MINUTES

CITY OF DANA POINT
FINANCIAL REVIEW COMMITTEE
WEDNESDAY, JULY 26, 2017
4:00 PM

LOCATION: City Hall, Second Floor, City Council Chamber, Suite 210
33282 Golden Lantern, Dana Point, CA 92629

CALL TO ORDER:
ROLL CALL OF COMMITTEE MEMBERS:

Brian Porter, Chair

Buck Hill, Vice Chair

Greg Wall, Committee Member
Larry Rolapp, Committee Member
Toni Nelson, Committee Member

STAFF PRESENT:

Mike Killebrew, Acting City Manager; bev Brion, Accounting Supervisor; Kate Lasso,
Management Analyst; DyAnne Weamire, Assistant Administrative Analyst; Matt Sinacori,
Director of Public Works and Engineering; Mike Rose, Director of Emergency Services
Aaron Rosen, Emergency Services Coordinator

NEW BUSINESS:

1. Minutes of Financial Review Committee meeting, June 13, 2017

IT WAS MOVED BY MEMBER ROLAPP, SECONDED BY MEMBER WALL TO
APPROVE THE MINUTES OF JUNE 13, 2017 WITH THE FOLLOWING CHANGES:

Page 6, Paragraph 5: add “can” between the words ‘problems’ and ‘be.’

Page 7, Paragraph 1: add “ing” to the word ‘do.’

Page 7, Paragraphs 2, 6, and 8: Replace “42%” and “43%” with ‘32%.’

Page 11, Paragraph 7: Correct the 2" and 3' sentence to read: *“...money in the most effective
way and said if an attorney worked 2000 hours a year at $250 an hour
that would equate to $500k annually.

Page 11, Paragraph 10: Add the word “one” after the word ‘no.’

Page 11, Paragraph 13: Correct the 2" and third sentences to read .. .cities that have a lot of
work and would be surprised if there would be efficiencies or the kinds



of expertise that the City would need to get the work done in the City of
Dana Point.

Page 15, Paragraph 3: Correct the amount of vehicles from “28” to “34.”

Page 15, Paragraph 9: Replace the word “can” with the word “can’t.”

Page 16, Paragraph 2, Line 4: add an “s” after the word “event.”

Page 16, Paragraph 11, Line 1: Replace the word “which” with the word “with.”

Page 16, Paragraph 11, Line 2: Add the word “the” after the word “on.”

Additionally it was suggested by Member Rolapp that any handouts provided by members and
presented as attachments should be labeled with the name of the member who provided the
handout.

The motion carried by the following vote:

AYES:  Chair Porter, Vice-Chair Hill, Member Rolapp, Member Wall, and Member Nelson
NOES: None
ABSENT: None

Financial Review Committee Procedures Discussion — Chair Porter

There was discussion amongst the members to decide if meeting minutes should continue to be
detailed summary minutes or action minutes. It was suggested that the committee provide action
minutes and if “For the Record” is stated, then that statement will be reflected in the minutes.

Chair Porter discussed that each member should be allowed 3 minutes to speak uninterrupted
which will help to keep the dialogue precise and to the point. The 3-minute time limits do not
apply to presentations given by members. It was suggested that all presentations be received by
staff the Thursday prior to the FRC meeting to be included in the agenda.

Chair Porter also reminded the FRC members that there can no longer be group emails as this
can be considered a Brown Act violation.

Vice-Chair Hill suggested that during the last 15 minutes of each meeting the members should
discuss what should be on the next meeting’s agenda.

Member Nelson requested clarification from the City Attorney to determine if sending out an
article through email to all the committee members is considered a Brown Act violation.

Assistant City Manager Killebrew clarified that City Council members do not send articles to
all council members to communicate information. He continued that he would like to have the
City Attorney attend a future FRC meeting to address the committee’s concerns and questions.

Member Nelson explained that she does not agree with the restriction of a 3-minute time limit
since some of the discussions that take place are triggered by what another committee member
says and that the discussions are a free-flowing exchange.
Chair Porter clarified that if there is a topic to discuss there would be a 3-minute,
uninterrupted dialogue followed by questions and discussion. This would keep the
committee from jumping from one subject to another and will help to keep the meetings
from going too long.



Member Rolapp agrees with Vice-Chair Hill that if a committee member has a topic that they
would like to discuss at the next meeting then the committee member should be able to email
the Chair and the Chair should place that item on the agenda for the next meeting. Also during
the last 15 minutes of each meeting the committee members can convey to the Chair what
topics they would like included in the next meeting’s agenda.

Member Nelson stated that she was surprised that the article she sent to the FRC members
ended up on the agenda when it was for informational purposes only.
Chair Porter explained that it had to be agendized because it was sent to all members and
there had been dialogue back and forth between the members regarding the article that
was emailed.
Member Nelson stated that from now on, any information that a member wants to share with
the committee members will be sent to the Chair and will specifically state whether it is to be
forwarded to other members, on the agenda or for information only.

Vice-Chair Hill likes the idea of having action minutes and a recording of the meeting being
made available. He would also like to have the minutes made available more promptly so that
the City Council can see what was discussed in the meetings.
Chair Porter stated that action minutes would help speed the process up.

Assistant City Manager Killebrew stated that this was a case where there was an FRC meeting
before the Council meeting so the minutes were not official minutes, but if there was a verbatim
recording available that would solve the issue. The minutes would still be draft minutes at that
point, however.

Member Nelson stated for the record that the committee members will send out relative articles
only to the Chairman with no reply and ask him to disseminate them to others and will state in
the email whether it will be information only or interest only or if it actually is an agenda item
we are requesting.

Member Nelson stated that she has a problem with trying to get information onto the agenda
the Thursday before the meeting. If the agenda information is provided on Thursday then that
gives committee members two days to digest the information and she may have information
that pertains to that agenda item but would be unable to get that information to the members a
week and half in advance because she just received the agenda.
Chair Porter said it would be appropriate to bring any researched items or information
regarding an agenda item into the meeting to discuss.

3. Referral from City Council: City Attorney Services Model

Assistant City Manager Killebrew provided a Staff Report and asked the Financial Review
Committee for direction on how the committee would like to proceed.
Chair Porter provided direction by asking which cities would be designated, if the
attorneys are under contract, and if they are in-house or a firm. What is the approximate
cost of that attorney for the in-house and/or the firm, and if the attorney is in-house is
there additional staff required and how do the city’s budget their attorney’s costs and
asked that the city’s being reviewed be of comparable size to Dana Point if possible and
noted that there are differences between coastal city costs as opposed to inland city costs
due to the Coastal Commission.
Member Nelson asked if Chair Porter wanted to review comparable sized cities because he
was trying to gauge whether Dana Point’s expenses are in line with other cities.



Chair Porter responded that the committee has to better understand how neighboring
cities are providing legal services, are they in-house or not, and if it is in-house do they
have additional staffing requirements, how are they budgeting the costs, then once the
committee has all the information they can compare the data to Dana Point to see if
Dana Point is in line or not in line with neighboring cities.

Member Nelson stated that she believes the committee should analyze the City of Dana Point’s
legal expenses. She stated that she sent out an email on June 23™ asking for an analysis of the
legal expenses and for the expenses that are recoverable, where are those dollars being credited

to. She does not understand as a member how she can ask for information and not receive a

response.

Assistant City Manager Killebrew apologized and stated that her questions had been
addressed in the spreadsheet that was provided earlier but understands that he might not
have explained it well enough. He further explained that there is a General Reimbursable
Revenue in the General Fund and as of July 1 he explained that he had the accounting
staff set up a separate fund just for legal fees.

Member Nelson asked what happens if the client is not able to pay the fees back to the City

and is not recoverable is it moved into the City’s expenses or does it stay in recoverable.
Assistant City Manager Killebrew responded that it is always in our expenses, every
dollar is expensed and when the City receives the bill it gets paid. There is not a separate
expense account designated as recoverable or non-recoverable.

Member Nelson asked that of the items that are recoverable are they 100 percent recovered.
Assistant City Manager Killebrew responded, yes with the exception of a case having
to do with the Headlands and the City expensed them, but the money was not collected
and never accrued as a receivable either and the money was never received.

Member Nelson asked if that was typical accounting for all cities.

Assistant City Manager Killebrew stated, yes. He corrected his earlier statement and
stated that there was one other issue area that the City was not able to collect on and that
was with the medical marijuana. It’s currently a judgement, the City incurred legal costs
and it is technically recoverable, but the City has not received any money yet.

Member Nelson asked if the spreadsheet Killebrew had provided earlier included all legal
costs.
Assistant City Manager Killebrew stated, yes.
Member Nelson stated that from an informational point of view she believes including
everything in one account provides a misperception in the public’s eye.
Assistant City Manager Killebrew responded that as of July 1% the City has a separate
revenue account which will be tracked going forward.

Member Nelson stated she found an article online from Michael Reiter (Attachment A) a
municipal attorney from Beswick, Levine & Knox LLP, 2011. It his analysis of in-house City
Attorneys by city. She contacted Mr. Reiter to ask if there was an update and Mr. Reiter stated,
“no” but he didn’t believe anything had changed. The document provides all the cities that
have in-house attorneys. She found the salaries of the attorneys online at Transparent
California and the average, base salary of a City Attorney for 2016 is $212,821 and total
package to include benefits is $300,875. The lowest cost City Attorney base salary is $120,
137 with a total benefits package at $178,091. She believes that based on these numbers, the
City of Dana Point could hire a Senior City Attorney and possibly a paralegal for well under
what the City is currently paying for routine activities through Rutan and Tucker.




Chair Porter stated that he would like these cities to be contacted to determine the
additional legal costs incurred for using outside legal counsel as well for a total cost.
Assistant City Manager Killebrew informed the committee members that the financial
information provided on this website does not reflect how many hours the attorney’s worked
in that particular year.
Vice-Chair Hill suggested that Assistant City Manager Killebrew call all the Chief
Financial Officers of all the cities that the FRC committee identifies to determine what
the total expenses are for those cities for both in-house and outside legal services.
Chair Porter agrees that Assistant City Manager Killebrew contact the cities and to use the list
that Member Nelson has provided.
Member Rolapp stated that he agrees that Member Nelson’s list is a good place to start,
but that the committee should also provide some coastal cities and some neighboring
cities such as San Clemente, Laguna Beach and Newport Beach and maybe even consider
Oceanside so that expenses are measured apples to apples.
Assistant City Manager Killebrew asked the committee if they would also be interested in
information pertaining to judgements against those cities and if the court cases were lost and
the success of the firms.
Member Nelson agreed, but only if they use in-house counsel and she provided staff
with the list of cities with in-house attorneys (Attachment A)
Chair Porter stated that he would be interested to see both in-house and outside attorney
outcomes of court cases.
Assistant City Manager Killebrew stated that he would provide the document to staff to
make copies and distribute to the rest of the committee for their information and so it is
on the record.

Member Nelson stated that there is an Excel spreadsheet on the Government Finance Officers
website that analyzes expenses by city and provides percentages, but she was unable to access
the information and asked Killebrew if he would access the information for the committee.
She feels this comparison document may give the committee an idea as to if the City is in line
with other cities. In her research to determine what percentage of legal expenses a city should
typically be spending she found an article on Governing.com (Attachment B) indicating legal
expenses should be less than 1 percent of expenses. She continued that she found another
article entitled the “Five Benefits of Hiring In-House Counsel (Attachment C). She stated that
she contacted the author of the article to ask his opinion and he responded that there was
definitely an advantage to having in-house counsel because of the independence factor and
the desire to keep costs low to keep the City solvent in contrast to outside legal counsel where
there would be a conflict because outside legal counsel has an interest in keeping their legal
fees high.

Member Wall asked Assistant City Manager Killebrew when he begins the work of collecting
data from the list of identified cities, to be sure to ask those cities what they believe the
advantages and disadvantages are of having in-house counsel.

Vice-Chair Hill asked Assistant City Manager Killebrew to review total Dana Point legal
department costs with reimbursable costs netted out with settlement amounts separated out of
total reimbursable costs to make comparisons to the list of cities that have been identified.

Member Rolapp stated that there is a variable that should be considered as well; how
aggressive are the various City Councils in pursuing litigation?



Member Nelson informed Assistant City Manager Killebrew that the City of San Clemente
has a program that farms out their Code Enforcement issues and they take the judgements on
a contingency and believes this to be a good way to save money and instructed Killebrew to
provide the committee with more information on that program, does it make sense and is it
effective for them.
Assistant City Manager Killebrew provided the committee with his knowledge of stories
from the City of Los Angeles where the aggressiveness of the firms working on
contingency might be beyond what the City of Dana Point would find acceptable in the
treatment of its citizens. He continued that the City’s approach with regards to Code
Enforcement is compliance and not punishment.

Vice-Chair stated that many departments within the City can currently request legal support
and it is never separately charged to each specific department. He believes that one of the
reasons the Rutan and Tucker expenses are so high is because so many people can request
help from them. So he would like to recommend how the City should account for it and who
has the authority to do what.
Chair Porter asked Assistant City Manager Killebrew if the City Council had asked him
at one point to restrict who within the City can engage Rutan and Tucker.
Assistant City Manager Killebrew stated that at the staff level it was discussed how to adjust
the lines of communication with regards to engaging the City Attorney. He further explained
that he had been in discussion with the new City Manager about possibly distributing
components of the City Attorney budget and having departments manage any expenses within
their own department’s budget.

Member Rolapp suggested that Assistant City Manager Killebrew ask the various cities
identified what full time means to that City and what is the City Attorney’s schedule.

4. Financial Policy Development Update:
a. GFOA Contract Update

Assistant City Manager Killebrew provided a staff report for this item. He explained
that the contract is waiting for signature and that a meeting with the consultant, Shane
Cavanaugh of GFOA is scheduled for September 12, 2017, for a joint meeting with the
Financial Review Committee and City Council as well as City Department Heads into
small group sessions followed by larger group sessions and then one large group
session at the end.

b. Financial Strength Report — Info Provided by Member Nelson and Member
Rolapp.

c. Risk-Based Analysis of General Reserve Requirements — Info provided by
Member Nelson.

d. Revenue Enhancement — Approach Suggestion by Member Nelson

Assistant City Manager Killebrew stated that the fee policy is in the first stage on the
GFOA contract proposal, but recommended that in the first FRC meeting in September



(meeting date to be determined) that Chad Wohlford who assisted in the fee study
would come to the meeting and provide information on his methodology of the City’s
fees and the committee could coincide the results of those discussions with the Fee
Policy for recommendation back to the City Council.
Member Nelson stated that the fee policy should be that the City recovers whatever the cost is to the
City within reason

Vice-Chair Hill stated that he had heard the suggestion of raising all the fees by 25% and said that the
City could make more money if it were done quick instead of by a boiler plate analysis.

Assistant City Manager Killebrew stated that he recommends that the committee wait to
meet with Chad Wohlford and review his fee study presentation as there are many nuances
with regards to fees.
Vice-Chair Hill recommends comparing the fees of the five neighboring cities to see
what their fees are for the same service.
Assistant City Manager Killebrew stated that there will be comparisons of other cities
provided within Chad Wohlford’s discussion and presentation in the September meeting.
He repeated that his recommendation to the FRC is to listen to Chad Wohlford who created
the City’s fee study, however whatever the FRC wants to do collectively now he will take
back to the Council.
The committee collectively supported waiting to meet with the Consultant in
September to view Chad Wohlford’s fee study first and look at all the fees involved.

Vice-Chair Hill stated that he learned that the TOT rate in the City of Laguna Beach is
12% and the City of Dana Point’s TOT rate is 10%. He believes this would be another
source of revenue that could be considered.

Assistant City Manager Killebrew explained that to amend the TOT rate it would
require a vote of the people. If the additional tax is not designated for a specific purpose
it would require a simple majority vote and if the additional tax is designated for a specific
purpose, such as public safety then it will require a 2/3 vote. He stated that he is bringing
about 95% of the City revenues that it has control over in the fee study that can be charged
up to the amount that is costs the City to process, but the City cannot charge more than that
because it cannot make a profit because that then becomes a tax.

Vice-Chair Hill stated that 2% more in TOT tax would swamp what the City could
recover in fees by a factor of two or three and asked if Killebrew had any data he
could provide to the committee regarding how to increase TOT and how to get it
approved.
Chair Porter asked the committee if they thought this was something the FRC wants to
recommend to the City Council and is this something the FRC thinks the City Council
wants the committee to investigate.
Vice-Chair Hill responded that the alternative would be to lay off staff and cut
benefits which he believes is much worse than putting TOT on a ballot.

MEMBER NELSON MOVED THAT THE FINANCIAL REVIEW COMMITTEE ASK THE CITY
COUNCIL IF THEY ARE COMFORTABLE WITH THE FINANCIAL REVIEW COMMITTEE
REVIEWING EVERY AREA OF REVENUE ENHANCEMENT INCLUDING TRANSIENT
OCCUPANCY TAX.

Motion failed



Member Rolapp explained that he would like to include in the motion “voter approved revenue
enhancements” because that could be TOT or general obligation bonds, etcetera.

IT WAS MOVED BY MEMBER NELSON AND SECONDED BY MEMBER ROLAPP THAT THE
FINANCIAL REVIEW COMMITTEE ASK THE CITY COUNCIL IF THEY ARE
COMFORTABLE WITH THE FINANCIAL REVIEW COMMITTEE REVIEWING ALL
REVENUE ENHANCEMENTS INCLUDING REVENUE THAT MIGHT REQUIRE VOTER
APPROVAL.

Vice-Chair Hill stated he wanted to have discussion on the issue first. He stated that the FRC is a
group of people with a financial background and were selected to come up with ideas to help the City
come up with ideas to help the City’s financial condition and that this may be unnecessarily limiting.
Chair Porter responded that all the Financial Review Committee members are volunteers
with a limited amount of time.
Member Nelson agreed with Member Hill that the FRC should be able to look at all sources of revenue
as this is a transparent group, but in the case of TOT and the associated revenue that goes with it, this
is the big gorilla and 35% of the City’s revenue and asked if the City wants to risk having the hotels
become upset over an increase in TOT.
Vice-Chair Hill stated that a 20 percent increase in TOT would be $2 million and would
help meet the City’s structural deficit in 2020 early with $8 million more in the bank in
2022.
Member Nelson recommended that maybe one or two FRC members could research the subject for the
next meeting to determine if historically there has been sensitivity to this issue including loss of tourism
income.
Member Wall stated that he doesn’t feel comfortable as a committee member to be out
there promoting raising TOT taxes and upsetting the City’s major hotels.

The motion failed by the following vote:

AYES: Member Rolapp
NOES: Chair Porter, Vice-Chair Hill, Member Nelson, Member Wall
ABSENT: None

Vice-Chair Hill asked Assistant City Manager Killebrew to provide any expert information or opinion
he could provide to the committee with regards to how hotels have historically responded to other cities
increase in TOT and then the committee could reconsider.
Chair Porter stated that it will be put on the agenda for the next meeting to review the
information and to make a decision as a group collectively as to whether it moves forward
or create a subcommittee or to table the item.

Member Nelson stated that another major item in revenue comes from Economic Development such
as property tax, sales tax, and payroll taxes. She continued that she’d like to launch an investigation
right away on what economic development is still feasible in Dana Point. She would like to know about
the empty lots still available in Dana Point, what is the square footage, what are the opportunities for
those lots, what has the Economic Development Department done so far, and what are their ideas. She
would like the department to give the Financial Review Committee some ideas as to what kinds of
businesses they are trying to attract and is there anything the City can do to encourage development
such as tax incentives.

Assistant City Manager Killebrew suggested that the FRC formulate a statement to ask

the City Council if this is an area that they would want the committee’s input on how the



City does Economic Development. He does not know if the Council would see this as
part of the Charter.
Member Nelson stated that she thought it would be a good idea to know what the Economic
Development Department is doing. What are some of the steps that this department is doing to try to
bring businesses to the City and to develop the empty lots. Also, is there something the City can do on
a policy basis to create incentives to bring businesses in.
Chair Porter suggested that the FRC committee could get copies of the Economic
Development Departments minutes that can be reviewed.
Assistant City Manager Killebrew explained that there is no Economic Development Committee which
is a department of two employees and they are also tasked with doing other things including the
Homeless Task Force and Housing Plan.
Chair Porter suggested having the economic development department come in to provide
the Financial Review Committee with a presentation.
Member Nelson also requested the Assistant City Manager ask the Economic Development Manager
to provide any information about things that other cities may have done to stimulate economic
development and what could the City do on a policy basis that could stimulate development. Maybe
free permits.
Chair Porter stated that he would like to hear about opportunities that have been brought
to the City but because of some of the regulations and barriers the City had to turn them
down or maybe they chose a different location and has the City created policies that are
too stringent to encourage economic development.
Assistant City Manager Killebrew responded that he isn’t sure that with the discussions in regards to
what Economic Development should be doing is what the City Council wants this committee to be
looking at. Should the committee be looking at changing zoning codes to make economic development
easier and giving the Economic Development Manager suggestions on how they should be doing
business.
Member Nelson stated that the committee wouldn’t be giving suggestions, they would
be asking for them. Are there things the City can do to enhance revenue and encourage
economic development?
Assistant City Manager Killebrew responded that he’s not sure that the City Council is even looking
for your input on this, under your charge. He isn’t clear on how to incentivize development in the City
would fall under the Financial Review Committees charter.
Member Nelson responded that when the City Council discussed the structural deficit
she heard several Council members say that they should be looking at revenue
enhancement as well as expenses. You either have to add to the revenue or subtract from
expenses. She suggested looking at revenue first and brainstorming as much as possible
and doesn’t believe the committee needs permission to do that. One of the major revenue
streams is economic development.
Assistant City Manager Killebrew responded that he is looking for a motion from the Committee on
what they want to do and what you would like to ask from staff.

MEMBER NELSON MADE A MOTION TO ASK THE ECONOMIC DEVELOPMENT
DEPARTMENT STAFF TO PROVIDE A PRESENTATION TO THE FINANCIAL
REVIEW COMMITTEE EXPLAINING HOW THEY INCENTIVIZE ECONOMIC
DEVELOPMENT WITHIN DANA POINT, WHAT SUGGESTIONS THEY MIGHT HAVE
FROM THEIR OWN RESEARCH AND KNOWLEDGE AS TO WHAT THE CITY CAN
DO TO ENCOURAGE DEVELOPMENT.



Vice-Chair Hill stated that the motion is a little broad and would like to narrow it down and suggested
asking Economic Development if there is anything the committee could to do to make their jobs easier
to enable economic development.

VICE CHAIR HILL WOULD LIKE TO ASK THE ECONOMIC DEVELOPMENT
DEPARTMENT TO PRESENT A 15-MINUTE PRESENTATION THAT WOULD
PROVIDE ANY IDEAS THAT THEY WOULD LIKE TO SEE THE FINANCIAL REVIEW
COMMITTEE RESEARCH AND ADVOCATE TO IMPROVE THEIR ABILITY TO
ATTRACT BUSINESS AND INCREASE REVENUE.

Member Wall responded that he would like to table this for the moment since there is so much else
going on at the moment and would like to tackle some of the other problems first and then this could
be revisited at a later date.
Member Nelson agreed that for now the committee should concentrate of fees and TOT for
now.

Member Nelson wanted make a point on item b. “Financial Strength Report.” She reviewed the City’s
5-year projections going out to 2022, the City is currently at 45% of expenditures in the General Fund
which is healthy, but as you move out further it goes down to 24% by 2022 if the City does not do
anything, so she is encouraging the committee to move as quickly as possible.

IT WAS MOVED BY CHAIR PORTER AND SECONDED BY VICE-CHAIR HILL TO
MOVE AGENDA ITEMS 5 & 6 TO THE NEXT MEETING.

The motion carried by the following vote:
AYES:  Chair Porter, Vice-Chair Hill, Member Rolapp, Member Wall, and Member Nelson
NOES: None
ABSENT: None
5. Vehicle Leasing Program — Referral from City Council
Moved to next Financial Review Committee meeting (TBD)

6. Community Events Research Update by Members Hill and Wall

Moved to next Financial Review Committee meeting (TBD)

PUBLIC COMMENTS:
There were no public comments

In order to conduct a timely meeting, there will be a three-minute time limit per person and an overall
time limit of fifteen minutes for the Public Comments portion of the agenda. State law prohibits the
committee from taking action on a specific item unless it appears on the posted Agenda.

COMMITTEE MEMBER COMMENTS:



Vice-Chair Hill stated that he would like to see the legal cost subject on the agenda next time and
asked if Killebrew could provide the committee with the City Attorney agreement.

Chair Porter said that Vehicle Leasing and Community Events Research will be discussed first and
then move right into legal costs.

Member Nelson asked that for the Vehicle Leasing Program she asked that the driver’s position be
provided and what they do and also the mileage on the vehicle. Also would like to know the justification
as to why the driver needs the car how many hours are they driving and can the vehicles be shared and
total cost to the City including license, tax, gas, etc. The hope is the lease will reduce the cost. Member
Nelson would also like a copy of the Vehicle Use Policy for the FRC. She also has two documents that
she wants to distribute to everybody for next meeting from the City of Santa Fe (Attachment D) and
the City of San Jose (Attachment E) they provide detailed policies on the use of city vehicles. It might
be useful for the City Council to weigh in on the vehicle policy.

ADJOURNMENT:

Chair Porter adjourned the meeting at 6:05pm
CERTIFICATION:

I, DyAnne C. Weamire, Assistant Administrative Analyst of the City of Dana Point, do hereby certify
that a copy of the foregoing Agenda was posted at Dana Point City Hall, the Dana Point Post Office,
the Capistrano Beach Post Office and the Dana Point Library, on Friday, July 21, 2017 in accordance
with law.

DYANNE C. WEAMIRE, ASST. ADMIN ANALYST DATE

PURSUANT TO THE AMERICANS WITH DISABILITIES ACT, PERSONS WITH A
DISABILITY WHO REQUIRE A DISABILITY-RELATED MODIFICATION OR
ACCOMMODATION IN ORDER TO PARTICIPATE IN A MEETING, INCLUDING AUXILIARY
AIDS OR SERVICES, MAY REQUEST SUCH MODIFICATION OR ACCOMMODATION FROM
THE CITY CLERK AT (949) 248-3500 (TELEPHONE) OR (949) 248-9920 (FACSIMILE).
NOTIFICATION 48 HOURS PRIOR TO THE MEETING WILL ENABLE THE CITY TO MAKE
REASONABLE ARRANGEMENTS TO ASSURE ACCESSIBILITY TO THE MEETING.



Attachment A — Provided by Member Nelson



Michael Reiter, Municipal Attorney with Milligan, Attorney, Beswick, Levine & Knox LLP Blog

California Code Enforcement Law | Municipal Law | Small Business Law [ Real Property Law (909) 798-3300
o

In-House City Attorney’s Offices in Southern California

AUGUST 29,2011 LEAVEA CQMMEN | (HITPS / / MICHAELREITERLAW WORDPRESS.COM/2011/08/29/IN-HOUSE-

By Michael Reiter, Attorney at Law (http:/ / michaelreiterlaw.com /municipal-law.html)

I'was recently speaking to an investigative journalist about in-house versus contract City Attorneys. The journalist asked me if there
were a list of in-house City Attorney’s Offices in California. Upon review, there does not appear to be a list, though the League of
California Cities does keep a list of all City/Town Attorneys in California. So, I created a list of in-house City Attorney’s Offices in

Southern California:
Pop. .
\ City Full
City Name (2011 Form | Service
est.)
San Bernardino County
San Bernardino (http:/ / www.di.san-bernardino.ca.us/ cityhall / attorney/ default.asp) 211,076 | Charter | Yes
A . . General
dlands (http:/ /www.ci.redlands.ca.us/ manager/ cityattorneyhtm) 69,231 Law Yes
Riverside County
. . General
Moreno Valley (http:/ /www.moreno-valley.ca.us/city_hall /departments/city-attorney.shtmi) 195,216 Law No A
Riverside (http:/ /www.riversideca.gov/attomey/) 306,779 | Charter | Yes
Los Angeles County
Burbank (http:/ /www.ci.burbank.ca.us/index.aspx?page=69) 104,304 | Charter | Yes A

Compton (http:/ /www.comptondity.org/index.php/Elected-Officials/ craig-j-cornwell-city-

" 96,925 Charter | No

Culver City (http:/ /www.culvercity.org/en/Government/ CityAttorney) 38,973 Charter | Yes
Glendale (http:/ / www.ci.glendale.ca.us/ city-attorney / default.asp) 192,473 | Charter | Yes
. . . General
Hawthorne (http:/ / www.cityofhawthorne.com/ city_offices/city_attorney / default.asp) 84,854 Law No
Inglewood (http:/ / www.cityofinglewood.org/depts/ cityattorney / default.asp) 110,028 | Charter | No
f.\ng Beach (http:/ / www.longbeach.gov /attorney /) 463,894 | Charter | Yes
| . . Induded
Long Beach City Prosecutor (http:/ / cityprosecutordoughaubert.com/) Above Charter | Yes

N



Los Angeles (http:/ /atty.lacity.org/indexhtm) 3,810,129 | Charter | Yes
Palmdale (http:/ / www.cityofpalmdale.org/city_hall/city_depts.html#city%20attorney) 153,334 | Charter | No
-
Pasadena (http:/ /www.ci.pasadena.ca.us/CityAttorney /) 138,915 | Charter | Yes
Redondo Beach (http:/ / www.redondo.org/depts/city_attorney/default.asp) 66,970 Charter | Yes
Santa Monica (http:/ / www.smgov.net/ departments/cao/) 90,174 Charter | Yes
Torrance (http:/ / www.torranceca.gov/115.htm) 145,927 | Charter | Yes
Orange
Anaheim (http:/ /www.anaheim.net/section.asp?id=93) 341,034 | Charter | Yes
Huntington Beach (http: .ci.hunti -
beact G (http:/ /! E]www clx hQuEnﬁ t{n}gto! n /) 190,377 | Charter | Yes
Newport Beach (http:/ / www.newportbeachca.gov/index.aspx?page=55) 85,376 Charter | Yes
Orange (http:/ / www.cityoforange.org/depts/city_attorney/default.asp) 136,995 S::\veral Yes
/m (http:/ /www.ci.santa-ana.ca.us/ cao/ default.asp) 325,228 | Charter | Yes
ntura County
Oxnard (http:/ /cityattorney.cityofoxnard.org/ Default.aspx?DepartmentID=1) 199,722 E:‘nNeral Yes
. L . General
Simi Valley_(http:/ / www.simivalley.org/index.aspx?page=76) 125026 |, No
. General
Thousand Qaks (http:/ / www.toaks.org/government/depts/city_attorney/ default.asp) 127,557 Law No
Ventura (http:/ / www.cityofventura.net/ca/about) 107,124 | Charter | Yes
San Diego County
Carlsbad (http:/ / www.carlsbadca.gov/ cityhall / attorney / Pages / default.aspx) 106,555 | Charter | Yes
Chula Vista
. . . N . . 246,496 | Charter | Yes
(hitp:/ [www.chulavistaca.gov /city services/administrative services/city attorney/defaultasp)
: . . General
Escondido (http:/ / www.escondido.org/ city-attorney.aspx) 145,196 Law Yes
. . A . . General
National City (http:/ / www.ci.national-city.ca.us/index.aspx?page=35) 58,785 Law Yes
Oceanside (http:/ / www.cityofoceanside.com/ Datarelation.aspx?Content=289) 168,173 | Charter | Yes
!
ADiego (http:/ /www.sandiego.gov / cityattorney /) 1,311,882 | Charter | Yes
Vista (http:/ [ www.cityofvista.com/departments/ cityattorney /) 94,431 Charter | No




Imperial

El Centro (http:/ / www.cityofelcentro.org/ ca/index.html) 43,145 Charter | Yes

o

I define Southern California in this case as Imperial, San Diego, Orange, Riverside, San Bernardino, Los Angeles and Ventura
Counties.

It can be difficult to directly compare cities and City Attorney’s Offices directly. The difficulty is that different cities use different
accounting. For example, Newport Beach places the outside counsel directly in its budget. Some cities use a Risk
Management/liability account to pay for outside counsel. Other differences are whether the city prosecutes State law
misdemeanors, which increases the size of the budget and the number of attorneys. One City offset the budget with internal fund
transfers. Ijust added them together to get the budgeted amount. Long Beach has both an elected City Attorney and an elected City
Prosecutor, which I have listed separately. The population figures are the January 2011 estimates from the California Department of
Finance. There are a variety of definitions of “full service.” For the purposes of this list, I define “full service” as having both a Fire
Department and a Police Department.

Itried to use equivalent data. However, some cities have not adopted 2011-2012 budgets, so I used the proposed budget if available,

and the 2010-2011 Adopted budget if neither the FY 12 adopted or proposed budget was available online. Also, some full service

dities are more full service than others. For example, Redlands has both an airport and a landfill, while San Bernardino has neither,

but San Bernardino is about three times as big as Redlands in population. Some full service cities do not have any utilities, while

others have solid waste, water and electricity. The coastal cities have harbors and have to deal with the Coastal Commission. As far

as complexity, [ would imagine that the City and County of San Francisco as a the only Charter City and County in California, as
,-qQ as having its own transit system, would be the most complex City in the State.

1ne data came mostly from the City’s website. Sometimes, the number of attorneys comes from the City Attorney’s website,
sometimes from the adopted or proposed budget, sometimes from the State Bar’s website (though it is more difficult to do than in
the past), and the State Controller’s compensation website. The determination whether the City is a Charter or General Law City
comes from the list maintained by the League of California Cities. The names of City Attorneys comes from an August 2011 list from
the City Attorney’s division of the League of California Cities, and checked against the internet. The year the City Attorneys were
appointed or elected came from a variety of internet sources, such as newspaper archives, Google, or the City’s website. I couldn’t
find two. I counted from the initial appointment (induding interim appointments). I derived the data about which cities have in-
house City Attorney’s Offices from Google searches cross-checked against the League’s list of City Attorneys.

The information you obtain at this blog is not, nor is it intended to be, legal advice. No attorney-client relationship is established by
reading or commenting on this blog. You should consult an attorney for advice regarding your individual situation.

Copyright 2011 Michael Reiter, Attorney at Law (http:/ /michaelreiterlaw.com/).
i i (http:/ / michaelreiterlaw.com/)

A: 300 E. State St. Suite 517

Redlands, CA 92373-5235

T: (909) 708-6055

E: michael@michaelreiterlaw.com (mailto:michael@michaelreiterlaw.com)

W: htip:/ /michaelreiterlaw.com (http:/ /michaelreiterlaw.com/)
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ORANGE COUNTY CITIES - IN HOUSE CITY ATTORNEY COSTS 2016

~~ Source: Transparentcalifornia.com

City City/Senior Attorney
Base Salary  Total Pkg
$ $

Anaheim 216,247 302,434
Huntington Beach 208,562 304,210
Newport Beach 236,907 316,586
Orange 215,591 299,226
Santa Ana 186,798 281,920
Average 212821 300875

~ YLl

Lowest Cost Attorney

Base Salary,
$
93,296
138,192
134,547
152,058

82,590

120,137

Total Pkg
$
126,474
200,775
175,286
228,119
123,803

170,891
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FINANCE HEALTH INFRASTRUCTUSRE MANAGEMENT POLITICS PUBLIC
SAFETY URBAN ENUCATION DATA PUBLIC OFFICIALS OF THE YEAR WOMEN IN GOVERNMENT

MAGALMNE BEWS, ETTERS EYINTS TAPCAS

DATA

City Lawsuit Costs Report

Each year, cities spend millions fighting and settling lawsuits involviog alleged police misconduet,

mjuries on public property and a range ol other legal ehallenges

T'o approximate the tiscal impact that these cases have, we requested financial data from the 25
Targest ULS. cities, 200 of which responded. Cases typically originate as claims, then turn into lawsuils
il not resolved. Pavments made to plaintiffs, legal costs assaciated with cases and Hability insurance

premiums were obtained to provide for a comprehensive prelure of costs in cach locality.

Payouts: Payments niade resniting from tawsadt selilemens, jrdemenis ar oluins selled prior 1o
Knigation. Fignres do not reflect costys reloied io worker's compensatin claims and emnplo vinent
maiiers nnless noved.

Litigation; Expenses reflect ial compensation for ternal siaff, outside counsed and any ether caosts
associated with lawsuits unloss ctharwise noted.

Insurance: Cosis paid for Hability or excess Rability insorance. Most lavger cities are eiffer

priviariby or entively self insured.

Lawsuit costs for largest U.S. cities

Reported costs for cities vary significantly. Larger, more densely-populated cities incur greater
lawsuit expenses Types of public services provided alen influence coste as some are much mare
prone ta legal challenges than others. Jurisdicuons operatsng public hospitals, for imslance, are
subject to eostly medical malpractice lawsuits. Different state laws dictating what a government con

be held liable for and limits on damages awarded further drive cities' costs ap or down

New York's legal bills fur eaxceed that of all other cities. While lawsnit eosts account for less than |
percent of total spending 1n mast citics, they often represent much-needed money that could be used
o fund other arcas of the budger
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Five Benefits Of Hiring In-House Counsel

As your company continues to grow, you may start wondering whether it's
time to hire in-house counsel. Between acquisitions, contracts, personnel
and finances, an in-house attorney could handle nearly all of your
business's growing legal matters, and may even foresee problems a private
practice attorney could miss.

But how can you be sure you're selecting counsel that's best suited for your
business?

The right in-house attorney doesn't just bring experience to the table. Once
they're part of your staff, it's important that he or she is compatible with
your team and understands how to best support the long-term vision of
your company. Below, five legal experts and executives from Forbes Legal
Council discuss the benefits of hiring in-house counsel and the top things to
look for once you do.

1. They Support Your Growth
In-house counsel provides businesses, both small and large, with

.y expeditious advisement. A company with in-house counsel increases their
likelihood of opportunities for growth and development. Most importantly,
in-house counsel will spot legal issues for you so that you are not reacting to
a problem after the fact, but avoiding the problem to begin with. In terms of
what to look for, find someone who will get along with your fellow
employees, and most importantly, has experience in a wide variety of legal
fields. This way, he or she can provide advice and spot issues in any legal
area that may come into play. - Perry Liss, The Law Offices of Perry Liss,
LLC

2, They Communicate With Outside Counsel
Depending on the size of your business and legal needs, it can be
advantageous to have in-house counsel deal with outside law firms for
specific matters. An on-staff attorney can help select the best outside firms
for specific case types and can serve as a "watchdog" on those cases,
ensuring that you are not being over-billed and that matters are being
handled properly. You should also find an in-house counsel with experience
and knowledge to handle your core business matters. Your lawyer should be
able to work well with outside counsel on matters that are handled

e externally. - Lawrence Buckfire, Buckfire & Buckfire, P.C.
Forbes Legal Council is an invitation-only community for partners of prestigious



law firms and experienced chief legal executives. Do I qualify?

3. They Give You Peace Of Mind

If it makes financial sense for your organization, one pro of hiring in-house
counsel is peace of mind. Having immediate access to a licensed attorney
who is 100 percent focused on your business is truly unbeatable. It can also
be the difference between success and failure on a given deal. - Matthew
Rossetti, Sentient Law, Ltd.

4. Their Knowledge Is Priceless

By definition, outside counsel doesn't understand the nuanced details and
relationships of your business anywhere near the same level as in-house
counsel would. Having a lawyer dedicate 100 percent of his or her time and
skill set to your business is worth every penny. Identify what your
company's biggest liability is and hire an expert in that area. My employer is
heavily regulated by federal and state consumer finance protection laws.
When we hire, we look to experts in the consumer finance field to reduce
our company's largest liability. - Matthew Digesti, Bristlecone Holdings

5. They're Emotionally Intelligent

An effective in-house counsel must have emotional intelligence (EQ). Yes,
lawyers have emotions too. The ability to interact with different
stakeholders, understand what they need to achieve their goals, and apply
the law to guide legally compliant solutions is an invaluable skill. - Tracy
Gray, Holland & Hart LLP

The information provided here is not legal advice and does not purport to be a
substitute for advice of counsel on any specific matter. For legal advice, you
should consult with an attorney concerning your specific situation.

Source: Forbes.com
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CITY OF SANTA FE

ADMINISTRATIVE MANUAL

Originating Business Unit: Risk Management/Safety Division
Policy Number # Pages

uthorization & Operation of City-Owned e o
. . E Dat Revi: Dat
nd Leased Motor Vehicles Policy il R

06-21-1995 08-3-2011

1.0 PURPOSE:

1.1 To have a comprehensive set of rules and guidelines for city employees in the daily
performance of job duties which require the use of a vehicle. The use of vehicles may be
further addressed by department policies and standard operating procedures.
Enforcement of the City of Santa Fe vehicle policy shall be the responsibility of each
department.

2.0 APPLICABLE TO:
& 2.1 All operators of city-owned, leased or rented motorized fleet vehicles and/or equipment
or employees who use their own vehicles in the performance of their duties.
3.0 REFERENCES:

3.1 IRS Regulations for Take-Home Vehicles (Available in Payroll Office)

3.2 City of Santa Fe Per Diem and Mileage Policy

33 City of Santa Fe CDL Drug & Alcohol Policy

3.4 Internal Department or Division Vehicle Policies

4.0 DEFINITIONS:

4.1 Driving on City Business: The use of a motor vehicle to carry out an employee’s duties.
Driving on City business includes driving a vehicle owned, leased, rented or otherwise
controlled by the City, as well as the use of a personal vehicle on City business.

4.2 On-Call: An assigned time period, outside of an employee’s normal work day, where the
employee is not required to remain on City premises but must be available to respond
and/or report to work when called. Employees that are in on-call status must leave City
management a method as to where they may be reached at all times.

4.3 On-Call Vehicle: A City vehicle, taken home by employees working on on-call status, to
respond to public or health & safety emergencies outside the employee’s normal work
day.

-~
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4.5

4.6

4.7

4.8

Proper Class Driver’s License: New Mexico driver’s license of the class required for the
vehicle being driven. New employees with a valid out-of-state driver’s license shall
obtain the proper class New Mexico driver’s license within 30 days of their date of hire.
Persons being hired into a CDL (commercial driver’s license) position are required to
have the proper New Mexico CDL license in accordance with the job requirement, as a
post-offer condition of employment with the City of Santa Fe. The license must be
current and valid and have all endorsements required by the type of equipment, the class
of vehicle being driven and the load being carried. The license may not have any
restrictions that would preclude driving on City business. The appropriate Commercial
Driver’s License (CDL) is required when driving any CDL vehicle on City business.

Take Home Vehicle: An authorized City vehicle taken home daily by an employee to
commute from the employee’s home to work.

Commuting: Use of a City vehicle for travel between an employee’s home and main or
regular place of work. It does not matter how far the commute is, if work is done during

the commute, or if the employee carries work tools or equipment in the vehicle.
Commuting between an employee’s residence and regular place of business is considered—
personal use of a City vehicle—Similarly, it an employee regularly works at different
locations, commuting between home and the various worksites is still considered a

taxable fringe benefit.

Driving Position: A job that requires driving a vehicle on City business regularly or
occasionally as part of the range of duties. This includes elected officials as well as
classified, term, exempt, or volunteer positions requiring driving vehicles on City
business. Non-employees, including former employees who are on contract with the
City, are not allowed to drive City vehicles.

Qualified Non Personal-Use Vehicles: The IRS allows for certain vehicles to be
exempted from fringe benefit compensation consideration. That is, their use is deemed to
be exclusively for City business purposes. The following types of “Qualified Non
Personal-Use” vehicles represent vehicles from a portion of the IRS list that may
currently be in use by the City:

A4.8.1 Clearly marked police and fire vehicles — A police or fire vehicle is a vehicle,

owned or leased by the City, that is required to be used for commuting by a
police officer or fire fighter who, when not on a regular shif, is on call at all
times.

4.8.2 Unmarked vehicles used by law enforcement officers — Use must be officially
authorized, the vehicle must be owned or leased by the City, and the law
enforcement officers must be full time employees of the City.

4.8.3 Large cargo capacity vehicle~ any vehicle designed to carry cargo with a loaded
gross vehicle weight over 14,000 pounds.

4.84 Qualified special utility repair trucks — defined as any truck (not including a van
or pickup truck) specifically designed and used to carry heavy tools, testing
equipment or parts if:



49

4.10

4.11

a. The shelves, racks or other permanent interior construction that has been
installed to carry and store such heavy items is such that it is unlikely
that the truck will be used for anything other than City business, and

b. The City requires the employee to drive the truck home in order to be
able to respond in emergency situations for purposes of restoring or
maintaining City services.

4.8.5 Pickup truck — Loaded gross vehicle weight not over 14,000 pounds is a qualified
non-personal use vehicle if the vehicle is clearly marked and is equipped with at
least one of the following: a hydraulic lift gate, permanently installed tanks or
drums, permanently installed side boards or panels materially raising the level of
the sides of the bed of the pickup truck, or other heavy equipment, such as an
electric generator, welder, boom, or crane used to tow automobiles and other
vehicles.

4.8.6 Van- With a loaded gross vehicle weight not over 14,000 pounds is a qualified
non-personal use vehicle if it is clearly marked with permanently affixed decals
or with special painting or other marking associated with the City of Santa Fe.
Additionally, it has a seat only for the driver or the driver and one other person,
and either permanent shelving has been installed that fills most of the cargo area
or the cargo area is open and the van constantly (during both working and
nonworking hours) carries merchandise, material, or equipment used in the
employer’s trade, business, or function.

Personal Use: Any use of a City vehicle for non-business related purposes. Commuting
is a good example of what IRS terms “personal use” of an employer provided vehicle.

‘Temporary Place of Business: According to the IRS, any location where an employee
“performs services on an irregular or short-term (i.e. generally a matter of days or week)
basis.”

Work Place: The place that is noted in the City’s Human Resources and payroll records
as the place where an employee regularly performs his or her normal office functions or
reports for duty at the beginning of a shift.

POLICY:

All City vehicles are leased or owned and provided to employees to enable the provision
of essential services to the citizens of Santa Fe.

Assignment of a specific City vehicle is neither a privilege nor a right of any City
employee and shall be based on service delivery requirements.

Employees may not use City vehicles for personal use, other than commuting and
qualified non personal-use.

All assigned City vehicles, other than authorized take-home vehicles, shall be picked up
and dropped off at designated City parking areas.



5.5  Take-home City vehicle assignments must be reviewed and approved based on
established and documented performance measures clearly indicating the public benefits
derived from any authorized take-home assignment as illustrated in Section 8.

6.0  CONDITIONS FOR GENERAL USE:

6.1 Appropriate License and Training — Al] operators of City vehicles shall have a valid
driver’s license appropriate to the type of vehicle being driven. In the event employees
have their State of New Mexico driver’s license revoked or suspended, they shall not
operate a City-owned vehicle. If an employee with a valid driver’s license is required to
use an ignition interlock device, that employee will not be allowed to operate a City-
owned vehicle. Employees under eighteen (18) years of age are not allowed to operate a
City-owned vehicle. Employees shall immediately report every revocation or suspension
of their driver’s license, or a requirement to use an interlock device, to their supervisor.
Any employee driving a City-owned vehicle who does not have a valid New Mexico
driver’s license will be subject to disciplinary action up to and including termination of
the employee.

6.2  Authorized Passengers — Carrying of Passengers Prohibited — No driver of City
equipment shall carry passengers in or on any such vehicles, with these exceptions:

6.2.1 Other persons engaged in or advising on matters relating to City services or
improvements or City sanctioned events.

6.2.2 Other City employees to and from work when those other employees reside in
the same general area and work in the same general location as the driver of a
City vehicle who has been authorized to have a take-home vehicle. It is
important to note that both the driver and the passenger, in this case, must have
an authorized take home vehicle form on file and submit commuting
documentation as required. Both will be taxed accordingly.

6.2.3 Other persons who are being transported as part of an approved City program, i.e.
citizen volunteers, program participants, City business clients/partners, persons
arrested, etc.

6.3 Business/Non-business Uses/Personal Emergency Use —

6.3.1 City-owned vehicles are to be used only for City business or City sanctioned
events.

a. Assigned City vehicles are not permitted to be used for private purposes.
Running personal errands, stops at the credit union or banks or any other
personal business is prohibited at any time other than authorized break,
lunch periods or a quick stop on the way to and from work. Any
employee violating these regulations will be subject to disciplinary
action.

6.3.2 Use of City-owned vehicles on out of state trips — City vehicles shall not to be
driven out-of-state without specific authorization of the City Manager, except as
noted below. The City Manager, or Public Safety designee, may authorize trips
by Police or Fire personnel when such trips would be to the economic or



6.4

6.3.3

operation benefit of the City. Signature approval to use a City vehicle for an out-
of-state trip must be obtained on the Authorization for Travel form.

Driving City-owned vehicles home during regular work hours prohibited. City
employees are prohibited from driving City-owned pool or assigned motor
vehicles to their homes during regular work hours with these exceptions:

a. On approval of supervisor, and if they reside within the City limits, an
employee may drive an assigned vehicle home for authorized break or
lunch periods.

b. An employee may drive an assigned vehicle home during his or her
regular work hours in an emergency situation, providing the employee
has properly informed his or her immediate supervisor of the emergency
and received permission to drive a City vehicle home.

Unauthorized Uses:

6.4.1

6.4.2
6.4.3

6.4.4

6.4.5

6.4.6

6.4.7

6.4.8

6.4.9

6.4.10

6.4.11

Any use for personal purposes, other than commuting, qualified nonpersonal-use,
or as specified in this policy.

Travel or tasks that are beyond the vehicle’s rated capability.
Transport of hitchhikers.

Transport of cargo that has no relation to the performance of official City
business.

Transport of acids, explosives, weapons, or ammunition (with the exception of
Police).

Operation of a vehicle under the influence of drugs or alcohol or prescription
medication that may impair one’s driving ability.
Transport of highly flammable material.

Transport of any item or equipment projecting from the side, front or rear of the
vehicle in a way that constitutes an obstruction to safe driving or a hazard to
pedestrians or to other vehicles.

‘When employees are on official City business themselves, transport of other
employees to restaurants, cafes, drugstores or to other places that are not in the
service of City business.

Attending sporting events that are not in the service of City business.

Extending the length, possession, and time beyond that which is required to
complete the official purpose of the trip.



6.5

6.4.12 When the assigned employee is on vacation or in training for at least four

consecutive days, the vehicle will be parked on City premises in designated
parking.

6.4.13 Transport of alcoholic beverages or controlled substances of any kind.

State and Local Traffic Laws — All drivers and passengers of a City vehicle must comply
with all applicable state and local traffic laws, including but not limited to:

6.5.1

6.5.2
6.5.3

6.54

6.5.5

The driver and all authorized passengers shall wear seat belts as required by New
Mexico Uniform Traffic Code.

The driver shall possess a valid New Mexico driver’s license.

The driver and all passengers shall comply with all state and local traffic laws;
the driver shall be personally liable for any criminal or civil penalty incurred.

The driver shall comply with all applicable state and local parking laws. In the
event of a violation of such laws, the driver shall be personally liable for any
criminal or civil citation penalty issued (including parking violations). All
drivers shall notify his or her supervisor of any citations as soon after receipt as
possible. All drivers shall provide his or her supervisor proof that such citations
have been paid or adjudicated within ten working days of receipt or is in process
through the appropriate court system.

Cell phone usage must be limited to a hands free device while the vehicle is in
operation, unless specific division policies prohibit cell phone use.

Safe Operations and Use of Equipment

6.6.1

6.6.2

6.6.3

6.6.4

Safety Equipment — All City owned vehicles shall be equipped with proper safety
equipment (i.e. first aid kit, fire extinguisher). Larger vehicles shall be equipped
with safety triangles to be used in the event of a breakdown. It is the
responsibility of the employee to ensure that the necessary safety equipment is in
working order, and that they have received the necessary training for their proper
use. Procurement of safety equipment is the responsibility of the division.
Defensive Driving and First Aid training is provided through the Risk
Management/Safety Division.

Safe Operation — The driver shall check the City vehicle before operating to
ensure that the vehicle lights, turn signals, brake lights and other safety
equipment is functional on the vehicle. If the driver finds any of this equipment
is not functioning properly the driver shall report malfunctions to his or her
supervisor or to Fleet Management section immediately in order to arrange for

repairs.
Maximum Speed — No City-owned vehicle, except Police or Fire responding to

emergency or authorized duty calls, shall be driven at a speed in excess of the
speed limits established in State Statutes or City Ordinances.

Smoking is prohibited within a City vehicle.



6.7

6.6.5 Unattended vehicles are not to be left idling.

Storage and Parking — Parking of Vehicles — City-owned vehicles shall be parked, when
not actually in use, in the City parking lot designated by the division for that vehicle.

6.7.1 Employees are specifically prohibited from parking a City vehicle in other than
its approved location.

6.7.2  No vehicle shall be kept at the home of the employee overnight unless the
employee has received the appropriate authorization.

7.0  GLOBAL POSITIONING SATELLITE SYSTEM (GPS)

7.1

City units may be equipped with a GPS monitoring device to assist crews in operating
efficiently; allow the City to respond more rapidly to customer requests and emergency
situations; and provide data to resolve complaints and allegations. Specifically, the
systems may be utilized for the following:

7.1.1 Routing optimization: GPS may be used to optimize fixed routes or to provide
the most efficient route for dispatching crews to multiple sites during the day. The GPS
may be linked to the Geographical Information System (GIS) to facilitate route
optimization.

7.1.2  Task duration recording: In order to understand the effort level required to
complete tasks, the GPS may record the duration and location of work performed. The
GPS may alert supervisors when vehicles or equipment are outside of the specified work
area or a task is taking longer than expected.

7.1.3  Fuel, mileage and periodic maintenance tracking: GPS may be used to track fuel
usage, mileage and periodic maintenance records. These records may be used to ensure
equipment is operating properly; routine maintenance is completed on schedule; and for
budget purposes.

7.1.4 Locating equipment and closest unit dispatch : Location information can be used
to rapidly and efficiently re-assign resources to new priority work that arises after work
orders are distributed.

7.1.5 Emergency operations: in the event of an emergency, management and
supervisors may immediately re-route and reassign resources efficiently to emergency
sites.

7.1.6 Distress notification: The GPS has a “panic button” which may be used to
immediately alert supervisors and emergency personnel of an employee and vehicle
location during an emergency.

7.1.7 Complaint and allegation verification: the GPS can be used to address claims
made against the City about damage, speeding, accidents, or other incidents. The GPS
can record direction, time, speed and other information that may assist in obtaining
factual information pertaining to claims or accidents.



8.0

7.1.8  Navigational aid: the GPS may be used by operators to locate destination
addresses and receive routing options including alternative routing to avoid traffic or road
closures. Fixed routes or work order addresses may be downloaded into the GPS to
provide navigational direction to field workers.

7.2 Aswithall City equipment, employees are responsible for safeguarding the GPS attached
to City units entrusted to them. Tampering, misusing, or disabling GPS equipment will
be subject to disciplinary action up to and including termination.

ACCIDENT REPORTING:

8.1 General Rules In the Event of an Accident:

8.1.1 Do not move the injured unless there is clear and imminent danger of further
injury.

8.1.2 Do not disturb the accident scene or move any vehicles unless there is clear and
imminent danger or instructed to do so by a legitimate authority, i.e. Police or
Fire Department.

8.1.3  All accidents, no matter how minor, shall be reported to the supervisor
immediately. If the immediate supervisor is not available, contact the next level
supervisor available. Ifafter hours and no such supervisor can be contacted,
immediately contact the appropriate supervisor the next day.

8.1.4  The Supervisor’s Accident Report shall be filled out and forwarded to the Risk
Management/Safety Division as soon as all signatures have been obtained.

8.2 Personal Injury:

8.2.1 Ifthereis any bodily injury, the employee and the supervisor shail jointly
complete the following forms:

a. Employer’s First Report of Injury or Illness, commonly referred to as the
“R.1”
b. Supervisor’s Accident Investigation Report
¢. Notice of Accident
d. Authority to Release Medical Reports and Information
8.3  Motor Vehicle Accident/Collision:

8.3.1 Notify the police and immediate supervisor. If supervisor is not available,
contact the division Safety representative.

8.3.2 Relate complete and true account of the accident to the investigating officers.

8.3.3 Do not discuss liability.



8.3.4

8.3.5

8.3.6

Do not move the vehicle unless there is a clear and imminent danger or instructed
to do so by a legitimate authority (i.e. police).

Do not accept assistance from non-City employees in moving a City unit (i..
towing) unless authorized by a supervisor.

Complete the appropriate forms (as noted above) with your immediate
supervisor.

9.0 CITY-OWNED VEHICLES - ASSIGNED TAKE-HOME

The purpose of this section is to ensure the proper use of public funds with regards to any authorization
granted allowing employees to commute to and from work in City-owned vehicles.

9.1

9.2

Authorization — Supervisors are responsible to request assignment of take-home vehicles
for designated employees and/or programs by submitting a completed Vehicle
Authorization Form to the Office of Risk Management/Safety for recommendation to the
City Manager. Take-home vehicle authorizations are not transferable and must be
renewed annually and/or when the employee has a change in position status. The
Authorization Form should include the following:

9.1.2 The category of assignment, i.e. long-term, on-call, etc.

9.1.3  Explanation of vehicle usage and nature of any personal use authorized, i.e.
commuting, qualified nonpersonal-use, etc.

9.1.4 Narrative describing how the specific work assignment meets the policies and
criteria for a take-home vehicle program.

9.1.5 Additional data demonstrating the actual number and nature of emergency
responses, if emergency responses are being used as justification. Also include an
explanation as to why alternative forms of transportation cannot be used to
respond to the emergencies or why City-owned assigned vehicles cannot be
picked up at designated parking area.

9.1.6 Calculation of savings to the City, if economic justification is used.

9.1.7 Explanation of special vehicle characteristics required to fulfill the work
assignment’s business purpose, Le. van, pickup, large capacity, special
equipment, etc.

9.1.8 Approval by the requesting Department Director.

9.1.9 Concurrence by the Risk Management/Safety Manager.

9.1.10 Completed Authorization Forms will be routed to the City Manager for final
approval, with a copy to the Payroll Supervisor.

Categories of Assignment:



9.2.1

9.2.2

9.23

9.24

9.2.5

9.2.6

Long Term Assignment — The authorization of assigned take-home vehicles may
be granted for a period of not more than twelve months, unless re-assignment is
approved. Emergency response assignments should be supported by data
demonstrating the actual number and nature of emergency responses in the prior
year and estimates of future emergency responses. In addition, there must bean
explanation as to why an employee cannot use alternative forms of transportation
to respond to the emergencies or pick up City-owned assigned vehicles at the
designated parking area. ‘

Requirement to Respond — “On-Call” — Employees must be on call when taking a
City-owned vehicle home and must have primary responsibility to respond to
calls. Employees shall leave word as to where they may be reached at any given
time and be available to willingly respond to and/or report to work when called.

Condition of Employment — Take-home vehicle assignment is permitted
whenever an employee’s employment agreement provides for a take-home
vehicle, subject to approval by the City Manager.

Special Public Safety Programs — Employees who are assigned to public safety
programs may be allowed an assigned take-home vehicle, provided it is a fully
marked vehicle used for the special public safety programs.

Rotating Assignment — Vehicles may be assigned as take-home to a specific
division, without being assigned to a specific employee when several division
employees share the on-call responsibility. It is the responsibility of the division
to track the take-home vehicle assignments. On-call vehicles assigned by the
division must meet the following conditions:

a. Division employees share the requirement to respond “on-call” on a
rotating basis.

b. The assigned take-home vehicle is appropriately marked and/or
equipped to facilitate response (i.e. lights, sirens, specialized
equipment).

c. The employees participating in the rotating assignment must reside
within reasonable distance of anticipated response location.
Reasonable distance is defined as: the employee’s home address is
within 10 miles of the City of Santa Fe boundaries. Special
exceptions may be made with consent by the City Manager.

Occasional Overnight Usage — Occasional take-home use of City-owned vehicles
is permitted. Such occasional usage of City vehicles may occur when an
employee attends a meeting away from the employee’s normal place of work and
outside an employee’s normally scheduled workday.

9.3 Storage/Parking/Safekeeping of Vehicle and Equipment — Each employee authorized to drive
a City-owned vehicle to his or her home overnight is required to provide off-street parking
for the vehicle wherever possible while it is parked at his or her home. Failure to do so may
result in loss of take home privileges.

10



9.4 Fringe Benefit/Non-Cash Compensation Value and Taxation — Per IRS regulations, a City-
provided take-home vehicle is considered a fringe benefit under federal employment tax
laws, and the imputed value of personal use must be included in the employee’s gross pay.
The value of the personal use is taxable for income and Social Security purposes unless
specifically exempted by IRS code. The value of the personal use will be determined by the
Finance Department. An employee’s use of a City vehicle for commuting to and from work
is considered personal use and must be treated as taxable fringe benefit for federal tax
purposes. Each employee shall submit documentation as specified in the record keeping and
reporting section of this regulation. After receiving the proper documentation, the City will
estimate the value of the personal use and report it as employee compensation. This value
will be added to the employee’s taxable income on the year end W-2 Wage and Tax
Statement and will be subject to applicable Social Security contributions and Federal and
State withholding taxes. These regulations do not apply to vehicles that are considered to be
qualified nonpersonal-use vehicles.

10.0 RECORD KEEPING AND REPORTING REQUIREMENTS:

10.1 Employee/Department Management — Department Directors must submit Take-Home
Authorization forms for all requested assignments for approval. Take-home vehicle
authorizations are not transferable and must be re-justified annually. Any work assignment
changes that increase or decrease the number of vehicles approved for each program
effectively invalidates previously authorized take-home vehicle authority — supervisors must
notify Payroll when the total net count of take-home vehicles in their unit changes and must
re-justify the take-home authorization using a new form.

11.0 REVIEW PROCEDURES/RESPONSIBILITIES:
111 City Manager: The City Manager shall:

11.1.1 Annually review and approve a list of take-home vehicle assignments by
department/work unit as recommended by Office of Risk Management/Safety.

11.2  Office of Risk Management/Safety: The Risk Management/Safety Division shall:

11.2.1 Review the driving record for each employee in a driving position at least once
per year. The employee's driving record must be checked before an employee is
promoted, transferred, placed, etc. into a driving position.

11.2.2 Receive, re-evaluate and forward all take home vehicle assignments and in the
first week of January each year transmit a list of all take-home vehicle
assignments by department and division to the City Manager’s Office and
Finance Department — Payroll Division.

11.2.3 Evaluate all initial take-home vehicle assignment requests from departments on
an as needed basis.

11.2.4 Forward suspension and serious traffic violation documentation fo the
employee’s supervisor.

113  Department Directors: Department Director or his/her designee shall:

11



114

11.3.1

11.3.2

11.3.3

11.34

11.3.5

11.3.6

11.3.7

Identify all employees who drive on City business and maintain a list of driving
positions whether using a City vehicle or their own personal vehicle.

Ensure that requests for take-home assignments are consistent with the policies
and criteria governing take-home vehicles.

Recommend requests for take-home vehicles, after obtaining concurrence from
the Office of Risk Management/Safety, and ensure that assignments meet the
policies and criteria governing take-home vehicles. Submit completed requests
to City Manager.

Ensure that all staff newly approved for a take-home vehicle, receive a copy of
this policy and a copy of the policies, procedures, and criteria governing take-
home vehicle assignments within 30 days of assignment. Employees must be
notified regarding the possible tax consequences of being assigned a take home
vehicle within 30 days of assignment.

Monitor the assignments of all take-home vehicles in their respective
departments.

Identify designated parking areas for employees to park their assigned cars, with
input from the Parking Division for downtown work sites.

Ensure wherever possible that assigned vehicles are picked up and dropped off at
designated City parking areas.

11.3.8 Approve requests for occasional overnight take-home vehicles when usage is no

more than once a week on average.

Supervisors: Supervisors shall:

114.1

11.4.2

1143

1144

11.4.5

11.4.6

Allow only those employees who maintain the appropriate driver's license as well
as the City driving permit to drive a motor vehicle on City business. Employees
must submit a photocopy of their current driver’s license.

Immediately remove from a driving position any employee or contracted worker
whose license is cancelled, expired, refused, revoked, suspended or restricted in a
manner, which affects the employee's ability to drive on City business.

Periodically check with each employee in a driver’s position to verify that an
appropriate license is in the employee's possession.

Prohibit any employee without an appropriate driver’s license in his/her
possession from driving on City business.

Notify the Office of Risk Management/Safety when work assignments change
the approved take-home vehicle count in their department and re-justify the take-
home authorization using a new form.

Advise Payroll of any change of status regarding a take-home vehicle.

12



11.5

11.6

11.7

11.4.7

Submit proof of final resolution of employee traffic violations to the Office of
Risk Management/Safety after appropriate court preceding.

Employees: Employee shall:

11.5.1

11.5.2

11.5.3
11.54

11.5.5

11.5.6

11.5.7

11.5.8

11.5.9

Ensure that the privilege to drive is maintained.

Maintain in his/her possession the appropriate driver's license and City driving
permit at all times while driving on City business.

Maintain vehicle liability insurance in accordance with New Mexico statutes.

While driving on City business, comply with all license restrictions issued by
MVD.

Immedmtely notify his/her supervisor of:
A change in status of his/her driver's license

b. An arrest for a violation of any part of the New Mexico Uniform Traffic
Code conceming driving under the influence of drugs or alcohol. No
employee will drive on City business after consuming alcoholic
beverages of any other substance that may impair driving. Any physical
or mental impairment affecting the ability to operate a vehicle safely
must be reported immediately to the supervisor.

c. Any traffic violation issued while in operation of a City-owned vehicle.

The notification must be made immediately, and no later than before the
start of the employee's next scheduled work shift.

Refrain from driving on City business after there has been a change in status of
his/her driver's license, even if the cancellation, expiration, refusal, revecation,
suspension or restriction has ended, unless the license has been reinstated. Proof
of reinstatement must be provided to the supervisor before driving on City
business.

Be aware of, understand, and comply with federal, state and local laws and the
City policies applying to the operation of vehicles on City business.

Resolve violation, or be in the process of working with the Court, within 10
working days and provide proof to supervisor.

Pay all traffic fines and appear for a court date, when necessary. Failure to do so
may result in a license suspension. A driver’s license suspension is cause for loss
of driving privileges.

11.5.10 Countersign a Request for Assignment of Take-Home Vehicle Form.

Human Resources: The Human Resources Department shall:

11.6.1

Secure the valid driving records from the New Mexico Motor Vehicle Division
(MVD) for individuals recommended for employment for exempt, classified, or
term driving positions as a post-offer condition of employment.

Finance/Payroll: Payroll shall:

13



11.7.1 In order for Payroll to process the information necessary to compute the vehicle
fringe benefit for employees by the established IRS deadline, the reporting time
period for each calendar year is January 1* through December 31%.,

11.7.2 For employees that do not drive a qualified nonpersonal-use vehicle, add the
value of the commuting use of applicable City take-home vehicles to the
employee taxable wage. Calculate the value of the use by using the IRS Fringe
Benefit Valuation Rules.

11.7.3 Update procedures, forms and processes each year according to IRS tax law
changes.

120 RENTED VEHICLES
12.1  Risk Management Review — The acquisition of all City leased or borrowed vehicles is the
responsibility of the leasing division. Prior to the agreement of any vehicles/equipment
rental, a request for the necessary insurance must be submitted to the Office of Risk
Management/Safety with the vehicle information and the period of leasing.
130 DEPARTMENT AND DIVISION VEHICLE POLICIES
13.1  Departments and divisions may have separate vehicle policies in place, which are in
addition to, and shall not supersede this policy. Some policies may also be addressed in
collective bargaining agreements, or in federal grant and state regulations.
14.0 APPENDIX:

14.1  Take home vehicle authorization form

150 REVIEW AND APPROVALS:
151 PREPARED BY: m . Q2L

152
153 REVIEWED BY: \)iﬁfvm___ L. 4’/{4(7, a-22.11
Vicki G cting Human Rbsouftes Director DATE
154 REVIEWED BY: Zro S?/'-\ 7 ;7%/
Geno Zamoia, City Attorney ‘DATE
155 APPROVED BY: ,@Maf ot G2/
/ Robert Romgfo, City Manager DATE
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Attachment E — Provided by Member Nelson

L

City of San Jase Caty Adminisiralive Policy Manual
Use of City and Personal Vehicles 1.8.1
PURPOSE

To establish the policy, procedures and guidelings for the use of City and personal vehicles for
thir efficient and effective dellvery of City sarvices, while minmizing City expanditures and
maximizng current reseurces, This procedure applies 1o all Cily employess and officials, and
supersades all ather administralive drectives previously ssued pertaining bo the use of Cily
cwnd or parsonal vehicle use while conducting City business. This administrative policy, and
associated procedures and gudelnes suppoart Coundcl Policy 31 “Parks, Receation and
Meighborhood Serviees — Valuntesr Policy” ralalive i volinleers use of city-cowned eguipment
ter conduct official City business.

POLICY

Transporiation requined for employess to conduct offical City business will be available by the
use of a Cily pravided vehicle of the use of an sulthofized persenal vehicle al the Cily's sola
chscretion.

The City Managar has (he responsibility Tor administration of the provisions of this policy, and s
responsicle for making dacisions regarding cartain specific vehicle uses as describad in this
palicy. The Depariment of Public Vorks, Flest Management Division has the responsibilty to
manage fhe Ciy's transportation vehice Real Dy working wilh deparimends bo masxdmize
utibzation of weheches, meintaming the fieal in good working condition, dstermining which
vehicles will be removed from the fleed, and managing the ecauisition and deposal of wahicles.

Mon-City emglayees which may insiude valuntears, consultants, contractors, and ciher parsens
who are not City employeas, may be authonzed on A case by cess basis and in accordance
with Council Palicy 3-1 to usa a City velicle in order 1o conduct offical Cily Busiress Llse of
City wehicles by nor-City employess will raquira prier spproval from the Depariment Dirscior (or
dasignaa) wha & responsiole for the sarvices being provided by the non-City employes

. Cily provided vehices shall be umad anly for cfficial Cily businass.
_I
f

|. TRANSPORTATION TYPES

The following transportation aplions listed below are polentially available for conducting City
buziness:

A Citv-Provided Vehich

1. Transpor Vehicles: Vehiches whase primary use is b ransporl employees from
place to place during the course of conducting official City businass.  Trarspan
vizhicles include sedans and light frucks,

2. Special Purpgsa Wehicles: Vehicles whose primary Juse requines special squipment
dagigred o parform job funclions, of whose primany usa i3 in a restrictad araa whera
nan-City wahickes ara pronibited.

3. Police and Fire Yehigles: Venicles whose primary use involvas official busingess
conducted by the Police or Fire Depanments

Rewmed Effective Cate: Ssptamiar 13, 20712

Criginal Effectee Dade: May 1, 1687
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City of San Jose City Administrative Policy Manusal

Use of City and Personal Vehicles 1.8.1

B, Employes-Owned Vehicles - Ermployes-owned vahiches may be used during the coursa
of conducting official Cily business [ aufhorized by the Deparment Director {or
designea). Once authorized to u=e aBn employes-owned vehichs, employess will be
aligible  for reim subject fo the provisions of the Mileage
Reim =" s@ refer fo policy 1,83 in the City Policy Manual).

ity employess who drive & wehicle in the course of conducting official City business rmust
POSSESE A

1, Wald California Siate Driver License appropriate fo the type of wehicle balng driven: and
2. City Driving Fammit issued by the City's Safety Offices

Employess authorized o use special purpose vehicles wil mantain and comply wilh vehicla
specific fraining and licensing requirements &= defined by any relevant rules and reguialions,
and'or the Califorria Deparment of Mobor Vehicles, andior ihe employes’s [ob classification
PR quAERcations,

Employess authormed o drive a webicle an Cily business shall nolify thelr supenisar n witing
af the suspension, revocalion, cancellation, expiretion, losl privilege, dgisqualfication, or other
action afecting the status of their driver license or their authority o drive a vehicle, Nobhzabon
must be made as soon as practicable, bul in no case mone than five (5) calendar days following
e day the employes received notice of the suspension, revocation, cancellation, expiration,
Iost privilege, disqualification, or ather action affecting the status of their diver license or ther
authority to drive a vehicle,

I an employes = molifed thal an aclion BAAY be ieken which could affect the emiglopes’s
licanse, including the possible suspension, revocation, cancallaion, expiration, lost privilege,
disqualification, or cther acfion affecting the sistus of thelr dhiver lcanse or their authority B
diivie & vehicle, the employes shall nolify hair supervisor a5 soon as practicable, but in o case
mere than five (5) calendar days following the day the employee received nolice of the potertial
action, The emgloyes shall continue o keep their supervisor infomed of amy further changes or
updates regarding heir diving status.

Before an employes may be auiharized 10 use a personal wehicle to conduct afficial City
buginess, the employas must sz furnish proof of pessession of a valid California State Driver
bcense and cument liablity inswrance as required by the Stabe of California Vehicle Coda
Bechon 16451 as fmay ba amendad. This |5 in additien 1o the equirernent of kaving a valid City
Diiving Fermit issued by the City's Safety Officer,

These requiremants wil be Socumented on the Transportafion Request fom completed by the
amployes and approved by fhe Departrient Director (of designea).

Ruvisad Eflecive Dalec Seplember 13, 2012
Criginal Effectree Dabs: May 1, 1867
Fage 2 of 7F



H!rﬂﬂ!‘lJm City Administrative Palicy Manual
Use of lt.'.tlt!_;t and Personal Vehicles 1.3.1|

Ermployees cannot drive their vehices on Cily business unless all of these requirements ane
met Employess are spacifically required to immeadiately contact heir supervisor if, &t any lime,
thiara is & change ta thase requirameants o they donot meet all of the requirsments.

Employees who are unable 1o comply with these requirements shal not be permitted o drive
any vehicle {City or personal) 1o conduct City business and may noft drive onba any iy proparty
ar City faciity,

B. Nen-City Empioyess

Generally, non-City employees are prohibifed from driving ity vehicles.  Non-City employees
mey be authorized to dhve City vehicles on & case by case besis and In eccordance with
Cionumcil Policy 3-1. Such suthonization must maeat the requiraments sat forth in Council Paolicy 3-
1 in addition to complymg with the erms described in this palicy.

Men-City employess authorzed to drive a City vehicle in the course of conducting City business
must pOssess ar

1. Valkd California State Driver License appropriste to the type of vehicle being diven; and
2 City Driving Permit issued by the City's Safety Cfficer,

hon-City employees authorized to drive City wehicles must also obtain written approval from the
City's Daparbment Director (or designea) who is responsible for the services baing provided by
the mon-City employee. This is in addifion to ihe requirements pravided above.

MNen-City employees authonzed to drive a City vehiche musd be of least 18 pears of age,

Mem-City empioyess authonized to use special purpose vehicles will maintain and comply with
vehicle specific fraining and licansing requirements as mandated by ary relevant rulas and
regulations, andior the Calfornia Depanment of Molor Vehicles,

hlon-City employees authorized to drive a City wehicle on City business shall immadately cease
driving the vehicle and notify the Depantment Director (o designes) who is responsaie for the
sarvices being provided by the mon-City employes in wiiling of the suspension, revocation,
canceliation, expiration, iost privilege, desqualfication, or other acion affecing Bhe status of ther
driver licerse of their authority to drive &8 vehide, Nolificalion mugl be made as S0on &s
practicable, bu in e case mons than five (5) calendar days following the day the non-City
employes recened notioe of the suspension, revocalion, canceliation, expiration, loal privilege,
dizgualification, or olher aclion affacting the stabus of their driver license or thelr authonty to
drive & vehicle.

It & non-City employes is nofified thal an action BAY be teken which could affect the non-City
employes's diver license inchding the possible suspension, revocation, cancellaion,
expiration. lost privilege, disqualification, of olher aclion affecting e stetus of ther driver
licemsa or thair authority fo drive & wehicle, the mnon-City employes shall nofify the City's
Departrment Director {or designee] who is responsible for the senices being provided by ihe
non-Cily employes 8s soon as praclicable, but in no case more than five (5) calendar days
fallowing the day the non-City employes received notice of the potential action. The non-City
Regdand EMectiva Dabe: Eaplamsar 13, 3012

Cvigirsal EMective Date; Mary 1, 1967
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City of San Jose City Administrative Palicy Manual

Use of Eil;.f and Personal Vehicles 1.8.1

amployee shell conlinue bo keep Bhe City's Depestment Director (or designes) who s
responsible for the senvices being provided by the non-City employes informed of any further
changes or updates regarding fheir diving status.

Befora a non-City employes may be authorzed to use & personal vehicle to conduct officlal City
business, the non-City employee must aiso furnish proof of possession of a valid California
State Driver Foense and current liabilly insurance as required by the State of California Viehicle
Code Sacton 16451 a8 mey be smendsd. This |5 in addiion 1o the reguiremant of having a
walid City Driving Peemit issuad by the City's Safety Officer,

Thasa requiremanis shall be decumeantad on the Trensporiation Reguast form completad by the
non-City amployes and approved by the Departmant Director (or designes) who i responsible
for the services baing provided by the non-City employes.

Mar—City employess who are unable 1o comply with these requiremants shall not bie permitied
b drive any vehicle (City or personal) fo conduct City business and may nat drive onbo any Cily
property or City Facility.

. REQUIREMENTS FOR CITY-PROVIDED VEHICLES
A, City Provided Vehicles
1. Transport Vehicles
All City transport vehicles should mest the following minimum utilization standards:

Sedans: B 000 miles per year
Light trucks: 11,000 miles per year

The Public Works Depariment will periodically conduct a break-sven analysis o
identity the annual mideage &t which it 5 cost banaficial for the City to provide a
vehicle instead of mileage reimbursement. The mnimum ulilization standards ane
sublject fo change based o the resulls of this break-even analysis.

In addition to the mileage reimbursement option, there are two sources of franspor
vehicles for fhe use of employess.  Deseripions and requirements for each ane Ested
=1l

8. Depertment Complemant

18 receive & Com of basad on ther
onal neads. Yahickas n tha complemant can be used by employees
and non-City employees on 8 work =hiff basis, or on an occasional, as needed

basis. Deparments are expacted 1o work closely with the Public Works

WMWMWaMmm%%
in_such a8 way Hal ey mest or exceed the minimum wiizaton

spacilied BOOVE.

_— -

Ruvised Efectve Date: September 13, 2012
Oiriginal Efectres Dale May 1, 1957
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City of San Jess r Lty Administrative Policy Mammsal -

Use of City and Pemnnai U&hiulas 1.8.1

I. WWork Shift Besis

Departrmenls may make renspor vehicles wilhin thair comglament available
hiﬂuhﬂlmmwmmﬂymmummhmﬂm
thair work shift. The same yehi : STIAOyE

Dapartments may request an excepbon o the minimum ubllization slandard
for vahicles that will be used on a work shift basis Al requests for
excaplions must be mace in wiiting 1o the City Managers Office and must
documant the esterealing circumstances for requesting the exception.
Factors that will b2 considerad inchude, but are nat limited o0 semica deliveny
cansidarations, employes safefy, and job requirement considarations. The
Fleet Management Diigion wil assist in the review of exceplion requests by

tssues such as Citywide Neel availability and the size and ulilization
of $e department's ransport vehicle complament

It such an exceplian |8 not approved, ransportation nasds may sl ba met
through cihar transport wehicle options describad in this saction, or by the usa
of employes-owned vehicles as describad in Secion 1b of this palicy.

exceptions will be documented, including the | Hion for
, and will ba forsarded to and maintained by the Fleat Managema
sion. Exceptions are subjec to annual review by the Cily Manager's

ii. OCwocasional Basis
Degariments may make transport vahiclas within their complemant avallabha
to individual employees for use on an as oeeded occasional bases
Employess’ suparvisors should approve hese uses, and such ¥
should be avelabde to all employeas within the depafment or within the wark
group designated for use of the vahicla.

Depariments are responsible for enswing thet such vehicles mest the
minimum wibilizaticey standa ' i ﬂﬁiﬂﬁ:ﬂ]&ﬁiﬂ:

rd
requirg_an_spproved exceplon, as described in Secson (1A (18).0 Bbove.
Lhilization reports will be provided semi-annually to depatments by the Floed
Marnagemant Division, The Fleel Management Division will woek with user
depertments to rolale assignments of vehickes to pernit maxmum utilzation
and wilize the fleat as effectivaly as possible. This ulilization review may
result in undendiized vehicles being remaved, redaplayed, of relired,

Ehort term specialized nesds may require the E%_
musst maka weitten requests for such vehicles, providing justification for B
reed 1o add such vehicles 1o the depanment's approved complemant.  Such
Rewsed Effoctive Date: Seplomier 13, 2013

Orginal Efective Date: May 1, 1967
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Fﬂhn Jose City Admintatrative Policy Manual
-

Use of City and Personal Vehicles 1.8.1]

transport vehicle complemant

b. Citywide Flest
The City's motor pool, which is and maintained the Flaet
Management Division, provides a source of vehicles oyees who need
tramnsporiation for general, shoo-teem, or cccasional wsage in conducting official
Ciity businass,
mamm&aup&m“ahdlm%fuaﬁﬂf_ﬁpwh
employes shall supmit the reguest io the Fleet Divisions modor

poal location,  In approving this reguest, the suparvisor should consider
approving the use of e employee's personal vehicle, rether than a City provided
vehicla.

mmmmummmmmmwmmm
suthorizaion by the drivers Department Director or dasignes.  Hilization of a
poolad wehicle for 24 howrs or longer will not be permibied, except when
autharzed by the Departrment Direclor or desgree and the Flee! Management

- Division. Swch wiilizalion may be approved if the use of a pood vehicle is for a
work related event in which circumstances are such that returning the vehicle
within the same day is unmeasorable andior not in the Ciby's best inbanest
Justifisafion i wiiling must be provided and fad with the Fleat Managemant
Oiivision.

Afer checking ouf & vehicle and making the required trip, the wahicke shall ba
refuimid o the Fleal Managemeant Division.

2. _Special Pupase Yehicles

Departrments may cbtain Spaclal Purpoze vahicles, which include sedans and light

trucks, for use when the job funclion:

s  Requines 3 vl of Is used a5 &
weirh, platfoem,

+ Requires a vehicle fo be wtilized in a resticted srea where non-City vehicles
are prohibited, or

o  Requites that certain City-furmished bools anl, or matarials be frequently
ulilized and it is inedfficiant, impractical, or not to transpart them in non-
City wehicles,

— Tthapumnnmﬁndﬁmnﬂmmnlﬁimmm
bo thi City Manager's Cifice, along with a justification of the reasens for categorizing

the wehicle as a Special Pupose vehicle. Spedal Purpose vehicles will nod be
Rervizad Effectee Date. Seplembee 13, 2012
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subject to the minimum utilizetion standsrd. The City Manager's Office shall review
the et and approve the Spedal Purpose vehicle categonzafion for those vehiclas
maeting the above crilera. The Fles! Managemeand Division shall agsist this review
by assisting in the analysis of described uses and other information relevant io the
dedemination of the categorization of sech vehicles. The Fleet Management
Division wil maintain the justification decumeniaSion for each Special Purpose
bz,

Theraaftar, the use and deplynent of Specsl Purpose wehicles are subject o
annual reviaw by the City Manager's Ciffice. The Fleel Mansgement Divigion will
finidy B utilization of such vehiclas to ensure that they are ulilzed efficantly and
eiffactivaly.

3. Polics and Fire Vehicles

ahicles aquippad with the necessary ioals (e.g. communicalions sguipient, sinsns,
safety aquipmant) shall ba avalable for police and firefightars o carmy cut their duties
durifeg the assigned shift. The supervisor will aufhonze the use of polica and fire
vehiclas.

The Paolice and Fire Depariments will work with the Fleet Management Division to
rotate ihese vehicles in their assignments 1o gyenly distibute uSization such that
wehicles maet the utilization levals required far thedr respective replacement cyclas.

4. Tske-Home Vehicles

or Police and Fire vehiclas, mmmmnmmmu
diascribied separataly for Non-Sworn Oparations and Police snd Fire Opsrations.

Authorization for & take-home wehicle s granbed to a cassificaion maeeting the
requirements described belsw, and in no eveni does authority for & take-home
withicle belong to any spacific City employaa who is not in & classification that meats
the requirements descrbed below, This means that an indwvidual employes
previously granted authorization for a take-home vehicle whose assigrenents are
uptdated 50 &5 o no longer require Special Purposs or Paolice and Fire vehicles is no
longer authorized for a take-home vehice,

Mon-City employess shall not be pemiBed to fake Cigy vehicles home under any
circumaisncas.

s: Special Pupase vehicles may be used by

nmmnc provided that gl of the Taliowing
mnmmm are mat

« The employee is required to be on standby duty and must fespond to afler-
hours emergencies: and

Revised Efectve Date: September 13, 2012
Ciriginal Efectws Date May 1, 1867
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« Tha standby duty job function requires a Special Purpose vehicle; and

= The standby duty job function has mat the minimum call-back events threshold
avef the last 12 manths as established for that function. The minimum call-back
slandards may differ based on the job funclion bed should nol be less han 24

avants per yeer, and

= Tha employese responding to the call-back will be able to respond 1o the first
call-back instanca and be onsite within a maximum of 45 minutes of the call;
and

«  The ane-way commute miles of the employes assigned to cal-back duty do not
excaed 30 milas; and

= The Depariment Direclor has received aulthorization from the Ciy Maneger's
Ciffice for teke-home wuse of the wahicla.

Depariments may have more stringent policies thal dentify stricler andfor additional
requirements pestaining io the use of take home vehicles which support thelr specific
operations. Departments opfng to develop sticier or additional requiemeants shall
dentify these addtional requiremeants in a Departmeéntal Palicy made availabla 1o all

Depatment siall, and shall provide a copy of the Depanment Folicy to the Fleet

Take-homa use of Special Purpose vehicles shall be autharized anmually by the City
Manasger's Ofice and be based upon vwitlen reques! from the Departrment Direclor.
Thee Diepartment Director's wiitien requeest shall includa;
1. A kst of employass by job classification and vehicle numben(s) 1o be used in
Eha job fundion assignment,
2. CalHpack performance data including the rumber of anmual call-backs. by
vahicle and job assignment for the previous calendar year, and

3 Tha I:Hr-n::lﬁgnﬂ_m.ﬂm_m_ﬂ the vehicle by joo
Funchion assi i the City Managar's Oifice annually by Decambar 31,

Inhmmhhmmh‘rﬂfm:ﬂ-mdﬂufﬂmmﬂmlm
H'nrur.nld 1he Dm:wh'num shall gagass s el i

Ents. o HWM}WWMW
erh The ruuh. of this assessment shall be included in the Deparimeant's
annual request for teke-home vehicles and shall be considered by the Cily
Mamager's Office in the final review of the Depatment’s requesl.

The callbeck perdomance data, noted abowe, shall be the depafment's reocord
raporing tha total numbar of call-backs by vehicle and job funclion sssignment for
the previcus calendar year. This data shall be a record identifying all of the take-
home assignments in the preceding 12 months and shal idenlify aach employes who
worked assignments using & take-homa vehicla and the cne-way Ing milesge from
the employea’'s homa o thelr primary work reporting location. A copy of this recard
Fwvivad Ethictiva Dabi: Saplabar 13, 2012

Ovigieal EMectivi Data; May 1, 1967
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shall alss be provided bo the Finance Depatment n order for the Financs
Deparment to daterming if the employea’s use of & teke-home vahicke s subjed bo

RS reparting requirements:

Thae City Manager's Office shall prepare a final list of lake-hame vehicls
I%MH&HHMM”M“WWIWIMIWWM

Depanment of Public Warks, Fleet Managerment Division, Ay take-home use of
a vehicle not eppearing on the list will be considered & violation of his policy, urless
ihe u=e was ofherwise pre-approved by the Department Director for & single or shon-
leern asaignemenl use for & defined period of tme of no mone tham 3 months.
Vicdations of this policy may resull in daciplinan action,

Employees subjedt to standby or callback duty who are not autharized for take-home
usa of 8 Special Purpose vehicle are expected o be responsible for their own
kransportation when responding o calls.

Employees approwed for lake-home use of vehicles will comply with reguirements
autlifed in the "Mon-Swom Operations Requirements” section above in addton ko
more sifingent Depatmental guidelines, i any. Such employess shal park the
wahicle in the City parking lol designated by the cperating Department on scheduled
days off. If the employes is required to ba on call, the Depariment Direclor (o
degignes] may autharize the employee b use the wehicle in conduciing official City
business during schaduled days off.

Bolice and Fire Operations Requirements; Police and Fire vehicles may ba
by Police and Fire Depanment employess of 8 take-home hasis, provided that all of
the following minimum requirements ara met

+ The employes ks required to be on standby duty and must respond to afer-
haurs emmargencies; and

#« Tha standby duty job function requires a Pobce or Fire wahicke; and

= The standby duty job function has maet the minimum call-back events thrashold
over fhe last 12 months as established for that function. The minimum calk
back standards may differ on a und by unit basis bul shaulkd nol e less than 24

avarnils per year, and

# The amployes esponding to the call-back will be able o respond 1o the first
call-back imstance and be onsibe within & maximwen of 45 minubes of the calt
and

=  The one-way commuba miles of the individual assigned o call-back duty does
neol axceed 30 miles, and

« The Depaimenl Chiel has received asuhorization from e Cily Mansgers
Ciffice for take-home use of the wehicle.

Ravisad EMacivae Dalec Saplembar 13, 2042
Ciriginal Effective Dabs; May 1, 1087
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Departmants may have mona stringant policies that identify stricter and'ar additicnal
requirements persining 1o the use of lake home vehicles which support their speciic

Depanments opling to develop sticier or additional reguiremants shall
dmﬂfrlmadﬂmimmdmm:wwwmﬂmw-hﬂ
Deparimeant staff, and shall provide a copy of the Depanment Polcy 1o the Flaed
Managemant Divisian

Take-home use of Police and Fire wehicles shall be authorized armualy by the City
Manager's Cffice and be based upon writhen request from the Depariment Chaef. Tha
Dieparimeant Chisfs writhen reqguest shall inchide:
1. A list of employesas by job classification and wehicle numbar(s) to be used
in tha job function assignment,
2 Cal-back performance dala including the mnumber of annusl cal-backs by
wehicle and job assignmant for the previous calendar year,
A The Chiefs justification for the fake-horme use of Bhe vehide by job
function assignment, and
4. Any pobcy exemplion requests as it relates to responss timeas by specific
units and cne~way commabe mileage critenon by assignmaent anrd annual
threshold of call-backs to the City Manager's Office annually by Decermiber
1.

In the awant that the number of annual call-backs does not mest the mFmUT
thrasheld, the Department shall assess the cost-benefil of providing milesge
redmbursements or sutc sllowances (whera possible) fo support thase pasition
assigrmants.  Thi rasults of this atsessment shall be included in e Depariments
ammual request for take-home vehicles and shall be considersd by the City
Manages's Office in the final review of the Depariment’s requaest.

The calkback performance dsta, noléd above, shall be ihe depariment's recond
reparting fhe fotal number of call-becks by vehicle and |job funcion sssignment for
the pravicus calendsr year. This data shall be a record identifying all of the take-
home assignments in the preceding 12 menths and shall idantily each employes who
worked assignments using a lake-home vehicle and the one-way tnp mileage from
the amployes's home io their primary wark reporiing location, A copy of Hid recond
shall also be provided to the Finance Depariment in order for the Finance
Departrmant to detenming if e emploves's use of & take-home vahicle s subject to
IRS raporting requirsments.

The City Manages's Ofice shall prepana & final list of authorized take-home vehicde
uses which shall ba maintained by the City Manager's Office and & copy provided 1o
tha Departrment of Public \Works, Flest Marnagement Division. Any take-home use of
8 wahicle not appaarning on thae list will be considered a violation of he policy, unless
th use was othersse pre-approved by the Deparment Chied for &8 single or shori-
term Essignment uwse for & defined penod of time of no mom Ban 3 months.
‘iglaticns of this policy may result in discipinary action,

Fravwipet] Efhctron Daba: Saplarbar 13, 2012
Crigireal Effecdivae Data: May 1, 1967
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Employees subject to standby or callback duty who ane not autharized for take-home
usa of a Pelice or Fire wehicle sre expecied io be responsible for Hheir own
transportation when respending to calls.

Employees approved for take-home use of vehicles will comply with reguirements
outlinad in the “Police and Fire Operafions Requirements” section above in addition
b more stringent Departmenisl guidelines, If any. Such employess shall park the
wiskiche in the City parking ot designated by the operating Department on scheduled
days aff. IF the employes i3 requifed bo be on cal, the Departmaent Chief may
authorize the employes to wse the vehicle in conducting official City business Suring
scheduled days of.

B Employes-Cwned \WVehiclas
City employess may be authorzed to operate personal vehicles within the scope of thelr
wmirumﬁﬂ City business, provided that they comply with the requirements of

MmemmmmPﬂmm“
official City busingss use o

refum, nor conducling personsl business.  Refer o City Policy Manual Sectlion 1.8.3,
Frm%bhhﬂmﬂdmhummhithmmﬂnmmwnﬁm
Mileage Rermbursernant

Parsonal wehiclas, while being wsed for official City business, shall be considered an
afficial vehicle and must be in safe mechanical condition as required by ko,

W_CONDITIONS OF VEHICLE USE

City and employes owned vehicles used for City business shall be operated in a marnmner
consistent with &l sefety and legal requirements,

ahicles auihorized for use based on this Policy shall only be used to conduct official City

business. Hlmwmmmmamdpﬂmﬂmmllhﬂaﬂy_m fimitad to uses
and in accordance with City Policy Mamaal Section :

Wehicle Mileage Reimbursement Palicy.

A Transportation of Passengers and Goods

wmummmmmcrwmuusaM|nNMMdhmmmmw
passengers ofher than auihorized Cily employees on official Cily business of parsons
drectly related o the offecial City business being conducted. Mothing herein shall be
construed to probibit the camying of any person or persons n case of accident or

[

avried vahickes shall not be used 1o franspont any dems of goods that are not the
of the City, unfess such iransporiation s direclly related (o official busimess
rg conducted by the City.

3

Revised Effacive Dole: Seplember 13, 212
Criginal Effecires Dabn: Bay 1, 1667
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B. Parking Locations

All City provided vehicles must be : i
%%%WL Employeas approved for take-home use of vehiclas
set forth under Seclion LA, (4) of this palicy. Departments
may authorze remobte parking locabons, however, employess must wse the remobs
parking location nearast their primary work amea. Employees are prohibited from parking
a Ciy wehicle in other than the Department's approved lecalion in order fo park doser to

tha employes's homea. |t is the responsibilty of he Depariment 1o ensue thal assgned
vahicles are baing parked in the required designated erea when not in use,

Employesas diving City vehicles shall not use public matered parking spaces during
regular business hours that are adacant to City bulidngs if thare is a City parking facilty
ayallable within reasonable walking distance.

Dapartmants will be required o maintain a ist of each wehicle and the wehicla's
designated parking area. This st will be provided to the Depariment of Public Works,
Fleed Management Divisaan,

p— . Vehicle iding

I arder 1o reduce emissons that ere 8 resull of idling diesel and gasaline engineas, m
City-owned diesel or gascine powared vehicles/equipment or stationary angines may
idie for more than five (5} congacutive minutes, with the folliowing exceptions:

Idirg when queuing:

Iding ta warify that the wehicla is in safe cparating condtion;

Iding far tesling, servicing, repainng or diagnoslic purposes;

Iding when if is necessary to accam plish work for which the vehicle was
designad (such &8 opersting a orane of whan emargency venicles usad by Polics
and Fire are at tha scense of an incident);

= lding o bring e machine systam o operating temp-erature; and

» Iding to ensure safe operation of the vehice.

@ & & @

Far the purpose of this seclion, quéeing shall mean the ntermiliént starting and topping
of & wehicle while B driver, in the normal course of doing business, s waltlng ko parfom
work of @ senvica, and whan shutiing the vehicle enging off would impede the progress
of the queus and is impracticable. Quauing does nol include the time a driver may wait
moticniess in line in anicpation of tha start of & workday or & location whens work or &
sarvice will be parformaed,

D. Celluiar Telephane Safety While Driving
- 1. Wirglass Telephones

Revisnd Efecive Dute. Seplember 13, 2012
Original Effecine Custe: sy 1, 1667
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Employees and non-City employeas are not allowsd b0 use thair wraless telephone
{mithar City |ssued phonas or persanal phones) while driving on City business or whila
conducting City business uniess the telephone |5 designed and configured fo aliow
hands free lisbening and talking, and & wsed in that manner while driving. Even when
uging 8 hands-fee windess telephons, conducting Cify business on 3 calulsr telephane
whils driving should be kegt to s minimum and only done when necessary. This secan
dogs not apply to an employes or non-City employes using a wirsdass islephone for
emergency purposes (such as caling 811) while driving on Cily business.

Employees and non-City employees shall not use an electronic wirelass communication
device to write, sand, of read a texi-based communication whie driving on Ciy
business. “White, sand, or read a text based communication” means using an elecironic
wirelesgs communications devies bo manlaly communicals wilh any pafson uSing a hed-
based communication, including. but not imeed o, communications refermed 10 a5 & taxt
massags, instant message, or eleckronic mail,

3. Swom Polics and Fire Personngl

Swormn police and fire personnel using wireless felephones and electranic wireless
communication devices in the course and scope of heir dulies shall do 80 in accordanca
with thair respactive Duty Manuals and applicable poicas and procaduras relating to the
use of wirehess telephones and electronic windess communication devices,

V. COLUSIONACCIDENT REPORTING
A. Non-swom Employees and Non-City Employees

Reporting of wehicle colisons o accidents by Cily employess diving a Cily-owned
vehicle or their authorized personal vehicle and non-City employees driving & City-ownad
vehicle on City businass is required.  Reporting must be prompt, sccurata and complaie.
Thesa raports must ba made within no less than 24 hows (or 48 hours if the acsiden
coors on a weekend) o the employee’s immedisie superviscr, Non-Cily employess
shall report acciderts to the City's Depanmeant Diractor (or designes) who |8 responsible
for tha sanvices baing provided by the non-City employes. In all cases, accidend reparts
imvalving city-cened aquipment shall be provided o the Departmend of Public Works,
Fleet Managemer Division.

Incidental damage to a vehicle of equipment, defined as damage while e vehicle |s
unattended or damage such &5 & broken windshield from a fiying rock must also ba
reporied to the employea’s mmadiate supsnisor or M the Gase of non-City employess ta
the City's Departrian Director [of designas) who |8 responsible for the sarvices Daing
provided by e non-City empdoyes.  In all csses, incidental damage to city-ownied
equipmant shall be reported to the Deparment of Pubfic \Works, Fleet Management
Driwigion.

Fisvisind EMfcliva Dala: Saplambar 13, 20792
Coviggiesal EMactiva Dt May 1, 1967
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The reparting procedurs b be followed by City employess and non-City employees who
are involved in a vehicle aceidenl while driving a City-owned or aulhorized personal
yehiche on City business shall ba as follows:

a) Stop imrnedistely and render gid i sueh is necessary.
by Call the polica. Tell the police this is an sccident invwclving a City owned vehicle or

authoriped private vehicla an City business.

o) Donod meke or sign statements for anyane except the palica.

d} Prepare a Standard Sccident Report and give i fo the supendsor, or in the case of
morn-City employess to the Ciy's Deparment Director (or designes] who s
responsible for the services being provided by the non-City employes.

ﬂm[ﬂpﬂimntﬂlrﬂﬂmﬂllmﬂ&ﬂumﬁﬂfl&mﬂdﬂﬂtmﬂt&hﬂﬁrilmf!
Ciffice and another to the Depariment of Pubdic Works, Fleet Managemsant Division

B. Swom Police and Fire Personmel
Reporting of vehicle colisions or accidents by sworm Paobioe and Fire personne driving a
City-cramad vehicle or ther aulhorized personal vehicle while in the course and scope of
thielr duses shall do so in accardance with their respactive Duty Manuals and applicabla
policies and procedures relating o wehicle collisions or accidents.
V1. IRAFFIC AND PARKING CITATIONS
Traffic andior parking citations |m1u-¢wwmmuwmuma

All City-owmad moior wehicles and other Resl equipment except as exampled by e
Depanment of Public Works, Fleet Managemant Division, shall be plainly marked with the City
emblem on each side. All Clly-cwned mobor vehicles and other fleat eguipment shall be
identified with City equipment numbars, assigned by the Depatment of Public Works, Fleed
Management Division and displayed on each side andior on the rear of the eguipment.

AUTHORIZATION AND PROCEDURES

Depatments who hawe identified a nesd Tor & City-furnishied wehicle o condwct officisl City
business must infiate the process to obtain authorizaton to use a City vehide or personal
vehicle, Authorization for a City-fumished vehicle will not be granded undil the Depariment
Diractar of designes has complaled and approved & Transpartstion Reguest Fomm vanfying the
nead for a City wehicle for City business.

When a Deparments vehicla assignment has significantty changed and the Depariment
Direchor or designes determinas that a change in type of iransportafion or nolice of separalion is
mrﬂﬂﬂamwuHiﬂﬁTmspmuﬁmﬁqmmmemﬂmmmmmthdmm
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Departrent of Public Works, Flest Managemeant Division.  |f the Depariment's request is for a
chamge from mileage reémbursemant, the Deparmeant |8 responsible for noliing e Finance

Depariment b concel paymant authority.

The Cepartmant Direclor of designes may cancel the Wansportation aulhofzalion, whaheser
BuCh authorization is no lenger needad. If @0 employes separates from City servica, Human
Resources shall provide waitlen notiication bo the City Safety Officer,

The following procedure apphes to obtaning auwihorizetion to use City Provided or Persons|
yeficles on oficial City business, The policy requirements and annual authonzation process for
take-nome vehiclas (s found under Section N1LA.(4) of ihis policy,

Besponsibility Action

Deparbrmernt 1. Complete Transportation Reguest Form.  indicate the
type of ansportation requined, including justification for
such type.

2 Provide proof of minemum State required insurance by
producing & copy of the policy of a slatement of
insurance coverage showing the policy number,
expiration dale, and liability coverage for privately cwned
wencke({s ) which would be used for City business,

Maote: City employees and non-City employees who
operale  City-provided vehicles while conducting City
businass must poesess a vakd Califomia Oriver Licensa,
a current City Driving Permit and have an Transportation
Regquest Form approsed on file,

3. Foremrd request to supsrvisor or in the case of non-City
employess 1he Department Direclar (o designes) who is
responsible for the serdces being provided by the nan-
City smployea.

4. Wedly informeticn on Driver Licanse and City Driving
Permit

5. Sign and forward request to the Depertment Director or
designee,
Department Director 8, Review reguest and, if approved, submit to the Flaat
Managesnent Division for review and authorization.

i H: mmmmum-ﬂmacm

{imchuding, a8 delinged elssahens in Gis

p-;llqr Departmant Complaments, Special

Purpose wehicles, and Police and Fire Vehicles)
be assignad:

Rewisod Effoctve Date: September 13, 2012

Cuigingl ESectve Daie May 1, 1957
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Fleat Managaman
Divisien/City Manager's
Oifica

Requesting Depatmant

1) Complete and Sign the Transporiation
Requesl Fonm.

A Forward mgquest o the Flest
Management Diision for revies and
authorization

Mobe: If reguesting an Exceplion bo the minimum
mileage utilizeation, the reguast formn must incieds
furthar juestification for this request.

b. Ifthe use of a personal vehicle is approved:

1) Sign Transporaton Request Form.

Maba: Audhorization for uwse of a
personal vehicle does nol  require
approval from the Fleet Management
ﬁl-m-l-

2) Provide & copy of the appraved
Transporiation Reguest Fom to the
employes.

7. The Fleet Management Diviston shall review requesis for

yahicles that wil mest the minimun mileage wtilzation,
The onginal and duplicate copies of (he Transpartalion
Reguast Form will be relumed o the requesting
department, incheding approval or denial of the request.

Feguests for an Excaplion o Bhe minimum milsage
utiization shall be forearded to the City Managar's Office
for further review. The Request Form will be refumed o
the requesting departrment and the Flesl Managenent
Diviston, including approval or denial of the request.

. Receive notification of the dispesiion of Reguest from

the Fleet Maragement Division or, if applicable, the Cily
Menager's Office.

10, Pravide a copy of the Transportation Request Form to

the Departmeant rector or designes with a copy o the
employes supervisor or non-City employes department
coordinator responsible Tor informing the  requesting
individuals of the disposition of the request.

11.If the Reguest was denied, the Deparment Direcior

should considar akemative methods of fransportation o
assist the amployes or non-City employes in performing
Revmed Effective Dabs: Septemier 13, 2012

Criginel EFective Dale: May 1, 1987
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hig or har guias.

The fallewing procedure applies 1o oblaining aulhorfization 1o usé & Cilywide Pool wehicls on
official City business,

Responsibility Agtion

Department’SuperisonEmgloyes 1. Depariment (8 o werlly the employess wvalld
Califorria Driver Licenss and current City Deiving
P,

2. Employen shall acoess the Motor Pool Resenstion
link on fhe Ciy's Inaned site fo initiate the
nasarvation process

Fleet Management Division 3, Raview the request, Citywide Pool availability, and
== g disposition o the requesiing deganment

is/ Alex Gurza Seplember 13, 2012
Depaty City Manager Date
ta! Ed Shikada Sapternber 13, 2012
Aaggigtant City Manager Diate

Riviiad Effactive Date: Saphambiat 13, 3018
Ciriginal Eflactve Dala May 1, 1057
Paga 17 of 17




