
City of East Bethel   
City Council Agenda 
Work Meeting - 6:30 PM 
Date: Wednesday, December 4, 2013 
 
 
  Item 
 
6:30 PM 1.0 Call to Order 
 
6:31 PM 2.0 Adopt Agenda 
 
6:32 PM 3.0 Fleet Policy 
 
7:15 PM 4.0 Adjourn 
 

 



 
 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
Date: 
December 4, 2013 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
Agenda Item Number: 
Item 3.0  
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
Agenda Item: 
Fleet Policy 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
Requested Action: 
Consider discussing modifications to the proposed Fleet Safety Program 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
Background Information: 
A Fleet Safety Program, as prepared and recommended by the League of Minnesota Cities 
Insurance Trust, was approved by City Council at the November 6, 2013 meeting. One of the 
conditions of the approval was to review and modify some parts of the Policy at the November 
20, 2013 Council meeting.  
 
At the November 20, 2013 City Council Meeting, proposed modifications to the Fleet Safety 
Program Policy were tabled due to issues regarding the proposed changes that were presented to 
Council. As a result of these concerns, Council scheduled a Work Meeting for December 4, 2013 
at 6:30 PM to continue discussion of this matter. 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
Attachments: 
Attachment 1-Original Fleet Maintenance Policy as presented to Council on November 6, 2013 
Attachment 2-Revised Fleet Maintenance Policy as presented to Council on November 20, 2013 
Attachment 3-Proposed Fleet Maintenance Policy, December 4, 2013 with revisions. 
Attachment 4-Proposed Fleet Maintenance Policy, December 4, 2013, clean copy. 
 
Fiscal Impact: 
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
Recommendation(s): 
Staff requests Council review the attached policy, dated December 4, 2013, and provide direction 
to staff as to any additions or further modification of the document.  
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  
City Council Action 
 
Motion by:_______________    Second by:_______________ 
 
________________________________________________________________________ 
 
________________________________________________________________________ 
 

City of East Bethel 
City Council 
Agenda Information 



________________________________________________________________________ 
 
Vote Yes:_____     Vote No:_____ 
 
No Action Required:_____ 



Attachment1        
 
 
                                              
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

FLEET SAFETY 
PROGRAM 

 
 
 

November 6, 2013 
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Section 1:  References 
 

A. ANSI Z15.1-2006 
 
Section 2:  Definitions 
 

A. Accident - An unplanned or unintended event or series of events that may: (a) result in 
death, injury, loss of or damage to a system or service; (b) cause environmental damage; 
(c) adversely affect an activity or function. 

B. Aggressive Driving - Driving in a selfish, bold, or pushy manner, without regard for the 
rights or safety of other users of the roadway. 

C. At-Fault Accident – Any accident where the driver is designated as having caused the 
accident or negligently contributed to its occurrence. 

D. Collision - An incident in which the first harmful event involves a motor vehicle in 
motion coming in contact with another vehicle, other property, person(s), or animal(s). 

E. Crash - An incident involving one or more motor vehicles in motion. 
F. Defensive Driving - Driving to save lives, time, and money, in spite of the conditions 

around you and the actions of others. 
G. Distracted Driving - Diversion of the driver’s attention from the task of operating a 

motor vehicle by activities, objects, or events inside or outside the vehicle, or by factors 
such as emotional stress or preoccupation. 

H. Incident - An undesired event that did or could have resulted in personal harm or 
property damage, or in any undesirable loss of resources.  Includes minor citation, at-fault 
accidents, moderate convictions, and major convictions. 

I. Incident Rate - The number of incidents per some unit of measurement, for the purpose 
of assessing safety performance over time or comparing performance with other 
organizations. 

J. Injury - Physical harm or damage to a person resulting in the marring of appearance, 
personal discomfort, and/or bodily hurt, impairment or death. 

K. Major Conviction – Any citation that involves (1) Driving while intoxicated or while 
under the influence of drugs or alcohol; (2) Failure to stop and report and accident; (3) 
Homicide, manslaughter, or assault arising out of the operation of a motor vehicle; (4) 
Driving while license is suspended or revoked; (5) Reckless driving; (6) Speed contest, 
drag racing, or attempting to elude an officer of the law. 

L. Minor Citation – Any moving traffic citation unless it qualifies as a moderate conviction 
or a major conviction.  This category does not include cases involving (1) Motor vehicle 
equipment, load or size requirements; (2) Improper display, or failure to display license 
plates; (3) Failure to sign or display registration; (4) Failure to have in possession a 
driver’s license. 

M. Moderate Conviction – Citations that involve: (1) possession of opened container or 
alcoholic beverages. 

N. Motor Vehicle - Any licensed mechanically or electrically powered device (except one 
moved by human power), not operated on rails, designed to be operated primarily on 
public streets and roads. Cargo and/or attachments (trailers, etc.) to a motor vehicle are 
considered part of that vehicle. 

O. Passenger - A person, other than the driver of the vehicle, who is in or on a motor 
vehicle. 

P. Preventable Collision - One in which the driver failed to do everything that reasonably 
could have been done to avoid the collision. 

Q. Remedial Training - Training required following an incident to upgrade and renew skills 

_____________________________________________________________________________________________________________________ 
2241 221st Avenue NE  East Bethel, Minnesota 55011 

(763) 367-7840 Fax (763) 434-9578 
www.ci.east-bethel.mn.us 



and demonstrate proficiency. 
R. Road Rage - A criminal offense in which a vehicle is used as a weapon with intent to do 

harm, or the physical assault of a driver or vehicle. 
S. Shall - The term “shall” is used throughout Z15.1 in accord with ANSI conventions to 

indicate a mandatory or required practice in terms of this standard. 
T. Should - The term “should” is used throughout Z15.1 in accord with ANSI conventions 

to indicate a recommended practice. 
 
Section 3:  Program Requirements 
 

A. Scope. The City of East Bethel will set forth practices for the safe operation of motor 
vehicles owned or operated by the City of East Bethel.  These practices are designed for 
use by those having the responsibility for the administration and operation of motor 
vehicles as a part of organizational operations. 

B. Purpose. The purpose of this Fleet Safety Program is to provide our employees and 
managers with tools and materials to ensure the safety of all employees who drive 
vehicles for the City of East Bethel. Vehicle accidents are costly to the City of East 
Bethel but more importantly, they may result in injury to our employees, volunteers and 
occupants of other vehicles or pedestrians. It is the driver's responsibility to operate the 
vehicle in a safe manner and to drive defensively to prevent injuries and property 
damage. As such, the City of East Bethel endorses all applicable state motor vehicle 
regulations relating to driver responsibility.  The City of East Bethel expects each driver 
to drive in a safe and courteous manner. The attitude our drivers take when behind the 
wheel is the single most important factor in driving safely. 

C. Application.  This policy applies to the operation of City owned or leased vehicles, 
whether the vehicle is being driven on organizational business or for personal use; and 
the operation of rental or driver-owned vehicles for organizational purposes. It applies to 
persons working on behalf of the City of East Bethel whose job performance requires the 
use of a motor vehicle. 

D. Written Program.   The City of East Bethel will review and evaluate this policy on an 
annual basis, when changes occur that prompt revision of this document, or when facility 
operational changes occur that require a revision of this document.  This written program 
will be communicated to all personnel.  It is designed to establish clear goals, and 
objectives.   

E. Responsibilities and Accountabilities. 
All levels of management will be involved in and held accountable for the program’s 
development, management, and implementation.   

1. Top Management has the responsibility to implement this fleet safety policy by: 
a. Directing all supervisors and employees to endorse and comply with this 

policy. 
b. Identifying and training existing and newly selected fleet operators to comply 

  with this policy. 
a. Ensuring the safe operation of fleet vehicles, in compliance with this policy. 
b. Enforcing compliance with this policy. All presently employed and new 

employees, who drive a City owned or leased vehicle in the normal course of 
their employment, must be trained and in compliance with this policy.   

2. Supervisors have the responsibility to: 
a. Identify and train existing and newly selected fleet operators to comply with 

this policy. 
b. Ensure that all vehicles can be operated safely or are taken out of service for 
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   repairs. 
c. Require and enforce compliance with this policy. 
d. Track and document all reported vehicle accidents. 
e. Assist with the identification of preventable and non-preventable vehicle 

  accidents, as requested. 
  3. Employees have the responsibility to: 

a. Understand their assigned tasks relating to fleet safety. 
b. Apply the proper training and equipment to safely operate a motor vehicle. 
c. Assist with the identification of vehicle operational problems. 
d. Comply with the directives of this policy. 
e. Act in compliance with vehicle insurance requirements. 

  
 F. Driver Recruitment, Selection and Assessment 

The City of East Bethel shall implement a system that recruits and selects drivers to 
ensure safe operation and management of the motor vehicle safety program. 

1. Motor Vehicle Record Annual Review 
All full time and part time employees of the City of East Bethel who operate a 
City owned or leased vehicle should have their motor vehicle record checked 
annually. All Applicants hired as vehicle operators will have their motor vehicle 
record checked for patterns of violations or recent violations of DWI or DUI prior 
to operating a City vehicle. 

2. New Driver Selection 
    a. Overview 

Employee selection procedures should be designed to evaluate an applicant’s 
experience and potential. All applicants hired as vehicle operators shall 
provide proof of the proper classification of vehicle license. Any new 
applicant hired as an operator shall receive a road test on the designated 
equipment and, if applicable, receive a DOT Physical Examination. 
Departments who have a promotional process shall follow their departmental 
process when promoting an existing employee into a vehicle operator 
position. 

    b. New Employee Training 
Basic training for all new drivers shall consist of on the job instruction and 
training with senior drivers or driver trainers. A defensive attitude is an 
important aspect of all new hire training. Drivers should believe that vehicle 
accidents are preventable if they take the initiative. Finally, drivers should be 
alert to hazards on the roadway that could cause an accident.  New drivers 
should be introduced to an unfamiliar vehicle’s general mechanical operation, 
safety equipment, emergency kit and accessory application, as well as a 
review of braking, backing, and trailer operation (if applicable).  Drivers who 
transport hazardous materials shall be instructed in the details of accident 
prevention and hazardous materials spill prevention and response. 

3. Monitoring Existing Drivers 
Driver abuse of equipment is another issue to review with existing drivers. If 
repair problems show a pattern, the driver should receive training in the areas in 
question, such as braking, etc. 

G. Driver Rules 
1.  All employees operating City equipment shall comply with the State Motor 

Vehicle Regulations. 
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2.  Drivers shall carry their State drivers license at all times while operating motor 
vehicles.  Licenses must be the proper classification for the vehicle driven. 

3.  Safety belts shall be worn at all times by all passengers and by all employees 
where seat belts are provided.  The only exception is when a suspect in a police 
vehicle is unable to be belted in due to unique arrest circumstances. 

4.  Drivers shall not consume alcoholic beverages, illegal drugs or medication that 
may affect driving ability, within 8 hours prior to, or at any time while on duty.  If 
an employee is under the influence of drugs or alcohol taken more than eight 
hours prior to their shift, it is the responsibility of the employee to call in to work 
to report an inability to perform their function for that shift. 

5.  When backing vehicles, there must be a clear view of the area immediately to the 
rear.  

6.  Tailgates shall be up and locked when vehicles so equipped are in motion. If a 
vehicle’s function requires that the tailgate remain down to carry a load, red flags 
shall be attached to the outer portion of the load. 

7.  Employees who operate motor vehicles, either regularly or occasionally are 
required to report any license revocations or suspensions immediately to their 
supervisors. 

8.  Reckless or unsafe operation of City vehicles is not permitted. This rule shall also 
apply to private vehicles operated on the City of East Bethel property. 

9.  The maximum speed on the City of East Bethel property is 10 MPH, unless 
otherwise posted. 

10.   Vehicle engines shall not be operating when adding any fuel or engine oil to the 
vehicle. 

11.   Employees shall not board or alight from any moving vehicle. 
12.   Employees shall not ride on the running boards of any vehicle. 
13.   Riding on the side, tool box, tailgate or roof of any vehicle, or in the back of a 

truck bed, when a vehicle is in motion, is not allowed. Exception: Firefighters 
may ride on the hose bed of an apparatus (Fire Truck) while loading hose only. 

14.   In pickup trucks, riders shall always sit in the front cab. 
15.   During periods of limited visibility, or any time that windshield wipers are in   

   use, headlights shall be turned on. The exception to this is any law enforcement  
   vehicle under specific circumstances. 

16.  Trailers shall be fastened to hitches, and safety chains shall be secured, as 
required by state law, before moving vehicles. 

17.  All items to be transported by truck or trailer, which has the potential to move 
around during transport, shall be secured. 

18.  No more than three persons shall ride in the front seat of any vehicle. Where 
there are only two single seats, there shall be only one person per seat. 

19.  No City vehicle shall be left unattended with the key in the ignition. This does 
not include Fire apparatus and Police cruisers. 

20.  All City of East Bethel vehicles parked on the street, except for emergency 
vehicles, shall be locked when not in use. 

21.  Employees are responsible for any traffic citations they receive while operating 
City vehicles. 

22.  City of East Bethel vehicles without a handicapped permit shall not be parked in 
handicapped parking spaces, with the exception of emergency vehicles 
responding to an emergency situation. 
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23.  Headphones are not allowed to be worn while operating a motor vehicle, except 
for emergency two way radios. This also does not pertain to situations where 
protective muffs or plugs are required for hearing protection. 

24.  Before leaving the operator’s seat, the vehicle shift selector shall be placed in 
park, and if needed, the parking brake applied. If the vehicle does not have a park 
position, the shift selector shall be placed in neutral and the parking brake applied. 

25. Smoking is not allowed in any City vehicles. 
 H. Orientation and Training 
  A process of orientation and training shall be established in order to ensure safe and 

effective operation of motor vehicles.  All new drivers will be trained on a vehicle 
similar in size, power, configuration and operation as the vehicle they will be using 
prior to being assigned the vehicle/unit, including any special equipment specific to 
their intended vehicle assignment. Training will include behind-the-wheel observation. 

1. Special Equipment 
Special equipment such as tractors, forklifts, graders, plows, snowmobiles, or 
equipment with special devices or usage, require instructions prior to use by the 
operator. Training should include the following: 
a.  Familiarization with the owner’s/operator’s manual. 
b.  Explanation and demonstration of control devices. 
c.  Explanation and demonstration of safety equipment. 
d.  Knowledge of maintenance items such as fuel, water, oil, and other minimum 
 operating needs of the equipment. 
e.  Demonstration of operation. 
f.  New driver operation with supervision and testing. 
g.  Training of new operators by the supervisor, or an experienced operator. 
  

Section 4:  Operational Environment 
 

A. Vehicle Maintenance and Safety Inspections 
The City Administrator and/or Department Head should be consulted regarding the 
selection, purchase and maintenance of City vehicles. Vehicles must be kept in a safe 
condition and provided with necessary safety or emergency equipment.  When taking 
out any fleet vehicle, drivers should complete an initial pre-trip inspection; provided 
however, that the pre-trip inspection of vehicles shall not be required of police and fire 
department personnel in emergency situations.  
 1. Repairs will be done by qualified automotive service personnel 
 2. Vehicles will be maintained based upon miles driven, hours of operation, or 

calendar time.   
 3. Vehicles will be maintained in accordance with the manufacturer’s 

recommendations 
B. Impaired Driving 

Drivers shall not consume alcoholic beverages, illegal drugs or medication that may 
affect driving ability, within eight hours prior to, or at any time while on duty.  If an 
employee is under the influence of drugs or alcohol taken more than eight hours prior to 
their shift, it is the responsibility of the employee to call in to work to report an inability 
to perform their function for that shift. 

C. Distracted Driving 
Drivers shall not be distracted while driving.  This includes refraining from the 
following activities: 

1. Cell Phone Use 
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2. Eating or Drinking 
3. Grooming 
4. Smoking 
5. Passengers such as children or pets 
6. Reading 
7. Use of Technology (GPS, computer, MP3, etc.) 

D. Aggressive Driving 
Drivers shall not resort to aggressive driving or road rage under any circumstances.  
Examples of aggressive driving include: 

1. Speeding 
2. Tailgating 
3. Failure to signal a lane change 
4. Running red lights and stop signs 
5. Weaving in traffic 
6. Yelling 
7. Making obscene gestures 
8. Excessive use of horn  

 E.  Vehicle Emergency Procedures 
   When it’s absolutely necessary to stop on a highway or city street in case of an 
   emergency, use extreme caution: 

1. Warning signals and lights shall be used. 
2. Rotating beacon(s) shall be used, if the vehicle is so equipped. 
3. Emergency flashers shall be used. 
4. Flares, fuses, warning flags, reflector triangles or other emergency equipment 

    shall be used to give adequate advance warning, where applicable for commercial 
    vehicles. 
 
Section 5:  Accident Reporting 
 

A. What to do at the Scene of an Accident 
Report all vehicle accidents. Collect any necessary information before leaving the 
accident site. The City of East Bethel will investigate all accidents involving City 
vehicles. The following shall be considered: 
 1. It is unlawful to leave the scene of any accident if you are involved in the 
  accident, without furnishing your name, address and vehicle information to the 
  other driver. Any hit and run accident, on private or public property, should be 

reported to the local police, sheriff or state patrol office with jurisdiction. 
2. Accidents involving a pedestrian and a City vehicle, or an accident involving a 

City employee who is struck by a vehicle, should also be reported to the local 
police, sheriff or state patrol office with jurisdiction.  

B.  Employee Retraining 
It may be necessary to retrain an employee if they are involved in a severe accident or 
repeated accidents.  Retraining with a co-worker, training officer, supervisor or driver 
trainer should review the actions leading up to the vehicle accident and how to prevent 
future accidents from occurring. 
 
During training, if vision, hearing, or other health conditions indicate a possible 
deficiency that may affect the safe operation of the vehicle, then an examination and 
evaluation by a medical specialist may be coordinated by the employee’s department. 
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Section 6:  Disciplinary Action 
 

A. Point System 
In order to provide a uniform method to evaluate driving records, the City of East 
Bethel has adopted a point-based measuring system which relates to each driver’s 
motor vehicle record.  The point values correspond to various types of driving 
convictions, similar to systems used by many states for determining when a license 
should be revoked or suspended. 

 
Special reviews will be held in cases where too many points have been accumulated 
within the stated time period.  A good driving record is defined as less than 6 points 
using the State Department of Motor Vehicle point system.  The normal time frame that 
is considered is three years.  However, major convictions, as defined below, are 
counted back as far as five years. 

 
The evaluation will be completed by the City Administrator and the driver’s supervisor.  
The point system will be as follows: 
 

Moving Violation     Points Assessed 
  Minor Violation, no accident involved   1 
  At Fault, no accident      2 

Major Citation or Conviction (within 3 years)  6 
  Major Citation or Conviction (>3 years, <5 years)  3 
 
  Additional Points 
  2 incidents within the most recent 18 months adds  1 

3 incidents within the most recent 18 months adds  2 
 
Disciplinary action, based on an accumulation of points over a specified period of time, 
may include all or any of the following: 

• Verbal Warning 
• Written Warning 
• Suspension 
• Termination 

 
The appropriate signature and date on the Driver Acknowledgement confirms that the 
driver fully understands the need for an acceptable driving record, based on the point 
system. The signature and date also acknowledges that the driver is aware that points 
will be assigned for moving violations and that accumulation of points over a 
prescribed threshold will result in disciplinary action. 

 
Enforcement of clear, quantitative rules regarding the consequences of unsafe driving 
behaviors is remarkably successful in changing those unsafe behaviors and in reducing 
the number of moving violations and preventable crashes.  
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 The City of East Bethel 

 
ACKNOWLEDGMENT OF RECEIPT 

OF 
VEHICLE FLEET SAFETY MANUAL 

 
This is to acknowledge that I have received a copy of the Vehicle Fleet Safety Manual 
and understand that it contains important information on many of the City of East Bethel 
general driving safety policies and on my driving privileges and obligations as an 
employee. I acknowledge that I am expected to read, understand, and adhere to these 
policies and will familiarize myself with the material in the manual. Additionally, I agree 
to abide by any new or revised policy. 

 
I understand that I am governed by the contents of the manual and that,  the City of East 
Bethel may change, rescind or add to any policies or practices described in this manual 
from time to time in its sole and absolute discretion with or without prior notice.  The 
City of East Bethel will advise employees of material changes within a reasonable time. 

 
I further acknowledge and agree that employment with the City of East Bethel may be 
terminated for not abiding by the rules and policies set forth in the Vehicle Fleet Safety 
Manual.  
 
_______________________________________  ________________ 

Employee Signature      Date 
 

_______________________________________  
Print or Type Name    

 
 
IMPORTANT NOTE: I understand it is my responsibility to read, understand, and 
comply with the provisions contained in the City of East Bethel Vehicle Fleet Safety 
Manual.  If I am unable to understand any part of this manual, I will arrange to have it 
translated or explained to me.  I further understand that if I am unable to arrange such 
help, I will immediately notify my supervisor who will make arrangements for needed 
assistance. 

 
(Please place in employee's personnel file.) 
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Section 1:  References 
 

A. ANSI Z15.1-2006 
 
Section 2:  Definitions 
 

A. Accident - An unplanned or unintended event or series of events that may: (a) result in 
death, injury, loss of or damage to a system or service; (b) cause environmental damage; 
(c) adversely affect an activity or function. 

B. Aggressive Driving - Driving in a selfish, bold, or pushy manner, without regard for the 
rights or safety of other users of the roadway. 

C. At-Fault Accident – Any accident where the driver is designated as having caused the 
accident or negligently contributed to its occurrence. 

D. Collision - An incident in which the first harmful event involves a motor vehicle in 
motion coming in contact with another vehicle, other property, person(s), or animal(s). 

E. Crash - An incident involving one or more motor vehicles in motion. 
F. Defensive Driving - Driving to save lives, time, and money, in spite of the conditions 

around you and the actions of others. 
G. Distracted Driving - Diversion of the driver’s attention from the task of operating a 

motor vehicle by activities, objects, or events inside or outside the vehicle, or by factors 
such as emotional stress or preoccupation. 

H. Incident - An undesired event that did or could have resulted in personal harm or 
property damage, or in any undesirable loss of resources.  Includes minor citation, at-fault 
accidents, moderate convictions, and major convictions. 

I. Incident Rate - The number of incidents per some unit of measurement, for the purpose 
of assessing safety performance over time or comparing performance with other 
organizations. 

J. Injury - Physical harm or damage to a person resulting in the marring of appearance, 
personal discomfort, and/or bodily hurt, impairment or death. 

K. Major Conviction – Any citation that involves (1) Driving while intoxicated or while 
under the influence of drugs or alcohol; (2) Failure to stop and report and accident; (3) 
Homicide, manslaughter, or assault arising out of the operation of a motor vehicle; (4) 
Driving while license is suspended or revoked; (5) Reckless driving; (6) Speed contest, 
drag racing, or attempting to elude an officer of the law. 

L. Minor Citation – Any moving traffic citation unless it qualifies as a moderate conviction 
or a major conviction.  This category does not include cases involving (1) Motor vehicle 
equipment, load or size requirements; (2) Improper display, or failure to display license 
plates; (3) Failure to sign or display registration; (4) Failure to have in possession a 
driver’s license. 

M. Moderate Conviction – Citations that involve: (1) possession of opened container or 
alcoholic beverages. 

N. Motor Vehicle - Any licensed mechanically or electrically powered device (except one 
moved by human power), not operated on rails, designed to be operated primarily on 
public streets and roads. Cargo and/or attachments (trailers, etc.) to a motor vehicle are 
considered part of that vehicle. 

O. Passenger - A person, other than the driver of the vehicle, who is in or on a motor 
vehicle. 

P. Preventable Collision - One in which the driver failed to do everything that reasonably 
could have been done to avoid the collision. 

Q. Remedial Training - Training required following an incident to upgrade and renew skills 
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and demonstrate proficiency. 
R. Road Rage - A criminal offense in which a vehicle is used as a weapon with intent to do 

harm, or the physical assault of a driver or vehicle. 
S. Shall - The term “shall” is used throughout Z15.1 in accord with ANSI conventions to 

indicate a mandatory or required practice in terms of this standard. 
T. Should - The term “should” is used throughout Z15.1 in accord with ANSI conventions 

to indicate a recommended practice. 
 
Section 3:  Program Requirements 
 

A. Scope. The City of East Bethel will set forth practices for the safe operation of motor 
vehicles owned or operated by the City of East Bethel.  These practices are designed for 
use by those having the responsibility for the administration and operation of motor 
vehicles as a part of organizational operations. 

B. Purpose. The purpose of this Fleet Safety Program is to provide our employees and 
managers with tools and materials to ensure the safety of all employees who drive 
vehicles for the City of East Bethel. Vehicle accidents are costly to the City of East 
Bethel but more importantly, they may result in injury to our employees, volunteers and 
occupants of other vehicles or pedestrians. It is the driver's responsibility to operate the 
vehicle in a safe manner and to drive defensively to prevent injuries and property 
damage. As such, the City of East Bethel endorses all applicable state motor vehicle 
regulations relating to driver responsibility.  The City of East Bethel expects each driver 
to drive in a safe and courteous manner. The attitude our drivers take when behind the 
wheel is the single most important factor in driving safely. 

C. Application.  This policy applies to the operation of City owned or leased vehicles, 
whether the vehicle is being driven on organizational business or for personal use; and 
the operation of rental or driver-owned vehicles for organizational purposes. It applies to 
persons working on behalf of the City of East Bethel whose job performance requires the 
use of a motor vehicle. 

D. Written Program.   The City of East Bethel will review and evaluate this policy on an 
annual basis, when changes occur that prompt revision of this document, or when facility 
operational changes occur that require a revision of this document.  This written program 
will be communicated to all personnel.  It is designed to establish clear goals, and 
objectives.   

E. Responsibilities and Accountabilities. 
All levels of management will be involved in and held accountable for the program’s 
development, management, and implementation.   

1. Top ManagementCity Administrator has the responsibility to implement this fleet 
safety policy by: 

a. Directing all supervisors department heads and employees to endorse and 
comply with this policy. 

b. Identifying and training existing and newly selected fleet operators to comply 
  with this policy. 

a. Ensuring the safe operation of fleet vehicles, in compliance with this policy. 
b. Enforcing compliance with this policy. All presently employed and new 

employees, who drive a City owned or leased vehicle in the normal course of 
their employment, must be trained and in compliance with this policy.   

2. Supervisors Department Heads have the responsibility to: 
a. Identify and train existing and newly selected fleet operators to comply with 

this policy. 
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b. Ensure that all vehicles can be operated safely or are taken out of service for 
   repairs. 

c. Require and enforce compliance with this policy. 
d. Track and document all reported vehicle accidents. 
e. Assist with the identification of preventable and non-preventable vehicle 

  accidents, as requested. 
  3. Employees have the responsibility to: 

a. Understand their assigned tasks relating to fleet safety. 
b. Apply the proper training and equipment to safely operate a motor vehicle. 
c. Assist with the identification of vehicle operational problems. 
d. Comply with the directives of this policy. 
e. Act in compliance with vehicle insurance requirements. 

  
 F. Driver Recruitment, Selection and Assessment 

The City of East Bethel shall implement a system that recruits and selects drivers to 
ensure safe operation and management of the motor vehicle safety program. 

1. Motor Vehicle Record Annual Review 
All full time and part time employees of the City of East Bethel who operate a 
City owned or leased vehicle should will have their motor vehicle record checked 
annually. All Applicants hired as vehicle operators will have their motor vehicle 
record checked for patterns of violations or recent violations of DWI, or DUI, or 
other major traffic violations prior to operating a City vehicle. 

2. New Driver Selection 
    a. Overview 

Employee selection procedures should be designed to evaluate an applicant’s 
experience and potential. All Any applicants hired recommended for hire as 
vehicle operators shall provide proof of the proper classification of vehicle 
license and will be subject to a mandatory license background check prior to 
offer of employment. Any new applicant hired as an operator shall receive a 
road test on the designated equipment and, if applicable, receive a DOT 
Physical Examination. Departments, who which have a promotional process, 
shall follow their departmental process when promoting an existing employee 
into a vehicle operator position. 

    b. New Employee Training 
Basic training for all new drivers shall consist of on the job instruction and 
training with senior drivers or driver trainers. A defensive Defensive driving 
attitude training is an important aspect of all new hire training. Drivers should 
believe that vehicle accidents are preventable if they take the initiative. 
Finally, drivers should be alert to hazards on the roadway that could cause an 
accident.  New drivers should be introduced to an unfamiliar vehicle’s general 
mechanical operation, safety equipment, emergency kit and accessory 
application, as well as a review of braking, backing, and trailer operation (if 
applicable).  Drivers who transport hazardous materials shall be instructed in 
the details of accident prevention and hazardous materials spill prevention and 
response. 

3. Monitoring Existing Drivers 
Driver abuse of equipment is another issue to review with existing drivers. If 
repair problems show a pattern, the driver should receive training in the areas in 
question, such as braking, etc. 

G. Driver Rules 
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1.  All employees operating City equipment shall comply with the State Motor 
Vehicle Regulations. 

2.  Drivers shall carry their State drivers license at all times while operating motor 
vehicles.  Licenses must be the proper classification for the vehicle driven. 

3.  Safety belts shall be worn at all times by all passengers and by all employees 
where seat belts are provided.  The only exception is when a suspect in a police 
vehicle is unable to be belted in due to unique arrest circumstances. 

4.  Drivers shall not consume alcoholic beverages, illegal drugs or medication that 
may affect driving ability, within 8 hours prior to, or at any time while on duty.  If 
an employee is under the influence of drugs or alcohol taken more than eight 
hours prior to their shift, it is the responsibility of the employee to call in to work 
to report an inability to perform their function for that shift. 

5.  When backing vehicles, there must be a clear view of the area immediately to the 
rear.  

6.  Tailgates shall be up and locked when vehicles so equipped are in motion. If a 
vehicle’s function requires that the tailgate remain down to carry a load, red flags 
shall be attached to the outer portion of the load. 

7.  Employees who operate motor vehicles, either regularly or occasionally are 
required to report any license revocations or suspensions immediately to their 
supervisors. 

8.  Reckless or unsafe operation of City vehicles is not permitted. This rule shall also 
apply to private vehicles operated on the City of East Bethel property. 

9.  The maximum speed on the City of East Bethel property is 10 MPH, unless 
otherwise posted. 

10.   Vehicle engines shall not be operating when adding any fuel or engine oil to the 
vehicle. 

11.   Employees shall not board or alight from any moving vehicle. 
12.   Employees shall not ride on the running boards of any vehicle. 
13.   Riding on the side, tool box, tailgate or roof of any vehicle, or in the back of a 

truck bed, when a vehicle is in motion, is not allowed. Exception: Firefighters 
may ride on the hose bed of an apparatus (Fire Truck) while loading hose only. 

14.   In pickup trucks, riders shall always sit in the front cab. 
15.   During periods of limited visibility, or any time that windshield wipers are in   

   use, headlights shall be turned on. The exception to this is any law enforcement  
   vehicle under specific circumstances. 

16.  Trailers shall be fastened to hitches, and safety chains shall be secured, as 
required by state law, before moving vehicles. 

17.  All items to be transported by truck or trailer, which has the potential to move 
around during transport, shall be secured. 

18.  No more than three persons shall ride in the front seat of any vehicle. Where 
there are only two single seats, there shall be only one person per seat. 

19.  No City vehicle shall be left unattended with the key in the ignition. This does 
not include Fire apparatus and Police cruisers. 

20.  All City of East Bethel vehicles parked on the street, except for emergency 
vehicles, shall be locked when not in use. 

21.  Employees are responsible for any traffic citations they receive while operating 
City vehicles. 

22.  City of East Bethel vehicles without a handicapped permit shall not be parked in 
handicapped parking spaces, with the exception of emergency vehicles 
responding to an emergency situation. 
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23.  Headphones are not allowed to be worn while operating a motor vehicle, except 
for emergency two way radios. This also does not pertain to situations where 
protective muffs or plugs are required for hearing protection. 

24.  Before leaving the operator’s seat, the vehicle shift selector shall be placed in 
park, and if needed, the parking brake applied. If the vehicle does not have a park 
position, the shift selector shall be placed in neutral and the parking brake applied. 

25. Smoking is not allowed in any City vehicles. 
 H. Orientation and Training 
  A process of orientation and training shall be established in order to ensure safe and 

effective operation of motor vehicles.  All new drivers will be trained on a vehicle 
similar in size, power, configuration and operation as the vehicle they will be using 
prior to being assigned the vehicle/unit, including any special equipment specific to 
their intended vehicle assignment. Training will include behind-the-wheel observation. 

1. Special Equipment 
Special equipment such as tractors, forklifts, graders, plows, snowmobiles, or 
equipment with special devices or usage, require instructions prior to use by the 
operator. Training should include the following: 
a.  Familiarization with the owner’s/operator’s manual. 
b.  Explanation and demonstration of control devices. 
c.  Explanation and demonstration of safety equipment. 
d.  Knowledge of maintenance items such as fuel, water, oil, and other minimum 
 operating needs of the equipment. 
e.  Demonstration of operation. 
f.  New driver operation with supervision and testing. 
g.  Training of new operators by the supervisor, or an experienced operator. 
  

Section 4:  Operational Environment 
 

A. Vehicle Maintenance and Safety Inspections 
The City Administrator and/or Department Head should be consulted regarding the 
selection, purchase and maintenance of City vehicles. Vehicles must be kept in a safe 
condition and provided with necessary safety or emergency equipment.  When taking 
out any fleet vehicle, drivers should complete an initial pre-trip inspection; provided 
however, that the pre-trip inspection of vehicles shall not be required of police and fire 
department personnel in emergency situations.  
 1. Repairs will be done by qualified automotive service personnel 
 2. Vehicles will be maintained based upon miles driven, hours of operation, or 

calendar time.   
 3. Vehicles will be maintained in accordance with the manufacturer’s 

recommendations 
B. Impaired Driving 

Drivers shall not consume alcoholic beverages, illegal drugs or medication that may 
affect driving ability, within eight hours prior to, or at any time while on duty.  If an 
employee is under the influence of drugs or alcohol taken more than eight hours prior to 
their shift, it is the responsibility of the employee to call in to work to report an inability 
to perform their function for that shift. 

C. Distracted Driving 
Drivers shall not be distracted while driving.  This includes refraining from but not 
limited to the following activities: 

1. Cell Phone Use 
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2. Eating or Drinking 
3. Grooming 
4. Smoking 
5. Physical or verbal Passenger interference or disruptions  s such as children or pets 
6. Reading 
7. Use of Technology (GPS, computer, MP3, etc.) 

D. Aggressive Driving 
Drivers shall not resort to aggressive driving or road rage under any circumstances.  
Examples of aggressive driving include but are not limited to: 

1. Speeding 
2. Tailgating 
3. Failure to signal a lane change 
4. Running red lights and stop signs 
5. Weaving in traffic 
6. Yelling 
7. Making obscene gestures 
8. Excessive use of horn  

 E.  Vehicle Emergency Procedures 
   When it’s absolutely necessary to stop on a highway or city street in case of an 
   emergency, use extreme caution: 

1. Warning signals and lights shall be used. 
2. Rotating beacon(s) shall be used, if the vehicle is so equipped. 
3. Emergency flashers shall be used. 
4. Flares, fuses, warning flags, reflector triangles or other emergency equipment 

    shall be used to give adequate advance warning, where applicable for commercial 
    vehicles. 
 
Section 5:  Accident Reporting 
 

A. What to do at the Scene of an Accident 
Report all vehicle accidents. Collect any necessary information before leaving the 
accident site. The City of East Bethel will investigate all accidents involving City 
vehicles. The following shall be considered: 
 1. It is unlawful to leave the scene of any accident if you are involved in the 
  accident, without furnishing your name, address and vehicle information to the 
  other driver. Any hit and run accident, on private or public property, should be 

reported to the local police, sheriff or state patrol office with jurisdiction. 
2. Accidents involving a pedestrian and a City vehicle, or an accident involving a 

City employee who is struck by a vehicle, should also be reported to the local 
police, sheriff or state patrol office with jurisdiction.  

B.  Employee Retraining 
It may be necessary to retrain an employee if they are involved in a severe accident or 
repeated accidents.  Retraining with a co-worker, training officer, supervisor or driver 
trainer should shall include a  review of the actions leading up to the vehicle accident 
and how to prevent future accidents from occurring. 
 
During training, if vision, hearing, or other health conditions indicate a possible 
deficiency that may affect the safe operation of the vehicle, then an examination and 
evaluation by a medical specialist may be coordinated by the employee’s department. 
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Section 6:  Disciplinary Action 
 

A. Point System 
In order to provide a uniform method to evaluate driving records, the City of East 
Bethel has adopted a point-based measuring system which relates to each driver’s 
motor vehicle record.  The point values correspond to various types of driving 
convictions, similar to systems used by many states for determining when a license 
should be revoked or suspended. This system is referenced in Section 13 of the City 
Personnel Policies. 

 
Special reviews will be held in cases where too many points have been accumulated 
within the stated time period.  A good driving record is defined as less than 6 points 
using the State Department of Motor Vehicle point system.  The normal time frame that 
is considered is three years.  However, major convictions, as defined below, are 
counted back as far as five years. 

 
The evaluation will be completed by the City Administrator and the driver’s supervisor.  
The point system will be as follows: 
 

Moving Violation     Points Assessed 
  Minor Violation, no accident involved   1 
  At Fault, no accident      2 

Major Citation or Conviction (within 3 years)  6 
  Major Citation or Conviction (>3 years, <5 years)  3 
 
  Additional Points 
  2 incidents within the most recent 18 months adds  1 

3 incidents within the most recent 18 months adds  2 
 
Disciplinary action, based on an accumulation of points over a specified period of time, 
may include all or any of the following: 

• Verbal Warning 
• Written Warning 
• Suspension 
• Termination 

 
The appropriate personal signature and date on the Driver 
AcknowledgementAcknowledgement of Receipt of Vehicle Fleet Safety Program Form 
confirms that the driver fully understands the need for an acceptable driving record, 
based on the point system. The signature and date also acknowledges that the driver is 
aware that points will be assigned for moving violations and that accumulation of 
points over a prescribed threshold will result in disciplinary action as indicated above 
and referenced in Section 13 of the East Bethel City Personnel Policies. 

 
Enforcement of clear, quantitative rules regarding the consequences of unsafe driving 
behaviors is remarkably successful in changing those unsafe behaviors and in reducing 
the number of moving violations and preventable crashes.  
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 The City of East Bethel 

 
ACKNOWLEDGMENT OF RECEIPT 

OF 
VEHICLE FLEET SAFETY MANUALPROGRAM FORM 

 
This is to acknowledge that I have received a copy of the Vehicle Fleet Safety Manual 
Program and understand that it contains important information on many of the City of 
East Bethel general driving safety policies and on my driving privileges and obligations 
as an employee. I acknowledge that I am expected to read, understand, and adhere to 
these policies and will familiarize myself with the material in the manual. Additionally, I 
agree to abide by any new or revised policy. 

 
I understand that I am governed by the contents of the manual and that,  the City of East 
Bethel may change, rescind or add to any policies or practices described in this manual 
program from time to time in its sole and absolute discretion with or without prior notice.  
The City of East Bethel will advise employees of material changes within a reasonable 
time. 

 
I further acknowledge and agree that employment with the City of East Bethel may be 
terminated for not abiding by the rules and policies set forth in the Vehicle Fleet Safety 
ManualProgram.  
 
_______________________________________  ________________ 

Employee Signature      Date 
 

_______________________________________  
Print or Type Name    

 
 
IMPORTANT NOTE: I understand it is my responsibility to read, understand, and 
comply with the provisions contained in the City of East Bethel Vehicle Fleet Safety 
ManualProgram.  If I am unable to understand any part of this manualprogram, I will 
arrange to have it translated or explained to me.  I further understand that if I am unable 
to arrange such help, I will immediately notify my supervisor who will make 
arrangements for needed assistance. 

 
(Please place in employee's personnel file.) 
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Section 1:  References 
 

A. ANSI Z15.1-2006 
 
Section 2:  Definitions 
 

A. Accident - An unplanned or unintended incident involving one or more Fleet Vehicles 
event or series of events, including citations and at-fault incidents that may:  

a. (a) Result in death, injury, property loss of or damage to a system or service; (b)  
b. Cause environmental damage; (c)  and/or 
c. Adversely affect an City activity or function. 

B. Aggressive Driving - Driving in a selfish, bold, or pushy manner, without regard for the 
rights or safety of others. users of the roadway. 

C. At-Fault Accident – Any accident where the Fleet Operator driver is designated as 
having determined to have caused the accident or negligently contributed to its 
occurrence. 

D. City – The City of East Bethel. 
E. Collision - An incident in which the first harmful event involves a motor  a Fleet Vehicle 

in motion coming in contact with impacts another vehicle, other property, person(s), or 
animal(s). 

F. Crash – An incident A collision involving one or more motor vehicles in motion. 
G. Defensive Driving - Driving to save lives, time, and money, in spite of the conditions 

around you and the actions of others. 
H. Distracted Driving - Diversion of the driver’s attention from the task of operating a 

motor vehicle by activities, objects, or events inside or outside the vehicle, or by factors 
such as emotional stress or preoccupation. 

I. Employees – All City employees, including the City Administrator, Department Heads 
and Fleet Operators; except law enforcement personnel. 

J. Fleet Vehicle - Any motor vehicle owned or leased by the City, except law enforcement 
vehicles. 

K. Fleet Operators – All City employees that drive City owned or leased motor vehicle(s) 
in the course and scope of their employment.  

L. Incident - An undesired event that did or could have resulted in personal harm or 
property damage, or in any undesirable loss of resources.  Includes minor citation, at-fault 
accidents, moderate convictions, and major convictions. 

M. Incident Rate - The number of incidents per some unit of measurement, for the purpose 
of assessing safety performance over time or comparing performance with other 
organizations. 

N. Injury - Physical harm or damage to a person resulting in the marring of appearance, 
personal discomfort, and/or bodily hurt, impairment or death. 

O. Major Conviction Citation – Any traffic citation that involves  
a. (1) Driving while intoxicated or while under the influence of drugs or alcohol;  
b. (2) Failure to stop and report and accident;  
c. Vehicular homicide Homicide, manslaughter, or assault; arising out of the 

operation of a motor vehicle; (4)  
d. Driving while license is suspended or revoked; (5)  
e. Reckless driving; or (6)  
f. Speed contest, drag racing, or attempting to elude an officer of the law. 

P. Minor Citation – Any moving traffic citation unless it qualifies as a moderate conviction 
or a major conviction.  This category does not include cases involving  non-moving 
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citations for 
a. (1) Motor vehicle equipment, load or size requirements; (2)  
b. Improper display, or failure to display license plates; (3)  
c. Failure to sign or display registration; (4) or 
d. Failure to have in possession a driver’s license. 

Q. Moderate Conviction Citation – Citations that involve: (1) possession of opened 
container or alcoholic beverages.  Any traffic citation for possession of alcoholic 
beverages or an opened container. 

R. Motor Vehicle - Any licensed mechanically or electrically powered device (except one 
moved by human power), not operated on rails, designed to be operated primarily on 
public streets and roads. Cargo and/or attachments (trailers, etc.) to a motor vehicle are 
considered part of that vehicle. 

S. Passenger - A person, other than driver of the vehicle, who is in or on a motor vehicle. 
T. Personnel Policy – The City’s Personnel Policy, as from time to time, updated. 
U. Program – The Fleet Safety Program to ensure the safe operation of Fleet Vehicles. 
V. Preventable Collision - One in which the driver unreasonably failed to do everything 

that reasonably could have been done to avoid the collision. 
W. Remedial Training - Training required of a Fleet Operator following an incident or 

citation to upgrade and renew skills and to demonstrate driving proficiency. 
X. Road Rage - A criminal offense in which a vehicle is used as a weapon with intent to do 

harm, or the physical assault of a driver or vehicle. 
Y. Shall - The term “shall” is used throughout Z15.1 in accord with ANSI conventions to 

indicate a mandatory or required practice in terms of this standard. 
Z. Should - The term “should” is used throughout Z15.1 in accord with ANSI conventions 

to indicate a recommended practice. 
 
Section 3:  Program Requirements 
 

A. Scope. The City of East Bethel will set forth practices for the safe operation of motor 
vehicles owned or operated by the City of East Bethel its Fleet.  These practices are 
designed for use by those having the responsibility for the administration and operation 
of motor vehicles  fleet operators  employees as a part of organizational  City operations. 

B. Purpose. The purpose of this Fleet Safety Program is to provide our employees and 
managers with tools and materials to ensure the safety of all Fleet Operators. employees 
who drive vehicles for the City of East Bethel. Vehicle accidents     

1. Accidents, incidents and citations are costly to the City of East Bethel but more 
importantly, they may result in injuries and property damage. injury to our 
employees, volunteers and occupants of other vehicles or pedestrians. It is the 
driver's   responsibility to operate the vehicle in a safe manner and to drive 
defensively   

2. Fleet operators are responsible for operating Fleet Vehicles safely and driving 
defensively to prevent accidents and incidents.   injuries and property damage. As 
such, the   

3. The City of East Bethel endorses all applicable state motor vehicle regulations 
relating to driver responsibility.  The City of East Bethel expects each driver Fleet 
Operators to drive in a safe and courteous manner.  

4. The attitude our drivers Fleet Operators take when behind the wheel is the single 
most important factor in driving safely. 

5. This Program is a supplement to the Personnel Policy and does not supercede its 
requirements. 
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6. This Program does not apply to Law Enforcement employees or Law 
Enforcement Vehicles. 

C. Application.  This policy applies to the operation of Fleet Vehicles City owned or leased 
vehicles, whether the vehicle is being driven on organizational City business or for 
personal use; and the operation of rental or driver-owned vehicles for organizational City 
purposes. It applies to persons working on behalf of the City of East Bethel whose job 
performance requires the use of a motor Fleet Vehicle. 

D. Written Program Annual Program Review.  This Program is designed to establish 
clear goals, and objectives.  A written copy of this Program will be provided to all City 
employees.  The City of East Bethel will review and evaluate and/or amend this Program 

1. policy On an annual basis; 
2. When changes occur that prompt revision of this document, or  
3. When facility operational changes occur that require a revision of this document.  

This written program will be communicated to all personnel.  
E. Responsibilities and Accountabilities. 

All levels of City management will be involved in and held accountable for the 
Program’s development, management, and implementation.   

1. The City Administrator has the responsibility to shall implement this Fleet Safety 
Program to ensure the safe operation of Fleet Vehicles and  policy by: 

a. Directing all Department Heads and employees to endorse and comply with 
this policy. Program; 

b. Identifying and training existing and newly selected all Fleet Operators to 
comply with this Program; policy. 

c. Ensuring the safe operation of fleet vehicles, in compliance with this policy. 
d. Enforcing  Require and enforce compliance with this Program; policy.  
e. Ensure all presently employed and new employees,  who drive a City owned 

or leased vehicle in the normal course of their employment, must be Fleet 
Operators are trained in the requirements of this Program and remain in 
compliance with this policy.   

2. Department Heads have the responsibility to: 
a. Identify and train existing and newly selected Fleet Operators to comply with 

this policy. Program; 
b. Ensure that all Fleet Vehicles can be operated safely; 
c. Ensure that Fleet Vehicles that require maintenance and/or repairs are taken 

out of service until the maintenance and/or repairs are complete; for repairs. 
d. Require and enforce compliance with this Program; policy. 
e. Track and document all reported vehicle accidents and; 
f. Assist with the identification of  Identify preventable and non-preventable 

vehicle accidents, as requested. 
  3. Employees have the responsibility to: 

a. Understand and comply with their assigned tasks and duties relating to Fleet 
Safety; 

b. Apply the proper Implement safety training and properly use equipment to 
safely operate a motor while operating Fleet Vehicles; 

c. Assist with the identification of  Identify and report Fleet Vehicle 
malfunctions to their Department Head and/or the City Administrator; and 
operational problems. 

d. Comply with the directives of this policy. 
e. Act in compliance Comply with vehicle all applicable insurance requirements. 
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 F. Driver Recruitment, Selection and Assessment 

The City of East Bethel shall implement a system that  shall recruits and selects drivers 
Fleet Operators in a manner to ensure safe operation of Fleet Vehicles and management 
of the motor compliance with the Fleet Vehicle  Safety Program. 

1. Motor Vehicle Record Annual Review 
All full time and part time employees of the City of East Bethel who operate a 
City owned or leased vehicle All Fleet Operators will have their motor vehicle 
record checked annually. All Applicants hired as vehicle operators  All newly 
hired Fleet Operators will have their motor vehicle record checked for patterns of 
violations or recent violations of  DWI, DUI, or other major traffic citations 
violations prior to operating a City vehicle Fleet Vehicle. 

2. New Driver Selection 
    a. Overview 

Employee Selection procedures for Fleet Operators should be designed to 
evaluate an applicant’s driving experience and potential. Any All applicants 
recommended for hire shall provide proof of the proper classification of 
vehicle license and will be subject to a mandatory license background check 
prior to offer of employment. Any new applicant hired All newly hired Fleet 
Operators as an operator shall receive a road test on the designated equipment 
and, if applicable, receive a DOT Physical Examination. 

    b. Departments, which have with a promotional process, shall follow that their 
departmental process when promoting an existing employee into  to a vehicle 
Fleet Operator position. 

   3. New Employee Training 
a.    Basic training for all new drivers Fleet Operators shall consist of on-the-job 
instruction and training with senior Fleet Operators drivers or driver Fleet 
Operator trainers. 

                   b.    Defensive driving training is an important aspect of all new hire training. 
Drivers should believe that vehicle  Accidents are preventable if Fleet Operators 
they take the initiative for safe driving.  

  c. Finally, drivers  Fleet Operators should always be alert to hazards on the 
roadway that could cause an accident.   

  d.    New drivers Fleet Operators should be introduced to an unfamiliar  Fleet 
Vehicles’ general mechanical operation, safety equipment, emergency kit and 
accessory application, as well as a review of braking, backing, and trailer 
operation (if applicable).   

  e.     Drivers Fleet Operators whose vehicles transport hazardous materials shall 
be instructed in the details of accident prevention and hazardous materials spill 
prevention and response. 

             4. Monitoring Existing Drivers 
Driver Fleet Operators that abuse Fleet Vehicles shall be re-trained in vehicle care 
and operation, in addition to any discipline under the terms of the Personnel 
Policy. of equipment is another issue to review with existing drivers.  
b.  If a Fleet Vehicle assigned to one Fleet Operator shows a pattern of repair 
problems, repair problems show a pattern, the driver  the Operator’s skills shall 
re-evaluated and re-training shall be provided as needed.  should receive training 
in the areas in question. 

G. Driver Fleet Operator Rules 
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1.  All employees operating City equipment Fleet Operators shall comply with the 
State Motor Vehicle Regulations. 

2.  Drivers Fleet Operators shall carry their State drivers license at all times while 
operating Fleet Vehicles motor vehicles.  Licenses must be the proper 
classification for the vehicle driven.  Fleet Operators shall only drive vehicles in 
classes for which they are licensed. 

3.  Fleet Operators and City employees shall wear safety belts at all times in all Fleet 
Vehicles equipped with safety belts.   To the limited extent that non-employees 
are passengers in Fleet Vehicles, Fleet Operators shall require that passengers 
wear safety belts in all Fleet Vehicles equipped with safety belts.  Safety belts 
shall be worn at all times by all passengers and by all employees where seat belts 
are provided.  The only exception is when a suspect in a police vehicle is unable 
to be belted in due to unique arrest circumstances.   

4.  Drivers Fleet Operators shall not consume alcoholic beverages, or illegal drugs or 
medication that may affect driving ability, within 8 hours prior to, or at any time 
while on duty.  If an employee a Fleet Operator is under the influence of drugs or 
alcohol taken more than eight hours prior to their shift, it is the responsibility of 
the employee Operator to call in to work to report an inability to perform their 
function for that shift to their Department Head.   Compliance with this provision 
does not exempt the Operator from discipline under the terms of the Personnel 
Policy. 

5. Fleet Operators that are prescribed medication or take over-the-counter 
medication that may or actually effects the Operators’ ability drive safely and 
according to the terms of this Program, shall call in to work to report this 
circumstance to their Department Head.   The decision of the Department Head as 
to the availability of light or alternative duty to the Operator for a shift shall be 
issued pursuant to the Personnel Policy. 

6. When Prior to backing Fleet Vehicles, Fleet Operators must have trosthere must 
be a clear view of the area immediately to the rear unobstructed area the vehicle is 
intended to travel.  

7.  Fleet Vehicles equipped with tailgates shall not move, unless the tailgate is up and 
locked.  Tailgates shall be up and locked when vehicles so equipped are in 
motion.  If, in rare circumstances,  a Fleet Vehicle must carry a load, with its 
tailgate down, vehicle’s function requires that the tailgate remain down to carry a 
load,  red flags shall be attached to the outer portion of the load most distant from 
the front of the vehicle. 

 8.  Employees Fleet Operators who operate motor vehicles, either regularly or 
occasionally are required to report any license revocations or suspensions 
immediately to their supervisors. Department Heads and in all other respects 
comply with the Personnel Policy. 

9.  Fleet Operators shall not operate Fleet Vehicles in a reckless or unsafe manner.   
operation of City vehicles Fleet Vehicles is not permitted. This rule shall also 
apply to private vehicles operated on the City of East Bethel property.  Fleet 
Operators shall not operate private vehicles in a reckless or unsafe manner while 
on City property. 

10. The maximum speed on the City of East Bethel property is 10 MPH, unless 
otherwise posted. 

11.   Fleet Operators shall turn off the ignition of Fleet Vehicle engines shall not be 
operating when adding any fuel or engine oil to the vehicle. 
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12.   Employees Fleet Operators shall not board or alight from any moving vehicle 
and will prohibit passengers from doing so, as well. 
13.   Employees Fleet Operators shall not ride on the running boards of any vehicle   
and will prohibit passengers from doing so, as well. 
14.   Fleet Operators shall prevent and prohibit passengers from Rriding on the side, 

tool box, tailgate or roof of any Fleet Vehicle, or in the back of a truck bed, when 
the a vehicle is in motion, is not allowed. Exception: Firefighters may ride on the 
hose bed of a an apparatus (Fire Truck) but only while loading hose only. 

15.   In pickup trucks, riders passengers shall always sit in the front cab. 
16.   During periods of limited visibility, or any time that windshield wipers are in   
   use, headlights of Fleet Vehicles shall be turned on. The exception to this is any       
law enforcement vehicle under specific circumstances. 
17.  Trailers shall be fastened to hitches, and safety chains shall be secured, as 

required by state law, before moving Fleet Vehicles. 
18.  All items to be transported by truck or trailer, which has have the potential to 

move around during transport, shall be secured.  (In the alternative, Any 
item…which has….) 

19.  No more than three persons shall ride in the front seat of any Fleet Vehicle. 
Where there are only two single seats, there shall be only one person per seat. 

20.  No City vehicle Fleet Vehicle shall be left unattended with the key in the 
ignition. This does not include Fire apparatus and Police cruisers. 

21.  All City of East Bethel  Fleet Vehicles parked on the street, except for emergency 
vehicles, shall be locked when not in use. 

22.  Employees   Fleet Operators are personally responsible for fines assessed for any 
traffic citations they receive while operating City  Fleet Vehicles. 

23.  City of East Bethel  Fleet Vehicles without a handicapped permit shall not be 
parked in handicapped parking spaces, with the exception of emergency vehicles 
responding to an emergency situation. 

24.  Headphones are not allowed to be worn while operating a motor Fleet Vehicle, 
except for emergency two way radios. This also does not pertain to situations 
where protective muffs or plugs are required for hearing protection. 

25.  Before leaving the Operator’s seat, the vehicle shift selector shall be placed in 
park, and if needed, the parking brake applied. If the vehicle does not have a park 
position, the shift selector shall be placed in neutral and the parking brake applied. 

26. Smoking is not allowed in any City Fleet Vehicle. Vehicles. 
27. In limited situation, operators of law enforcement vehicles may be exempt from 

some of the preceding rules. 
 H. Orientation and Training 
  A process of orientation and training shall be established in order to ensure safe and 

effective operation of motor vehicles.  All new Fleet Operators will be trained on a 
vehicle similar in size, power, configuration and operation as the vehicle they will be 
using prior to being assigned the vehicle/unit, including any special equipment specific 
to their intended vehicle assignment. Training will include behind-the-wheel 
observation. 

1. Special Equipment 
Special equipment such as tractors, forklifts, graders, plows, snowmobiles, or 
equipment with special devices or usage, require instructions prior to use by the 
operator. Training should include the following: 
a.  Familiarization with the owner’s/operator’s manual. 
b.  Explanation and demonstration of control devices. 
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c.  Explanation and demonstration of safety equipment. 
d.  Knowledge of maintenance items such as fuel, water, oil, and other minimum 
 operating needs of the equipment. 
e.  Demonstration of operation. 
f.  New driver operation with supervision and testing. 
g.  Training of new operators by the supervisor, or an experienced operator. 
  

Section 4:  Operational Environment 
 

A. Vehicle Maintenance and Safety Inspections 
The City Administrator and/or Department Head should be consulted regarding the 
selection, purchase and maintenance of City vehicles. Vehicles must be kept in a safe 
condition and provided with necessary safety or emergency equipment.  When taking 
out any fleet vehicle, drivers should complete an initial pre-trip inspection; provided 
however, that the pre-trip inspection of vehicles shall not be required of police and fire 
department personnel in emergency situations.  
 1. Repairs will be done by qualified automotive service personnel 
 2. Vehicles will be maintained based upon miles driven, hours of operation, or 

calendar time.   
 3. Vehicles will be maintained in accordance with the manufacturer’s 

recommendations 
B. Impaired Driving 

Drivers shall not consume alcoholic beverages, illegal drugs or medication that may 
affect driving ability, within eight hours prior to, or at any time while on duty.  If an 
employee is under the influence of drugs or alcohol taken more than eight hours prior to 
their shift, it is the responsibility of the employee to call in to work to report an inability 
to perform their function for that shift. 

C. Distracted Driving 
Drivers shall not be distracted while driving.  This includes refraining from but not 
limited to the following activities: 

1. Cell Phone Use 
2. Eating or Drinking 
3. Grooming 
4. Smoking 
5. Physical or verbal Passenger interference or disruptions    
6. Reading 
7. Use of Technology (GPS, computer, MP3, etc.) 

D. Aggressive Driving 
Drivers shall not resort to aggressive driving or road rage under any circumstances.  
Examples of aggressive driving include but are not limited to: 

1. Speeding 
2. Tailgating 
3. Failure to signal a lane change 
4. Running red lights and stop signs 
5. Weaving in traffic 
6. Yelling 
7. Making obscene gestures 
8. Excessive use of horn  

 E.  Vehicle Emergency Procedures 
   When it’s absolutely necessary to stop on a highway or city street in case of an 
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   emergency, use extreme caution: 
1. Warning signals and lights shall be used. 
2. Rotating beacon(s) shall be used, if the vehicle is so equipped. 
3. Emergency flashers shall be used. 
4. Flares, fuses, warning flags, reflector triangles or other emergency equipment 

    shall be used to give adequate advance warning, where applicable for commercial 
    vehicles. 
 
Section 5:  Accident Reporting 
 

A. What to do at the Scene of an Accident 
Report all vehicle accidents. Collect any necessary information before leaving the 
accident site. The City of East Bethel will investigate all accidents involving City 
vehicles. The following shall be considered: 
 1. It is unlawful to leave the scene of any accident if you are involved in the 
  accident, without furnishing your name, address and vehicle information to the 
  other driver. Any hit and run accident, on private or public property, should be 

reported to the local police, sheriff or state patrol office with jurisdiction. 
2. Accidents involving a pedestrian and a City vehicle, or an accident involving a 

City employee who is struck by a vehicle, should also be reported to the local 
police, sheriff or state patrol office with jurisdiction.  

B.  Employee Retraining 
It may be necessary to retrain an employee if they are involved in a severe accident or 
repeated accidents.  Retraining with a co-worker, training officer, supervisor or driver 
trainer should shall include a review of the actions leading up to the vehicle accident 
and how to prevent future accidents from occurring. 
 
During training, if vision, hearing, or other health conditions indicate a possible 
deficiency that may affect the safe operation of the vehicle, then an examination and 
evaluation by a medical specialist may be coordinated by the employee’s department. 
 

Section 6:  Disciplinary Action 
 

A. Point System 
In order to provide a uniform method to evaluate driving records, the City of East 
Bethel has adopted a point-based measuring system which relates to each driver’s 
motor vehicle record.  The point values correspond to various types of driving 
convictions, similar to systems used by many states for determining when a license 
should be revoked or suspended. This system is referenced in Section 13 of the City 
Personnel Policies. 

 
 
Disciplinary action, based on an accumulation of points over a specified period of time, 
may include all or any of the following: 

• Verbal Warning 
• Written Warning 
• Suspension 
• Termination 
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The personal signature and date on the Acknowledgement of Receipt of Vehicle Fleet 
Safety Program Form confirms that the driver fully understands the need for an 
acceptable driving record, based on the point system. The signature and date also 
acknowledges that the driver is aware that points will be assigned for moving violations 
and that accumulation of points over a prescribed threshold will result in disciplinary 
action as indicated above and referenced in Section 13 of the East Bethel City 
Personnel Policies. 

 
Enforcement of clear, quantitative rules regarding the consequences of unsafe driving 
behaviors is remarkably successful in changing those unsafe behaviors and in reducing 
the number of moving violations and preventable crashes.  
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 The City of East Bethel 
 

ACKNOWLEDGMENT OF RECEIPT 
OF 

VEHICLE FLEET SAFETY PROGRAM FORM 
 

This is to acknowledge that I have received a copy of the Vehicle Fleet Safety Program 
and understand that it contains important information on many of the City of East Bethel 
general driving safety policies and on my driving privileges and obligations as an 
employee. I acknowledge that I am expected to read, understand, and adhere to these 
policies and will familiarize myself with the material in the manual. Additionally, I agree 
to abide by any new or revised policy. 

 
I understand that I am governed by the contents of the manual and that,  the City of East 
Bethel may change, rescind or add to any policies or practices described in this program 
from time to time in its sole and absolute discretion with or without prior notice.  The 
City of East Bethel will advise employees of material changes within a reasonable time. 

 
I further acknowledge and agree that employment with the City of East Bethel may be 
terminated for not abiding by the rules and policies set forth in the Vehicle Fleet Safety 
Program.  
 
_______________________________________  ________________ 

Employee Signature      Date 
 

_______________________________________  
Print or Type Name    

 
 
IMPORTANT NOTE: I understand it is my responsibility to read, understand, and 
comply with the provisions contained in the City of East Bethel Vehicle Fleet Safety 
Program.  If I am unable to understand any part of this program, I will arrange to have it 
translated or explained to me.  I further understand that if I am unable to arrange such 
help, I will immediately notify my supervisor who will make arrangements for needed 
assistance. 

 
(Please place in employee's personnel file.) 
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Section 1:  References 
 

A. ANSI Z15.1-2006 
 
Section 2:  Definitions 
 

A. Accident - An incident involving one or more Fleet Vehicles, including citations and at-
fault incidents that:  

a. Result in death, injury, property loss or damage; 
b. Cause environmental damage; and/or 
c. Adversely affect an City activity or function. 

B. Aggressive Driving - Driving in a selfish, bold, or pushy manner, without regard for the 
rights or safety of others. 

C. At-Fault Accident – Any accident where the Fleet Operator driver is determined to have 
caused the accident or negligently contributed to its occurrence. 

D. City – The City of East Bethel. 
E. Collision - An incident in which a Fleet Vehicle impacts another vehicle, other property, 

person(s), or animal(s). 
F. Crash – A collision involving one or more motor vehicles in motion. 
G. Defensive Driving - Driving to save lives, time, and money, in spite of the conditions 

around you and the actions of others. 
H. Distracted Driving - Diversion of the driver’s attention from the task of operating a 

motor vehicle by activities, objects, or events inside or outside the vehicle, or by factors 
such as emotional stress or preoccupation. 

I. Employees – All City employees, including the City Administrator, Department Heads 
and Fleet Operators; except law enforcement personnel. 

J. Fleet Vehicle - Any motor vehicle owned or leased by the City, except law enforcement 
vehicles. 

K. Fleet Operators – All City employees that drive City owned or leased motor vehicle(s) 
in the course and scope of their employment.  

L. Incident Rate - The number of incidents per some unit of measurement, for the purpose 
of assessing safety performance over time or comparing performance with other 
organizations. 

M. Injury - Physical harm or damage to a person resulting in the marring of appearance, 
personal discomfort, and/or bodily hurt, impairment or death. 

N. Major Citation – Any traffic citation that involves  
a. Driving while intoxicated or while under the influence of drugs or alcohol;  
b. Failure to stop and report and accident;  
c. Vehicular homicide, manslaughter, or assault; 
d. Driving while license is suspended or revoked; 
e. Reckless driving; or 
f. Speed contest, drag racing, or attempting to elude an officer of the law. 

O. Minor Citation – Any moving traffic citation unless it qualifies as a moderate conviction 
or a major conviction.  This category does not include non-moving citations for 

a. Motor vehicle equipment, load or size requirements,  
b. Improper display, or failure to display license plates;  
c. Failure to sign or display registration; or 
d. Failure to have in possession a driver’s license. 

P. Moderate Citation – Any traffic citation for possession of alcoholic beverages or an 
opened container. 
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Q. Motor Vehicle - Any licensed mechanically or electrically powered device (except one 
moved by human power), not operated on rails, designed to be operated primarily on 
public streets and roads. Cargo and/or attachments (trailers, etc.) to a motor vehicle are 
considered part of that vehicle. 

R. Passenger - A person, other than the driver, who is in or on a motor vehicle. 
S. Personnel Policy – The City’s Personnel Policy, as from time to time, updated. 
T. Program – The Fleet Safety Program to ensure the safe operation of Fleet Vehicles. 
U. Preventable Collision - One in which the driver unreasonably failed to avoid the 

collision. 
V. Remedial Training - Training required of a Fleet Operator following an incident or 

citation to upgrade and renew skills to demonstrate driving proficiency. 
W. Road Rage - A criminal offense in which a vehicle is used as a weapon with intent to do 

harm, or the physical assault of a driver or vehicle. 
X. Shall - The term “shall” is used throughout Z15.1 in accord with ANSI conventions to 

indicate a mandatory or required practice in terms of this standard. 
Y. Should - The term “should” is used throughout Z15.1 in accord with ANSI conventions 

to indicate a recommended practice. 
 
Section 3:  Program Requirements 
 

A. Scope. The City will set forth practices for the safe operation of its Fleet.  These practices 
are designed for use by employees as a part of City operations. 

B. Purpose. The purpose of this Fleet Safety Program is to provide employees with tools 
and materials to ensure the safety of all Fleet Operators. 

1. Accidents, incidents and citations are costly to the City but more importantly, they 
may result in injuries and property damage.  

2. Fleet operators are responsible for operating Fleet Vehicles safely and driving 
defensively to prevent accidents and incidents. 

3. The City endorses all applicable state motor vehicle regulations relating to driver 
responsibility.  The City expects Fleet Operators to drive in a safe and courteous 
manner.  

4. The attitude Fleet Operators take when behind the wheel is the single most 
important factor in driving safely. 

5. This Program is a supplement to the Personnel Policy and does not supersede its 
requirements. 

6. This Program does not apply to Law Enforcement employees or Law 
Enforcement Vehicles. 

C. Application.  This policy applies to the operation of Fleet Vehicles whether the vehicle is 
being driven on City business or for personal use; and the operation of rental or driver-
owned vehicles for City purposes. It applies to persons working on behalf of the City 
whose job performance requires the use of a Fleet Vehicle. 

D. Annual Program Review.  This Program is designed to establish clear goals, and 
objectives.  A written copy of this Program will be provided to all City employees.  The 
City will review and/or amend this Program 

1. On an annual basis; 
2. When changes occur that prompt revision of this document, or  
3. When changes occur that require a revision of this document. 

E. Responsibilities and Accountabilities. 
City management will be accountable for the Program’s development, management, and 
implementation.   
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1. The City Administrator shall implement this Program to ensure the safe operation 
      of Fleet Vehicles and: 

a. Direct all Department Heads and employees to endorse and comply with this 
Program; 

b. Identify and train all Fleet Operators to comply with this Program; 
c. Require and enforce compliance with this Program; 
d. Ensure all Fleet Operators are trained in the requirements of this Program and 

remain in compliance with this policy.   
2. Department Heads have the responsibility to: 

a. Identify and train Fleet Operators to comply with this Program; 
b. Ensure that all Fleet Vehicles can be operated safely; 
c. Ensure that Fleet Vehicles that require maintenance and/or repairs are taken 

out of service until the maintenance and/or repairs are complete; 
d. Require and enforce compliance with this Program; 
e. Track and document all accidents and; 
f. Identify preventable and non-preventable accidents, as requested. 

  3. Employees have the responsibility to: 
a. Understand their assigned tasks and duties relating to Fleet Safety; 
b. Implement safety training and properly use equipment while operating Fleet 

Vehicles; 
c. Identify and report Fleet Vehicle malfunctions to their Department Head 

and/or the City Administrator; and 
d. Comply with all applicable insurance requirements.  

 F. Driver Recruitment and Selection 
The City shall recruit and select Fleet Operators in a manner to ensure safe operation of 
Fleet Vehicles and compliance with the Fleet Safety Program. 

1. Motor Vehicle Record Annual Review 
All Fleet Operators will have their motor vehicle record checked annually. All 
newly hired Fleet Operators will have their motor vehicle record checked for 
patterns of violations or recent DWI, DUI, or other major traffic prior to operating 
a Fleet Vehicle. 

2. New Driver Selection 
    a. Overview 

Selection procedures for Fleet Operators should be designed to evaluate an 
applicant’s driving experience and potential. All applicants recommended for 
hire shall provide proof of the proper classification of vehicle license and will 
be subject to a mandatory license background check prior to offer of 
employment. All newly hired Fleet Operators shall receive a road test on the 
designated equipment and, if applicable, receive a DOT Physical 
Examination. 

    b. Departments, with a promotional process, shall follow that process when 
promoting an employee to a Fleet Operator position. 

   3. New Employee Training 
a.    Basic training for all new Fleet Operators shall consist of instruction and 
       training with senior Fleet Operators or Fleet Operator trainers. 

                   b.    Defensive driving training is an important aspect of all new hire training. 
                              Accidents are preventable if Fleet Operators they take the initiative for safe 
                              driving.  

c. Fleet Operators should always be alert to hazards on the roadway that could 
cause an accident.   
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  d.    New Fleet Operators should be introduced to Fleet Vehicles’ general 
                               mechanical operation, safety equipment, emergency kit and accessory 
                               application, as well as a review of braking, backing, and trailer operation (if 
                               applicable).   
  e.     Fleet Operators whose vehicles transport hazardous materials shall be 
                                instructed in the details of accident prevention and hazardous materials spill 
                               prevention and response. 
             4.   Monitoring Existing Drivers 

a.   Fleet Operators that abuse Fleet Vehicles shall be re-trained in vehicle care 
      and operation, in addition to any discipline under the terms of the Personnel 
      Policy. 

b.  If a Fleet Vehicle assigned to one Fleet Operator shows a pattern of repair 
                              problems, the Operator’s skills shall re-evaluated and re-training shall be 
                              provided as needed. 

G. Fleet Operator Rules 
1.  All Fleet Operators shall comply with the State Motor Vehicle Regulations. 
2.  Fleet Operators shall carry their drivers license at all times while operating Fleet 

Vehicles. Fleet Operators shall only drive vehicles in classes for which they are 
licensed. 

3.  Fleet Operators and City employees shall wear safety belts at all times in all Fleet 
Vehicles equipped with safety belts. To the limited extent that non-employees are 
passengers in Fleet Vehicles, Fleet Operators shall require that passengers wear 
safety belts in all Fleet Vehicles equipped with safety belts. 

4.  Fleet Operators shall not consume alcoholic beverages, or illegal drugs or within 
8 hours prior to, or at any time while on duty.  If a Fleet Operator is under the 
influence of drugs or alcohol taken more than eight hours prior to their shift, it is 
the responsibility of the Operator to call in to work to report an inability to 
perform their function for that shift to their Department Head.   Compliance with 
this provision does not exempt the Operator from discipline under the terms of the 
Personnel Policy. 

5. Fleet Operators that are prescribed medication or take over-the-counter 
medication that may or actually effects the Operators’ ability drive safely and 
according to the terms of this Program, shall call in to work to report this 
circumstance to their Department Head.   The decision of the Department Head as 
to the availability of light or alternative duty to the Operator for a shift shall be 
issued pursuant to the Personnel Policy. 

6. Prior to backing Fleet Vehicles, Fleet Operators must have a clear view of the 
unobstructed area the vehicle is intended to travel.  

7.  Fleet Vehicles equipped with tailgates shall not move, unless the tailgate is up and 
locked. If, in rare circumstances,  a Fleet Vehicle must carry a load, with its 
tailgate down, red flags shall be attached to the portion of the load most distant 
from the front of the vehicle. 

 8.  Fleet Operators are required to report any license revocations or suspensions 
immediately to their Department Heads and in all other respects comply with the 
Personnel Policy. 

9.  Fleet Operators shall not operate Fleet Vehicles in a reckless or unsafe manner.   
Fleet Operators shall not operate private vehicles in a reckless or unsafe manner 
while on City property. 

10. Fleet Operators shall turn off the ignition of Fleet Vehicle when adding any fuel 
      or engine oil to the vehicle. 
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11. Fleet Operators shall not board or alight from any moving vehicle and will 
      prohibit passengers from doing so, as well. 
12. Fleet Operators shall not ride on the running boards of any vehicle   and will 
      prohibit passengers from doing so, as well. 
13. Fleet Operators shall prevent and prohibit passengers from riding on the side, tool 
      box, tailgate or roof of any Fleet Vehicle, or in the back of a truck bed, when the 
      vehicle is in motion. Exception: Firefighters may ride on the hose bed of a (Fire 

Truck) but only while loading hose. 
14. In pickup trucks, passengers shall always sit in the front cab. 
15. During periods of limited visibility, or any time that windshield wipers are in   
  use, headlights of Fleet Vehicles shall be turned on. 
16. Trailers shall be fastened to hitches, and safety chains shall be secured, as 
       required by state law, before moving Fleet Vehicles. 
17. All items to be transported by truck or trailer, which have the potential to move 

around during transport, shall be secured.  (In the alternative, item…which 
has….) 

18. No more than three persons shall ride in the front seat of any Fleet Vehicle. 
Where there are only two single seats, there shall be only one person per seat. 

19. No Fleet Vehicle shall be left unattended with the key in the ignition. This does 
not include Fire apparatus and Police cruisers. 

20. All Fleet Vehicles parked on the street, except for emergency vehicles, shall be 
locked when not in use. 

21. Fleet Operators are personally responsible for fines assessed for any traffic 
citations they receive while operating Fleet Vehicles. 

22. Fleet Vehicles without a handicapped permit shall not be parked in handicapped 
parking spaces, with the exception of emergency vehicles responding to an 
emergency situation. 

23. Headphones are not allowed to be worn while operating a Fleet Vehicle, except 
for emergency two way radios. This also does not pertain to situations where 
protective muffs or plugs are required for hearing protection. 

24. Before leaving the Operator’s seat, the vehicle shift selector shall be placed in 
park, and if needed, the parking brake applied. If the vehicle does not have a park 
position, the shift selector shall be placed in neutral and the parking brake applied. 

25. Smoking is not allowed in any Fleet Vehicle. 
26. In limited situation, operators of law enforcement vehicles may be exempt from 

some of the preceding rules. 
     H. Orientation and Training 

A process of orientation and training shall be established in order to ensure safe and 
effective operation of motor vehicles.  All new will be trained on a vehicle similar in size, 
power, configuration and operation as the vehicle they will be using prior to being 
assigned the vehicle/unit, including any special equipment specific to their intended 
vehicle assignment. Training will include behind-the-wheel observation. 

1. Special Equipment 
Special equipment such as tractors, forklifts, graders, plows, snowmobiles, or 
equipment with special devices or usage, require instructions prior to use by the 
operator. Training should include the following: 
a.  Familiarization with the owner’s/operator’s manual. 
b.  Explanation and demonstration of control devices. 
c.  Explanation and demonstration of safety equipment. 
d.  Knowledge of maintenance items such as fuel, water, oil, and other minimum 
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 operating needs of the equipment. 
e.  Demonstration of operation. 
f.  New driver operation with supervision and testing. 
g.  Training of new operators by the supervisor, or an experienced operator. 
  

Section 4:  Operational Environment 
 

A. Vehicle Maintenance and Safety Inspections 
The City Administrator and/or Department Head should be consulted regarding the 
selection, purchase and maintenance of City vehicles. Vehicles must be kept in a safe 
condition and provided with necessary safety or emergency equipment.  When taking 
out any fleet vehicle, drivers should complete an initial pre-trip inspection; provided 
however, that the pre-trip inspection of vehicles shall not be required of police and fire 
department personnel in emergency situations.  
 1. Repairs will be done by qualified automotive service personnel 
 2. Vehicles will be maintained based upon miles driven, hours of operation, or 

calendar time.   
 3. Vehicles will be maintained in accordance with the manufacturer’s 

recommendations 
B. Impaired Driving 

Drivers shall not consume alcoholic beverages, illegal drugs or medication that may 
affect driving ability, within eight hours prior to, or at any time while on duty.  If an 
employee is under the influence of drugs or alcohol taken more than eight hours prior to 
their shift, it is the responsibility of the employee to call in to work to report an inability 
to perform their function for that shift. 

         C.  Distracted Driving 
Drivers shall not be distracted while driving.  This includes refraining from but not 
limited to the following activities: 

1. Cell Phone Use 
2. Eating or Drinking 
3. Grooming 
4. Smoking 
5. Physical or verbal Passenger interference or disruptions    
6. Reading 
7. Use of Technology (GPS, computer, MP3, etc.) 

         D.  Aggressive Driving 
Drivers shall not resort to aggressive driving or road rage under any circumstances.  
Examples of aggressive driving include but are not limited to: 

1. Speeding 
2. Tailgating 
3. Failure to signal a lane change 
4. Running red lights and stop signs 
5. Weaving in traffic 
6. Yelling 
7. Making obscene gestures 
8. Excessive use of horn  

 E.  Vehicle Emergency Procedures 
   When it’s absolutely necessary to stop on a highway or city street in case of an 
   emergency, use extreme caution: 

1. Warning signals and lights shall be used. 
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2. Rotating beacon(s) shall be used, if the vehicle is so equipped. 
3. Emergency flashers shall be used. 
4. Flares, fuses, warning flags, reflector triangles or other emergency equipment 

    shall be used to give adequate advance warning, where applicable for commercial 
    vehicles. 
 
Section 5:  Accident Reporting 
 

A. What to do at the Scene of an Accident 
Report all vehicle accidents. Collect any necessary information before leaving the 
accident site. The City of East Bethel will investigate all accidents involving City 
vehicles. The following shall be considered: 
 1. It is unlawful to leave the scene of any accident if you are involved in the 
  accident, without furnishing your name, address and vehicle information to the 
  other driver. Any hit and run accident, on private or public property, should be 

reported to the local police, sheriff or state patrol office with jurisdiction. 
2. Accidents involving a pedestrian and a City vehicle, or an accident involving a 

City employee who is struck by a vehicle, should also be reported to the local 
police, sheriff or state patrol office with jurisdiction.  

B.  Employee Retraining 
It may be necessary to retrain an employee if they are involved in a severe accident or 
repeated accidents.  Retraining shall include a review of the actions leading up to the 
vehicle accident and how to prevent future accidents from occurring. 
 
During training, if vision, hearing, or other health conditions indicate a possible 
deficiency that may affect the safe operation of the vehicle, then an examination and 
evaluation by a medical specialist may be coordinated by the employee’s department. 
 

Section 6:  Disciplinary Action 
 

A. Point System 
In order to provide a uniform method to evaluate driving records, the City of East 
Bethel has adopted a point-based measuring system which relates to each driver’s 
motor vehicle record.  The point values correspond to various types of driving 
convictions, similar to systems used by many states for determining when a license 
should be revoked or suspended. This system is referenced in Section 13 of the City 
Personnel Policies. 

 
Disciplinary action, based on an accumulation of points over a specified period of time, 
may include all or any of the following: 

• Verbal Warning 
• Written Warning 
• Suspension 
• Termination 

 
The personal signature and date on the Acknowledgement of Receipt of Vehicle Fleet 
Safety Program Form confirms that the driver fully understands the need for an 
acceptable driving record, based on the point system. The signature and date also 
acknowledges that the driver is aware that points will be assigned for moving violations 
and that accumulation of points over a prescribed threshold will result in disciplinary 
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action as indicated above and referenced in Section 13 of the East Bethel City 
Personnel Policies. 

 
Enforcement of clear, quantitative rules regarding the consequences of unsafe driving 
behaviors is remarkably successful in changing those unsafe behaviors and in reducing 
the number of moving violations and preventable crashes.  
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 The City of East Bethel 
 

ACKNOWLEDGMENT OF RECEIPT 
OF 

VEHICLE FLEET SAFETY PROGRAM FORM 
 

This is to acknowledge that I have received a copy of the Vehicle Fleet Safety Program 
and understand that it contains important information on many of the City of East Bethel 
general driving safety policies and on my driving privileges and obligations as an 
employee. I acknowledge that I am expected to read, understand, and adhere to these 
policies and will familiarize myself with the material in the manual. Additionally, I agree 
to abide by any new or revised policy. 

 
I understand that I am governed by the contents of the manual and that,  the City of East 
Bethel may change, rescind or add to any policies or practices described in this program 
from time to time in its sole and absolute discretion with or without prior notice.  The 
City of East Bethel will advise employees of material changes within a reasonable time. 

 
I further acknowledge and agree that employment with the City of East Bethel may be 
terminated for not abiding by the rules and policies set forth in the Vehicle Fleet Safety 
Program.  
 
_______________________________________  ________________ 

Employee Signature      Date 
 

_______________________________________  
Print or Type Name    

 
 
IMPORTANT NOTE: I understand it is my responsibility to read, understand, and 
comply with the provisions contained in the City of East Bethel Vehicle Fleet Safety 
Program.  If I am unable to understand any part of this program, I will arrange to have it 
translated or explained to me.  I further understand that if I am unable to arrange such 
help, I will immediately notify my supervisor who will make arrangements for needed 
assistance. 

 
(Please place in employee's personnel file.) 
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