
CITY OF NEW LONDON 
VEHICLE USE POLICY 

 
 
 

1. In using their own or City vehicles, employees must keep in mind the fact that 
they are representatives of the City government and that their conduct in adhering to 
the rules of safety and courtesy on the road is a reflection on the City.  Thus, it is 
imperative that such employees abide by these rules and policies with the highest 
degree of professionalism.  Any fines incurred by an employee while operating their 
own vehicle while on City business or a City vehicle due to traffic or parking violations 
shall be the responsibility of the employee and all fines, forfeitures, or monies shall be 
paid by the employee. 
 
2.      Every person who uses his or her personal vehicle for City business must have 
liability insurance coverage of at least $100,000 per occurrence and $300,000 per 
incident with  $25,000 of uninsured motorist and $25,000 of property damage 
coverage, a valid Wisconsin operator’s license and must annually submit proof of same 
to the City Clerks office. Motorcycles and mopeds are not acceptable vehicles for the 
accomplishment of City business. It is the employee’s responsibility to inform their 
insurance carrier that their personal vehicle will be used occasionally for city business. 
The employee’s insurance will be considered primary. Employees will be reimbursed for 
out of city mileage, at the prevailing IRS rate for business travel, upon completion of a 
payment voucher and mileage report. 

 
3.     The principal driver of a City vehicle is the employee assigned the vehicle for 
primary use in the performance of official duty.  Such driver may allow another 
designated driver to use the vehicle for official City business.  Such drivers include City 
employees, City officials, elected or appointed, or service technicians.   Spouses are not 
allowed to use a City vehicle except under the following strict circumstances: 
 

a) To facilitate moving cars from the driveway; 
 

b) Upon a medical emergency; 
 

c) In order to rotate driving for safety reasons to or from a distant 
City paid or approved conference; 

 
d) During a jointly attended distant City paid or approved conference 

while the employee is attending sessions. 
 

4. If an employee is engaged in work activities using a City vehicle and such activity 
requires the employee to be in the field during the lunch period, it is permissible for 
said employee to use the City vehicle to travel to and from a restaurant in the nearby 



vicinity for the purpose of having lunch. In the event of multi-day events the same hold 
true for supper. Employees are required to completely refrain from drinking alcohol 
while driving City vehicles, or their own vehicle while on City business. 
 
5. City vehicles may be assigned by the City Administrator for 24-hour use to the 
following persons: City Administrator, Wastewater Superintendent, Parks 
Superintendent, Street Superintendent, Building Inspector, Buildings and Grounds 
Superintendent, Chief of Police, Director of Public Works, Parks & Recreation Director, 
Cemetery Superintendent. If such vehicle is assigned care must be taken to assure it is 
only used for City business and commuting directly to and from work.  To be eligible for 
a homework commute the employee must live within six miles of the corporate limits 
and have specific permission from the City Administrator. 
 
6.    In addition to the provisions stated above employees are bound by separate 
departmental regulations.  They must maintain their driver’s license and all appropriate 
endorsements. They are expected to obey all traffic laws and Federal & State DOT 
regulations. Safety belts are to be worn at all times. Vehicles are to be inspected prior 
to use for things such as backing obstructions, children in the vicinity, proper operation 
of signal lights, windshield wipers and cleaners, head and taillights and brakes. Vehicles 
classified as commercial must under go the required pre-trip inspection. 
 
7. All employees eligible to drive City vehicles or their own vehicle while on City 
business have the further responsibility to report an change of status in their driver’s 
license to their immediate supervisor, to report any defects or unsafe conditions that 
they notice in any city vehicle, and to alert other drivers to potentially unsafe 
conditions, to report all accidents immediately and thoroughly complete all accident 
report forms. 
 
8.  Failure to adhere to this policy may result in loss of driving privileges, if driving is an 
essential part of your job description, failure to follow this policy may result in 
suspension or termination. 
 
 
 
 
 
Adopted:  January 2009  

 


