King County
Records and Elections Division
Records Management Section

Department of
Executive Administration

553 King County Administration Bldg.
500 Fourth Avenue
Seattle, WA 98104

(206) 296-1572

February 17, 1989
TO: POLICY/PROCEDURE MANUAL STATIONS

FM: Records Management Section,
Records and Elections Division,
Department of Executive Administration

RE: Executive Policy FES 12-1-1 (A-EP)

This memo transmits Executive Policy FES 12-1-1 (A-EP), "Use of
King County Vehicles."

This policy supersedes FES 12-1 (AEP) "Use of King County
Vehicles," which was also designated FES-2 under a previous num-
bering system. Please remove the old policy from the A-EP manual
and replace it with the current policy.

If you have any questions, please call Nancy Craver, Records Management
0fficer, at 6-1572.
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1.0 SUBJECT TITLE: Use

1.1
1.2

1.3

2.0 PURPOSE:

EFFECTIVE DATE:

of King County Vehicles

TYPE OF ACTION:

Supersedes FES-2 (01d System) FES 12-1(New System)

KEY WORDS: (1)
Conservation;
Safety

Driver Improvement Course; (2) Energy
(3) Commuting; (4) Worker's Compensation; (5)

To establish uniform practices in the use of assigned and

dispatched County vehicles and the management and control of County
vehicles used for carpooling.

3.0 ORGANIZATIONS AFFECTED: Applicable to all King County Agencies and

Offices.

4.0 REFERENCES:

4.1

4-2

4.3
A

4.5

4.6

4.7

RCW 35.21.820

RCW 43.41.130

RCW 43.41.140
RCW 46.74

RCW 51.08.013

KCC 3.04.020A

Acquisition and disposal of vehicles for commuter
ride sharing by city employees.

Passenger motor vehicles owned or operated by state
agencies.

Employee commuting in state owned or leased vehicles.
Ride sharing.

Disallows commuter ride sharing as "acting in the
cause of employment,”

Just and equitable treatment. A. Use of Public
Property.

General Administrative Policies and Procedures FES 12-1 (AP), King
County Motor Pool Operating Procedures Manual.

5.0 DEFINITIONS:

Form EM-3

FES-12-1 (AP),

5.1 Refer to the King County Motor Pool Operating Procedures Manual,

for definition of Assigned Car; Dispatch Car;

Temporary Assignment; Class and Size.
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5.2 "Carpooling" means the use of a Timited number of King County
vehicles assigned to County employees with take home privileges to
transport other King County employees in addition to the assigned
driver, to and from the driver's home and work site.

5.3 "Frequent Driver" means a King County employee who has an
"assigned" vehicle, a "temporary assigned" vehicle (see section
5.1) or operates a County vehicle for the purpose of "carpooling".

6.0 POLICIES:

6.1 The following policies govern the use of assigned and unassigned
King County vehicles:

6.1.1 The use of County vehicles shall be managed with priority
given to safety, cost effectiveness and ¥uel conservation,

S Operators and all passengers in County vehicles shall use
seat belts while the vehicle is being operated.

.13 Only persons who are employees of King County and who
have a valid state driver's license may operate a King
County vehicle. Non-employee authorized agents' use of
County vehicles must be approved in writing by the Deputy
County Executive.

6.1.4 Each department director and office manager is required
to develop and implement departmental policies and
procedures which ensure that:

6.1.4.1 These Executive Orders, Policies and Procedures
' are followed by County employees under their
supervision,

6.1.4.2 Employees operate assigned and/or dispatched
vehicles wi%ﬁ prioritization given to safety,
cost effectiveness and fuel conservation.

6.1.4.3 There is a process for approving employee's use
of County vehicles which provides for close
review and monitoring of such use.

6.1.4.4 There is accountability to Fleet Administration
and The Office of Financial Management, Budget
Division in the use of County vehicles.

6.1.5 Personal use of assigned County cars not accounted for as
business use in accordance with IRS regulations is
subject to be reported as auto fringe benefit
compensation,
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§.2.2 The use of County vehicles for carpooling is not a
contract. Carpool arrangements can be revoked at any
time.

b.2.3 Carpool travel is strictly Timited to and from the
driver's home and work site.

6.2.4 Employees who participate in carpools are excluded from
Worker's Compensation coverage for the time spent going
to or coming from their work site in the carpooling
arrangement.

6.2.5 Passengers in a carpool must all be County employees and
must work at a County work site on the same route as the
driver's destination, the same location as the driver, or
must be dropped off and picked up for the return trip at
the same point as the driver,

6.3 The following policies restrict the Use of King County Vehicles.

6.3.1 County vehicles, both assigned or dispatched to
Departments/0Offices, shall not be used for transportation
to an employee's place of residence unless the employee
is required by the County to commute in the vehicle
because:

6.3.1.1 The departmental assignment of the vehicle
shall be to a position which is responsible for
responding to an emergency situation related to
public health or safety and protection of
property on a 24-hour basis. Employees
assigned on-call duties on a rotational basis
shall only take a County vehicle home on those
days the employee is assigned the on-call duty.

6.3.1.2 It can be demonstrated in a particular case
that the County incurs greater costs (such as
lost inspection time) in requiring that either
the central Motor Pool or an outlying County
parking facility be used for overnight parking
rather than an employee's residence.

6.3.1.3 Attendance at night meetings is required. In
such cases, the County vehicle shall only be
taken home on the day of the evening in which
an employee is assigned to attend the night
meeting.
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6.2

6.1.6 Motor Pool vehicles parked in the County Garage may only
be parked in those spaces designated for Motor Pool
vehicles. Repeated violation of this requirement may
result in the driver's loss of use of King County
vehicles,

S No employee shall be required to use a private vehicle to
perform County business unless such use is a precondition
of employment, part of a collective bargaining agreement,
or a response to an emergency.

6.1.8 Frequent drivers of King County vehicles, including
employees operating King County vehicles for carpooling,
shall complete a driver improvement course (defensive
driving equivalent). Division managers shall ensure that
affected employees comply with this policy.

6.1.9 A11 County vehicles shall be dispatched on a trip basis
from the central Motor Pool, except those vehicles that
operate from a County facility other than the central
Motor Pool.

6.1:10 Vehicles may be assigned or have dispatch priority to
individual departments and offices, provided that the
field operations are an essential element of a
Department's functional responsibilities or:

6.1.10.1 It is more economical for the County to assign
a vehicle rather than to pay mileage allowance
or provide a dispatch vehicle.

6.1.10.2 The characteristics of field operation are such
that County vehicles are required to be
equipped with specialized equipment (such as
foot meter or emergency response accessories)
which is inappropriate for other King County
purposes.

6.1.11 The Toaning or transferring of assigned "King County
Access Card" for the purpose of parking in the County
Garage is not authorized,

The following policies govern the use of King County vehicles for
carpooling:

6.2.1 Carpooling will be authorized in order to contribute to
energy conservation, to increase the productivity of
existing modes of transportation and work site parking
facilities, and to serve a growing population without
extensive capital investment. The public benefits from
carpooling through reduction in energy use, traffic
congestion, wear and tear to roadways, air pollution and
overflow parking facilities.
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6.3.1.4 The vehicle is authorized for use within King
County Department of Public Safety Car-Per-
officer Program (C.P.0.)

5.3.2 Pursuant to the above provisions, department directors/
managers or their designees may authorize in writing a
County employee to park a County vehicle at his/her place
of residence. A copy of the authorization of those
employees with extended vehicle assignment fill be filed
with Fleet Administration. This provision does not apply
to elected officials, the Deputy Executive, Department/
Office Directors or King County Department of Public
Safety vehicles.

D.ds3 Except when directly related to County business, at no
time may a County vehicle, assigned or dispatched, be
used to transport any person or employee other than the
vehicle operator.

6.3.3.1 Transporting any person or a County employee
solely for the purpose of commuting between
home and work does not constitute "County
business."

6.3.3.2 Authorized carpooling is exempt from this.

6.3.4 Except where reasonably necessary to accommodate the
employee's meals, other physical needs, and approved
breaks, County vehicles (assigned or dispatched) may not
be used for personal business even though that personal
business may not result in additional cost to King County.

7.0 PROCEDURES

Responsibility Action

Department 7.1 Develop policies and procedures governing the
supervision, monitoring and reporting of
department's use of County vehicles. Department
directors, managers and supervisors shall annually
review the vehicle assignments and use with their
staff to assure that vehicle assignment and uses are
consistent with the intent and purpose of K.C.C.
3.04.020A.

7.2 Ensure that frequent drivers of County vehicles
receive certificate of completion of the Defensive
Driving Course.
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7.3 Ensure that a copy of vehicle "take-home"
authorization is filed with Fleet Administration.
(See section 6.3.2)

Driver 7.4 Refer to the King County Motor Pool Operating
Procedures Manual FES 12-1 (AP) on driver
responsibility when using a County vehicle.

8.0  RESPONSIBILITIES

8.1 The Department of Public Works, Fleet Administration, is
responsible for:

8.1.) Ensuring King County vehicles are managed in a manner
consistent with the provisions of these Executive Orders
Policies and Procedures.

W - Ensuring these Executive Orders Policies and Procedures
are current with applicable federal, state and local laws
and regulations.

8.2 The 0ffice of Financial Management, Budget Division is responsible
for reviewing departmental use of King County vehicles during the
annual budget process to ensure cost-effective use of vehicles.

8.3 A1l Executive Departments and Offices are responsible for:

8.3.1 Establishing and maintaining departmental policies and
procedures and K.C.C. 3.04.020A for the use of King
County vehicles by departmental employees in a manner
consistent with these Executive Orders Policies and
Procedures, including procedures for responding to
complaints about an employee's use of King County
vehicles.

B.d.2 Providing such information as may be required by the
Fleet Administration and the Office of Financial
Management, Budget Division in meeting their assigned
responsibilities.

KCVEHUSE/
Policies



