


BIRCHWOOD PERSONAL MOTOR VEHICLE USE POLICY
I. [bookmark: _GoBack]Policy.  It is the policy of the City of Birchwood Village that only the City Clerk and the City Treasurer may use a personal motor vehicle to conduct city business.  Seasonal employees and other part-time employees may not use their motor vehicles for conducting city business, without the approval of the City Clerk or City Treasurer.   

II. Properly Licensed.  Any employee driving a personal motor vehicle to conduct city business must have a valid driver’s license at all times the vehicle is in such use.  The City may, in its discretion, request the employee to provide documentation that the employee has valid driving privileges.  Any employee who loses his or her driver’s license or receives restrictions on the license shall immediately notify the City Clerk and the Mayor of such action or status.  Such employee shall not drive a motor vehicle for city business in violation of any such restrictions.  

III. Insurance.  Any employee driving his or her own motor vehicle for city business must at all such times have the vehicle insured for both liability and property damage.  The City may, in its discretion, request the employee to provide documentation of insurance at any time.   

IV. Tickets and Accidents.  Employees driving their personal vehicles for city business shall notify the City Clerk and Mayor of any moving violations they receive while on business for the City.  The City will not pay the costs of any parking tickets or traffic violations that employees incur, whether they occur while on city business or not.  Any employee involved in an accident while on city business, whether major or minor, whether or not any injuries or property damage occurs, that occur while on city business shall be reported immediately to the local police department or other appropriate law enforcement agency.  Employees in an accident while on city business shall also inform the City Clerk and the Mayor as soon as possible of the accident.  The employee shall participate in any investigation performed by law enforcement, the City, the City’s representative, or the insurance company.  

V. Disciplinary Action.  The improper, careless, negligent, destructive, or unsafe use or operation of a motor vehicle while on city business or the accumulation of excessive or avoidable traffic or parking violations while on city business can result in disciplinary action, up to and including termination of employment. 




