Village of Brockport
Vehicle Usage Policy
Confirmed by Village Board 7/18/16

Policy Statement — The village board may assign a village vehicle to a village official or
employee (whether on a case-by-case or continual basis). The village owns and maintains such
vehicles, including related equipment, explicitly to conduct official village business. Personal
use and the use of vehicles, including related equipment, for the private gain of any official or
employee, including related equipment, except for commuting and de minimus personal use, is
prohibited.

General Standards — Compliance with this policy requires observance of the following
standards.

¢ The village board shall authorize (whether on a case-by-case or continual basis) the
purpose(s) for which a village vehicle may be used.

¢ A formal written request for any use outside the scope of normal daily use must be made
2 weeks prior to its use.

¢ A department head to which the village board has assigned a vehicle, including any
related equipment, shall maintain the general administrative jurisdiction of said vehicle,
including directing its use by a subordinate.

e A department head shall maintain under his control and jurisdiction all keys to a vehicle
assigned to his department when such vehicle is not in use.

e A village official or employee shall not use a village vehicle for an unauthorized purpose.

e Avillage official or employee cited for a parking violation, moving violation, or any other
driving infraction or offense while using a municipal vehicle shall notify his supervisor as
soon as practicable and within 24 hours of such citation.

o A village official or employee operating a village vehicle shall be personally liable for
fines resultant from conviction of a parking violation, moving violation, or any other
driving infraction or offense committed while using a village vehicle.

¢ A village official or employee involved in a motor vehicle accident while using a
municipal vehicle shall notify his supervisor as soon as practicable and within 24 hours
of such accident; the applicable department head shall notify the mayor and file an
accident report in the village clerk’s office as soon as practicable and within 48 hours of
such accident.

e Avillage official or employee shall not transport in a village vehicle persons who are not
village officials or employees (exception: department supervisors issued take home
vehicles may transport family members while maintaining 24/7 availability to their
respective department in a non-emergency mode), or material or persons unrelated to
the conduct of village business. For the purpose of this policy, persons affected by
emergency situations to which village emergency responders have responded are
related to the conduct of village business.

¢ A village official or employee to whom a village vehicle is assigned shall not allow their
spouse or another to drive said vehicle.

e A village official or employee to whom a village vehicle, excluding a police vehicle, is
assigned shall lock the same when not in use.

e A village official or employee shall notify the appropriate department head of any
malfunction of a village vehicle while it is assigned to him.

¢ No advertisements, signs, bumper stickers or other markings of a political or commercial
nature may be displayed on village vehicles at any time, except those of a limited
community service nature that have been authorized by the village board.



