TOWN OF HANOVER
550 HANOVER STREET, SUITE 29 Board of Selectmen
HANOVER, MASSACHUSETTS 02339
(781) 826-2261  (781) 826-5010

POLICY #13-01
VEHICLE USE POLICY

PURPOSE:

The purpose of this policy is to set forth the guidelines under which Town vehicles will be authorized
to Town personnel and the guidelines under which Town vehicles may be operated and used.

APPLICABILITY:

The provisions of this policy apply to all general government employees, who operate and/or use
municipal vehicles. This policy supersedes all other relative policies including Policy 91-2 adopted by
the Board of Selectmen on September 23, 1991.

GENERAL PROVISIONS:

It is the policy of the Town of Hanover to authorize the acquisition and utilization of vehicles for use
by officials of the Town in the conduct of their employment responsibilities, either during the work
shift or on a twenty-four (24) hour on-call basis. Town vehicles are for use by Town employees only.

Town vehicles are assigned on a departmental basis to be used by that department only. Other
departments are not to use vehicles not assigned to them unless given permission by the department
who has primary possession of such vehicle. Town vehicles are not intended for personal use. Town
vehicles should be viewed as belonging to the citizens of Hanover and are assigned solely for
purposes consistent with providing services to those citizens. When Town vehicles are not conducting
Town business, they are to be garaged at the appropriate Town department office.

The Town will provide a pool vehicle for general use and attendance at meetings, trainings and
seminars. Use of this vehicle shall be the primary option for employees. Reimbursement for mileage
for the use of privately owned vehicles will be authorized only in cases when the Town pool vehicle is
not available.

Assignment of Town Vehicles for 24 Hour Use (Vehicles Approved for Commuting Purposes)
I. The assignment of vehicles for twenty-four (24) hour use will be made in writing by

Department Heads to the Selectmen, and will only be considered for employees who
require a vehicle for the ordinary and necessary discharge of their job functions, including:



» officially designated on-call status;
» requirement for emergency availability;
» emergency or other equipment contained in the vehicle;

Such assignment may be rescinded with reasonable notice by the Town Manager for work-
related reasons.

When commuting, vehicle use is limited to travel to and from the residence and place of
work. The vehicle should not be utilized for travel outside a direct commuting route for
personal reasons, unless otherwise authorized by the Town Manager.

Whenever a position becomes vacant, the authorization for 24-hour use for commuting
shall be evaluated by the Town Manager and reported to the Board of Selectmen.

Employees assigned vehicles for 24-hour use involving a commute of more than twenty
(20) miles one way shall reimburse the Town for the additional operational or maintenance
cost as determined by the Board of Selectmen.

Employees assigned municipal vehicles on a 24-hour basis will be given a copy of this
policy and will be required to sign a confirmation of receipt.

VEHICLE USE AND OPERATION:

1;

Municipal vehicles must have the Town seal or department insignia patches affixed on the
drivers and passenger side doors (except for unmarked Police and Fire vehicles), and may
only be used for legitimate municipal business.

Municipal vehicles will not be used to transport passengers who are not directly or
indirectly related to municipal business, as determined by the Department Head.

Vehicles should contain only those items for which the vehicle is designed. The Town shall
not be liable for the loss or damage of any personal property transported in the vehicle.

Vehicles are to be kept clean. Any damage or malfunction shall be reported to a supervisor
immediately.

The transport of animals in municipal vehicles is prohibited unless they are service animals
or transport is a job related function such as the Animal Control Officer’s vehicle.

Employees shall not be allowed to smoke in municipal vehicles.

Employees and other vehicle passengers must wear seatbelts in Town vehicles so equipped
during operation of the vehicle (except for Police who must respond to an incident where
the use of a seat belt may present an unsafe situation for the vehicle operator and/or
occupant).

The use of cell phones is discouraged while driving, except for emergency purposes.
Texting while driving is strictly prohibited.



9. Employees shall not operate municipal vehicles under the influence of alcohol, illegal drugs,
or prescription drugs or medication that may interfere with effective and safe operation of
the vehicle.

10.

11.

12.

Employees who operate municipal vehicles must have a valid motor vehicle license issued
by the state of their current residence and may be required to provide proof of valid motor
vehicle license once every six (6) months.

Employees driving municipal vehicles shall obey all applicable traffic and parking
regulations, ordinances, and laws.

a)

b)

d)

No employee may use a municipal vehicle for out of state use without advance approval of the

Employees who incur parking or other fines in municipal vehicles will generally be
personally responsible for payment of such fines unless the Department Head approves
the payment of such fines by the Town.

Employees who are issued citations for any offense while using a municipal vehicle
must notify their supervisor immediately when practicable, but in no case later than 24
hours. Failure to provide such notice may be grounds for disciplinary action.

An employee who is assigned a municipal vehicle and who is arrested for or charged
with a motor vehicle offense for which the punishment includes suspension or
revocation of their motor vehicle license, whether in his or her personal vehicle or in a
municipal vehicle, must notify his or her supervisor no later than the beginning of their
next work shift. Conviction for such an offense may be grounds for loss of municipal
vehicle privileges and/or further disciplinary action.

An employee who is involved in any motor vehicle accident involving a municipal
vehicle shall contact their supervisor immediately who will contact the Police.

Department Head.

Failure to comply with any and all provisions of this policy may result in disciplinary action up to

and including removal of Town vehicle privileges, suspension, and/or termination.

TAXABLE FRINGE BENEFIT

Employees authorized to use a 24-hour Town vehicle may be subject to imputed income tax
regulations as set forth by the Internal Revenue Service, which considers a certain portion of the
vehicle use (namely the commute) to be income for the purposes of income taxation. The Town will
use the IRS Publication 15-B, Employers Tax Guide to Fringe Benefits, Section 3, Commuting Rule
in determining any tax liability and automatically update changes to the rate made by the IRS. The
rule establishes a $1.50 per one-way commute value as the non-cash taxable fringe value. This value
will be includable in the employee’s gross income reported on their W2 at FYE and is subject to all
federal withholding taxes. Employees who are assigned marked police and fire vehicles, unmarked
police vehicles or specialized vehicles carrying tools and meeting certain other eligibility criteria

established by the IRS will not be subject to the commuting valuation.



CONFIRMATION RECEIPT:

I have received a copy of the Town of Hanover,
(print name here)
Vehicle Use and Operation Policy, adopted by the Board of Selectmen on January 7, 2013.

Signature Date

EFFECTIVE DATE: January 7, 2013 BOARD OF SELECTMEN

Jo

Joseph R. Salvucci, Vice Chairman




