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intoxicating compounds, or transportation or possession of alcohol in a motor vehicle.  
Any such infractions must be reported to the Library Director within 24 hours.  

d. Library staff operating a library-owned vehicle and/or using private vehicles for library 
business must notify the library of any changes in insurance coverage or in the status of 

their driver’s license.   
 
e.  Library staff operating a library-owned vehicle and/or using a private vehicle for 

library business must obey all applicable motor vehicle laws and operating regulations 
in the jurisdiction where driving and practice safe driving at all times during the 

operation of a vehicle.  The driver and all passengers must wear safety belts at all times 
while in and/or driving a vehicle on library business. 
 

f.   Library staff members taking medication that impedes driving ability are not 
permitted to operate a library-owned vehicle and/or use a private vehicle for library 

business. 
 
3.  Requirements for staff operating library-owned vehicles 

 
Staff operating a library-owned vehicle must participate in a minimum of 4 hours of 

driver safety training annually.  This training will be provided by the library. 
 
4.  Requirements for staff using library-owned vehicles or private vehicles for 

library business 
 

a. Staff operating a library-owned vehicle or a private vehicle for library purposes must 
follow the Library’s procedures for operation of library-owned vehicles and use of private 
vehicles for library business.  Staff violating procedures may lose the privilege of driving 
a library-owned vehicle. 
 

b. Administrative staff and/or management team members must authorize staff to use 
private vehicles for library business in advance of the activity.     
 

5.  Reimbursement of expenses 
 

a. Staff members driving private vehicles for library business will be reimbursed by the 
Library at the per mile Internal Revenue Service business rate.  
 

b. Tolls and parking costs will be reimbursed by the Library. See Resolution 2016-07 
Resolution for Reimbursement of Travel, Meal and Lodging Expenses and Appendix H 

of the Employee Handbook 
 
c. Penalties, fines, towing costs etc. for traffic and/or parking violations will not be 

reimbursed by the Library. 
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6.  Failure to comply with policy  
 

Failure to comply with any part of this policy will be grounds for discipline, including 
dismissal. 
 
Approved by the Board of Library Trustees on December 19, 2005; Revised July 
21, 2008; Revised January 16, 2012; Revised April 19, 2021. 

 


