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POLICY STATEMENT

All Forest Preserve District of Cook County (the “District”) departments, supervisors, and
vehicle users are directed to adhere to the following District Vehicle/Equipment Policy. The
District considers the use of vehicles and/or equipment part of the working environment. The
District is committed to safe responsible employee driving behavior that reduces the risk of
personal injury and property loss.

PURPOSE

The purpose of this policy is to outline the use of vehicles and/or equipment for work used
on behalf of the Forest Preserve District of Cook County.

REFERENCES

Forest Preserve District of Cook County, District Vehicle Policy (FPDCC Code Section 1-
14: 1-4)

DEFINITIONS

Vehicle/Equipment: These guidelines govern District owned, leased, and rented vehicles
including, but not limited to, automobiles, pick-up trucks, light duty trucks, sport utility
vehicles, vans, heavy duty trucks, trailers, tractors, grass-cutting equipment, and all other
District owned, leased, rented, miscellaneous vehicles and equipment (hereafter referred to as
“Equipment”).

SCOPE
This policy applies to all individuals that operate District vehicles and/or equipment.

RESPONSIBILITY

Department Heads: District Department Heads are required to: (1) Assign department
designated Vehicle Coordinator(s); (2) through their designated Vehicle Coordinator will be
responsible for administering the vehicle equipment policies and procedures; and, (3)
designate the individual employee or specific program function requiring each District vehicle
and piece of equipment for District business.

Supervisors: Supervisors are required to: (1) comply with this policy; and, (2) maintain a
current list of assigned and pool District vehicles and equipment which will be reported to the
Vehicle Coordinator annually.
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07.30.06.

Vehicle Coordinators: Vehicle Coordinators are required to: (1) comply with this policy; (2)

review inventory lists of assigned and pool District vehicles and equipment quarterly; and (3)
be responsible for administering the vehicle equipment policies and procedures

District Employees: All District employees are required to comply with this policy.

PROCEDURES

Maintaining Inventory List Of District Vehicles And Equipment:

A. Fach department head will designate the individual employee or specific program function

requiring each District vehicle and piece of equipment for District business.

Any District vehicle or piece of equipment not assigned to a specific individual will be
considered a pool unit.

All departments, through their Supervisor, will be required to maintain a current list of
assigned and pool District vehicles and equipment which will be reported to the Vehicle
Coordinator annually. Any additions or alterations to vehicle assighments must be
reported in writing to the Vehicle Coordinator within five business days. Each department
vehicle and equipment list must provide information on each unit, its assignment
(individual vs. pool) and parking location. The list will also provide the home address of
all employees personally assigned District vehicles which are authorized for take home use
and justification for need of such vehicle(s). This information will be reviewed by the
Vehicle Coordinator and the Vehicle Steering Committee quarterly.

. Authorized Use Of District Vehicles:

A.

Unless expressly exempted by the Superintendent, and approved by the Vehicle Steering
Committee, all District Vehicles must carry a municipal license plate.

Vehicle usage logs or trip sheets must be maintained for each District vehicle and include
the following information: name of driver, date(s) used, beginning and ending odometer
reading, destination and purpose of use.

Only authorized passengers are permitted to ride in District Vehicles. Non-District
individuals such as volunteers, spouses, and children should not be passengers in a District
Vehicle unless they are involved in the conduct of business.

. District vehicles are to be assigned to individuals who, in the required course of their

employment, need vehicles to complete their required duties on behalf of the Forest
Preserve District of Cook County.

Employees driving District vehicles may be disciplined for misconduct discovered through
the use of GPS tracking devices. Disciplinary decisions may be based solely, or in part, on
data gathered from GPS devices.



3. Eligibility For Vehicle Assignment:

A. Take Home Assignment. District employees may be authorized to take home District

vehicles in order to be immediately available to respond to a situation when the employee
is considered to be “off duty”. Take home authorization may be granted in the following
instances:

D)

2)

3)

4

5)

Each Department Head may be authorized to the take home use of a District
vehicle since he/she is required to be on 24-hour call and immediately respond to
various situations.

Take home use of a District vehicle to support operational needs must be
approved by the Department Head. The Department Head will grant such
approval on an operational needs basis only. District employees with operational
needs to take home District vehicles must submit a signed disclosure statement
declaring the type, year, model and license plate number of the District vehicle as
well as the vehicle’s overnight parking location. Such employees must acknowledge
that they have the option to use their own vehicles and receive mileage
reimbursement.

Authorization may be granted for take home use of District vehicles for programs
that are seasonal in nature. However, authorization may be granted by the
Department Head for specific seasons or months only in which the programs fall.
The Department Head must provide the Vehicle Steering Committee with a
schedule of seasons or special programs specific to their department on an annual
basis.

Department Heads may grant occasional take home use of administrative District
pool vehicles by staff under exceptional and occasional circumstances. These
would include, but not be limited to, circumstances relative to the safety of the
employee and more practical use of an employee’s time.

Employees authorized to take home vehicles shall not use the vehicles for any
reason other than to conduct District business. Personal use of take home vehicles
may subject the employee to discipline, up to and including termination.

All other District vehicles and equipment must be based at department designated parking
locations after working hours. Members of the Vehicle Steering Committee will make periodic
visits to ensure department compliance of this directive.

The primary use of a District vehicle should be restricted to the purpose presented in the
department’s vehicle list. Unauthorized use of District vehicles and equipment may result in
the appropriate disciplinary action as determined by the Department Head, and may include
discipline up to and including termination.

B. Pool Assignment. Pool vehicles are to be assigned on a periodic basis to individuals when
the District work assignment requires a vehicle in order to properly conduct District



business. A vehicle Disclosure Form and daily log shall be used and remain on file in the
Department for all pool vehicles which are taken home overnight.

C. No employee shall be authorized to drive a District vehicle unless he/she:

1) Possesses a current, valid Illinois driver’s license with the correct class for the
vehicle driven;

2) Is 18 or older;
3) Is 25 or older, if driving a leased or rented vehicle;
4) Is medically and physically fit to drive the vehicle safely;

5) Is free of any prior conviction for driving under the influence of alcohol, drugs,
reckless driving or any driving-related felony within the previous year; and

6) Complies with all the requirements of the Commercial Motor Vehicle Safety Act
of 1980, if operating a commercial vehicle.

4. Use of Private Vehicles For District Business:

A. District employees, with the prior permission of their Department Head, may use their
private vehicle to conduct official District business. Department Heads shall only approve
use of private vehicles for District business when it is in the best interest of the District to
do so.

B. Each employee shall comply with all applicable state and federal insurance regulations. A
valid proof of insurance is required to operate a private vehicle and a copy must be filed
with the Vehicle Coordinator and the Chief Financial Officer.

C. Mileage reimbursement rates will be based on the EMPLOYEE TRAVEL POLICY
(separate document).

5. Accident/Collision Procedures:

The following accident/collision procedures are to be followed by drivers involved in
accidents or collisions while operating a District or personal vehicle on District business:

A. In the case of an emergency, call 9-1-1.

B. District Vehicle. Employees driving District vehicles who are involved in an accident or
collision must do the following:

1) Request that all parties remain and render assistance at the scene of the accident
or incident, if possible, until a law enforcement representative has released them,
and alcohol and/or drug testing is completed.



2)

3)

4)

5)

6)

Promptly report all vehicle accidents or collisions involving employees and/or
District vehicles to the local police department and the employee’s immediate
supervisor. If applicable, report the accident to the Forest Preserve District of
Cook County’s Police Department at (708) 771-1001.

Refrain from making statements regarding the accident or collision to anyone
other than the investigating law enforcement officials, appropriate District
officials.

Remain at the site of the accident or collision in order to submit to a drug and/or
alcohol test in accordance with the Forest Preserve District Alcohol and
Controlled Substances Use Policy or the appropriate collective bargaining
agreement, unless it would be unsafe to do so. Immediately after an accident or
collision, the driver, if physically able, shall contact his or her supervisor who will
arrange for the employee to take the appropriate test. The failure or refusal of an
employee to submit to alcohol and/or drug testing under any of the circumstances
listed above shall be treated as a refusal to test and will subject the employee to
disciplinary action, up to and including discharge.

Complete a Vehicle Incident Form to be forwarded to the Vehicle Coordinator
within 24 hours of the accident. Drivers will also forward copies of all police
reports, immediately upon receipt to the Vehicle Coordinator.

Assist the District in the vigorous legal defense or prosecution regarding the
accident or collision.

C. Personal Vehicle. Employees driving personal vehicles engaged in District business who

are involved in an accident or collision must do the following:

D

2)

3)

Employees may use a personal vehicle for District business purposes in
compliance with Vehicle/Equipment Policy and Employee Travel Policy.

Tickets, violations, etc. incurred by District employees while using a personal
vehicle for District business are the responsibility of the driver.

In the case of a vehicle incident, District employees, while doing District business
or on District time, must:

a. File a Police Report immediately;
b. Immediately inform your supervisor of the incident;
c. Complete the District Incident Damage Report Form;

d. Provide a copy of the Police Report to your supervisor.



4) Employees will be Drug and/or Alcohol tested if reasonable suspicion is
determined in accordance with the Cook County Personnel Rules and/or the
District Alcohol & Controlled Substances Use Policy.

5) Subject to any required approval of the Forest Preserve’s Board of Commissioners,
expenses related to vehicular incidents incurred by an employee driving his/her
own vehicle for the purpose of conducting District business shall may in certain
cases be covered by the District provided the operation of such vehicle is in
compliance with the Vehicle Use/Equipment Policy, the Employee Travel Policy,
the Incident Review Board Policy, the Cook County Personnel Rules, and all
applicable federal, state, and local laws.

6) Supervisors: If an incident occurs with an employee using his/her own personal
vehicle, for business purposes, supervisors:

a. May go to the scene of an employee incident if the supervisor deems it
necessary;

b. Should ensure that the employee complies with this policy by obtaining the
Police Report and the completed Incident damage Report;

c. Should submit the employees Police Report to the Chair of the IRB and the
Fleet Maintenance Division or designee within one (1) business day of the

Incident, or upon when available; and,

d. Submit the completed Incident Damage Report to the Chair of the IRB and
the Fleet Maintenance Division within one (1) business day of the Incident.

7) Discipline: Employees that fail to comply with the provisions set in this policy
may be subject to discipline, up to and including termination.

6. Vehicle Coordinator Responsibilities:

A. A record of all driving violations for each employee utilizing a District vehicle shall be
maintained by the Vehicle Coordinator including the date; time; employee name; vehicle
identification number; incident report number; date reported to the VSC; and personnel
actions taken by the District against the employee.

B. Logs of all vehicle collisions shall be maintained by the Vehicle Coordinator who shall
forward the report to the Incident Review Board.

C. Maintain a file of all vehicle loss.

D. Maintain individual driving records of employees authorized to drive a District vehicle.



7. Miscellaneous:

A. Drivers of District vehicles shall observe all traffic laws and regulations and shall observe
safe driving practices. Drivers and passengers in District vehicles also shall wear seat belts
at all times. In addition, drivers of District vehicles shall refrain from talking (unless via a
hands free device), texting, or emailing via a cell phone or other electronic device while
driving.. All drivers of a District vehicle involved in accidents and those who have been
charged with a traffic violation, as a result of the accident, are required to attend a driving
safety training class.

B. Except for the purpose of law enforcement including, but not limited to, surveillance and
radar gun use activities, the driver of a District vehicle must turn off the engine upon
stopping at a destination and must not cause or allow an engine to idle at any location for
more than five consecutive minutes or a period or periods aggregating more than five
minutes in any one-hour period, except when idling is absolutely necessary for the conduct
of District business, for personal safety, or to comply with traffic laws and law
enforcement personnel.

C. Use of tobacco products or smoking is prohibited in District vehicles.

D. The District shall not be liable for injuries or damages arising from activities outside the
scope of employment, including, but not limited to, personal use of rented vehicles by
employees during a District authorized business trip. Any damages arising from these
circumstances are the responsibility of the employee. To the extent that the District incurs
financial liability for the acts of employees which occur outside the scope of employment,
the District reserves the right to seek reimbursement from the responsible person.

E. At no time will District funds be used directly or indirectly to pay or reimburse an
employee for traffic or parking violations.

F. Employees are held personally responsible for all parking and/or traffic violations incurred
while operating District vehicles.

G. Any employee performing work which requires the operation of a District-owned vehicle,
or private vehicle at District expense, shall notify his/her immediate supervisor
immediately of any current restrictions or changes in driving privileges, including, but not
limited to, revocation, suspension, cancellation, denial, Restricted Driving Permit, Judicial
Driving Permit, Probationary License, Family Financial Responsibility Driving Permit,
leaving the scene of an accident, refusal or neglect to report a traffic accident and traffic
violations. Any restrictions or changes to driving privileges shall be reported by the
employee to the employee’s supervisor immediately and a record maintained in the
department. Any employee who fails to report restrictions or changes to their driving
privileges, and/or continues to operate a vehicle in the performance of District duties, is
subject to disciplinary action, up to and including termination from District employment.
The District reserves the right to do periodic checks of employee driver’s licenses.

H. Those employees authorized for overnight use of District Vehicles shall, when away from
work for an extended period of time, for vacation, sick leave, compensatory time off,



travel, etc., return the assigned District Vehicle to the custody of his/her Department
Head during the period of absence.

I. Nothing in this ordinance is intended or shall be construed to extend or enlarge the

obligations, liability, or responsibilities that the District currently has to employees, or third
parties, by law or contract, if any, in regards to the operation of motor vehicles.

07.30.07. TRAINING REQUIREMENTS
(1) All District employees should be trained on this policy.
07.30.08. ACTION PLAN TO COMMUNICATE /DISSEMINATE
(1) This policy should be distributed to all staff.
(2) This policy should be added to the District shared drive, intranet, and website.
(3) A copy of this policy should be placed in all District vehicles.

(4) Dept. Heads should work to ensure that their staff is knowledgeable about this policy.

If you have questions, comments, or suggestions concerning District policies, please contact:

Forest Preserve District of Cook County
Oftice of the General Superintendent
Attn: Anthony D. Tindall, Policy Director
69 W. Washington St., Suite 2040, Chicago, 1L 60602
Office: (312) 603-8351; Email: Anthony.Tindall@cookcountyil.gov
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