî¡:lo¡,cs5 11ìusl âl\va)/s sclcct

regulal unleaclecl gasoline a.s o1:posed to pleuriuttr gasolinc. Iinrployccs nr¿,tl'

also use the gasoline fuel calds to p¿ry lbl'a car wash. lr.¡trricants. or cr1lclÍ).clrc),

:'cpairs. No othcr itenrs rnay bc pulchasecJ rvilh thc gasoline fircl cal'cls.

An enrployee provided r¡,ith a Pool vchicle shoulcl bc courtcous alld
consiclcl'ate ol'the next user. A Pool vehiclc shoulcl bc rclurnctl clcan ancl r.r.ith

at lea.st hall'a tanl< of'gasoline, ìimployccs r:tt.st rcnlovc ar1)/ pelson¿ìl itcnrs

and trash that was gcnelatecl whilc in posses.sion of'1hc t,chiclc, u\tt¡,¡:r't>l:lcrtrs

u,ith tlrc Pool vehiclc ¡llust bc noted orr thc tlill ticlcct to hcl¡r ensLtt'cr sal'c

opcratiorl, l:ìrrrployccs r'ì1us[ turn oll'lights tìncl art¡,<lthur b¿tttct'),-cltairting.

equipnrent such as a two-way radio bcfbrc exiting thc Pool r,chiclc.

An enr¡rloyec wlio is provicled a District vellicle fbr a ¡rcliocl of'iìr,c
c<lnsecutive worl<ing clays or longcr will be expectccl 1o acltrct'c t<r

rccontmendecl vchicle nrainteuanoc schccl u lc(s) recomttt cndccl by t hc

manufaotul'er and/or the Distriof 's llusiucs.s Matragcr'¿ìs thc c¿ìscr llla)/ bc, ancl
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will fuflhel be expectecì to wol'k cooperativcly rvith thc rraintcrna¡lcc ])et'so11 or
f'acility to lrìeet suclr schedule(s),

Il'veliicle nraintenancc cannot bc conrpletecl at the District's l'zrcilit,v. all 'l'¿rlit:

IIome Vehiclc clrivels should r¡se the läntcrprisc Mainlcnancc caLcl assigrrccl to

their vehicle. 'l'he linlerprise li4aintenance cald i.s uscd wherr visiting Íutlo
.sho¡rs f'or rc¡lair authorizatit)r'r ovcr tlic prioc of $50. Whcn nccc.ssar'),. [his
card rvill also authorize ¿lrraìrgenlent lìlr rental i,chiclcs with a subsicliar¡,61'
lintcrprise Ilent-A-Clal Cortrpany ftx a nraxirnr¡nr o1'trvo clays willrorrt ¡rrior'
authorization. Iiixtcusi<:ns bcyoncl two clays urust bc granlecl b¡' un ,:rrtcr'¡rlisc
rcprescrntative,
A District vehicle nrust alu¿¿tys be locl<cd u,hen ]rarkccl in orclcr to ai,oicl thclì
and enhance sâl'ety, An enrployec u,ho is proi,iclccl a l)istiict vchicle
ovclnigltt nrust parh the vehicle at the cnrploycc's rcsicicnc,c ol rcasollabl\,
neart'ry ol in ¿r sccured paLking area, il'the errploycc ncccls to ¡ralk llrcr vohiclcr
ât â placc otller than their residencc (e.g,. an ailport or holcl), Wlrcrrcvcl'
possible, rcsidenceparlcing should lre in a socurc olï'-strcct looalion srrch as a
garage. I)ìstrict equipmcnt and personal itcms should alwa¡,s lrc stolccl il thc
trunl< o1'the vchiile 10 reducc thc chance ol'theft, clanragc, ol vanclalisrlr
whcnever there is spacc to aocommodate such stor¿ìge,

Any incident involvirrg a District vehicle tltal re.sults in injury anci/ol'l)ropcl't-v
clarnage or thef"t, iriclucling but nof limitcd to damagc 1o thc vchiclc, nru.sl bc
reportccl by tlre cnrployce lo the enrployee's su¡:cl'r¡isor ancl thc []usiucrss
Ma:ragel as soon as possible afler the inciclcnt. Il'a Distl'ict cnr¡ll<lvcc is

iniurecl, the cmployce's supelvi.sol anclthe Iluuran lìcsor¡r'ccs Of'ficc rnusl bc
noti li ecl inrmccliatcly,

Salèty: lf'a vehicle lrrealcs-down, is onl of gasolirrc. or h¿ls a f]al tirc. pr'âclicc
sal'cty lìrst, Clranging a tirc or ¡rushirrg a i,chiclc is gcncrall¡'clíscouragccl lirr'
salbty rc¿r.sorls. l:jnrployee"s nlust exet'cise sor¡ncl.juclgrrrcn( in thcsc
ci¡'cut'nstanccs, I1 thc vehicle is not in a salb loc¿rtíon. gcf to a salb loc¿rtion
ancj contact yol¡r' srJpervisor ancl the District Mech¿rnic.

lJelÌrre operating a CNG, hydrogcn-fuclecl, o¡'elcctLic vehiclc, arr crl¡rlo¡,cc
nrust attend the recluilecl veliicle ffaining. An cnr¡iloycc r]1ust 0oì'rf actlhc
District Mechanio to sign-up lbr the vehiclc training,,

Whcn tl'iving a CNG vchicle, any odor ol sigrrs of- natl¡ral gas lcalcage shoultl
be re¡rortcd immecliately to the l)istLiot Mechanìc or lJusincss Managcr'. cvctr
if'this nrcans stop¡:iug thc vehicle and calling in fì'onr a lcrrotc locatiolr.

A dliver in Cìalil'ornia is prohibitecl fì'om using a hanclhclcl vvilclcss tclc:¡rhonc
u'hile operatirrg a nrotor vehicle cxocpt lbr (l) nrì enrcrgcìrc),caìl lo a larv
cnfbrccment agenoy, a rrrcclioalprovider, thc fire clclraltntcnt, ol otlict'
elrelgelìoy serviccs agencies; (2) au opcratol cll'an auth<ll'izccl crnrcr?crrcy
vehiclc cluring thc coulse <11'em¡rloynrent; ancl (3) a nrotorist o¡rct'ating a

vehicle on prìvate ¡rro¡:ert¡r, F'or nro¡'e inltlrmati<ln. ¡rlcasc irtìccss lhc r.i'cb.sitcr
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X A driver in Clalilbrnia is ¡rrohibited lì'our nsing ern clcctronic rvil'clcss

oommunications clevice 1o write, send, or ¡'cad a tcxt-trasccl conrrnunic¿tfion

while operating a motor vehicle except fi>r (l ) an operâtor ol'an autholizcd
errergcncy vehicle cluring the cour'.se of enrployrnerrt; ancl (2) a rrrolorist
opcrâting a vehiclc orr private ploperty. For rnolc inlbrmalìon. ¡rlcasc acocsjs

the wcbsi te : hlqf4ffu'.d'nv.qa,ggy.
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