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PURPOSE

This policy establishes a system to verify the validity of driver's licenses for new employees and volunteers, who will drive for the City, and to maintain a flagging system, which will ensure continued license validity for existing employees and volunteers who drive for the City. This system will ensure that City drivers meet the City's standard for driving City vehicles or privately owned vehicles on official City business.

SCOPE

This policy is inclusive of all City employees and volunteers who operate City owned/leased vehicles or privately owned vehicles driven on official City business.

PRINCIPLES

All City employees and volunteers must possess a driver's license valid in the State of Minnesota of the type and class appropriate to its use, in order to drive a City-owned/leased vehicle or privately owned vehicle on official City business. Employees with suspended, or revoked licenses, will have their City driving privilege revoked until the driver’s license is again valid.


PURPOSE

The purpose of this Procedure is to implement the policy on the Drivers License Check and Flagging Program.

RESPONSIBILITIES

City Employees and volunteers who will drive for the City are responsible for:

1. completing a driver's license check and flagging form and promptly returning it to their immediate supervisors. Employees and volunteers who posses a driver's license that is not issued by the State of Minnesota must obtain and submit a current original printout of their driving record from the license issuing jurisdiction each year. Before driving, new employees and volunteers who will drive for the City must complete and submit to their supervisor a drivers' license check and flagging form before driving. New employees and volunteers possessing a non-Minnesota issued driver's license must submit an original printout of their driving record to their supervisors, prior to driving for the City;

2. completing a driver's license check and flagging form when there is a name change or a new license issued. The "change existing record" box should be checked and a note describing the change should be made on the form. Renewal of a current license does not require the completion of a driver's license check and flagging form;

3. maintaining a driver's license that is valid in the State of Minnesota and a driving record that meets the City's standard for driving City-owned/leased vehicles or privately owned vehicles on official City business; and

4. Informing their supervisors of all status changes of their driver's license. In the event that an employee or volunteer requests that City driving privileges be reinstated. The administrative procedures section for reinstatement of City driving privilege found in this policy must be followed. This applies only when an employee's or volunteer's City driving privilege was revoked and the employee or volunteer was:
a. allowed to remain in the same City position without maintaining a City driving privilege;

b. temporarily or permanently transferred or demoted in pay and/or rank without maintaining a City driving privilege.
Reinstatement of the City driving privilege will not necessarily rescind any disciplinary actions taken.

Immediate supervisors of City drivers are responsible for:

1. ensuring that all City drivers under their supervision have completed a driver's license check and flagging form, and that non-Minnesota licensed drivers have submitted a current original printout of their driving record;

2. ensuring that new employees and volunteers complete a driver's license check and flagging form upon employment;

3. revoking an employee's or volunteer's privilege to drive a City- owned/leased vehicle or a privately owned vehicle used on official City business, when the department director has advised the supervisor that the driver no longer meets the City's driving requirements. The immediate supervisor must ensure that the driving stops immediately;


The Personnel Committee/ City Administrator are responsible for:

1. entering employees and volunteers who will drive into the flagging system by forwarding the pertinent information from the completed driver's license check and flagging forms to the Department of Motor Vehicles;

2. conducting a review of all existing employees' and volunteers' driving records to ensure that all drivers meet the minimum requirements for City driving;

3. advising employees, volunteers, and their supervisors, through the City Administrator, that their City driving privileges have been revoked. This notice will be in the form of a memorandum, and will be sent to the department director; 

4. maintaining a file that records all actions taken with regard to the driver's license check and flagging program; 

5. informing department heads that City driving privileges are reinstated to an employees or volunteer through a memorandum.

For City drivers whose City driving privileges have been revoked:

1. When an employee or volunteer no longer satisfies the minimum City criteria for driving a City vehicle or private vehicle on official City business, a memorandum of revocation will be sent by the City Administrator to the employee or volunteer and state that they must stop driving immediately.

2. When the driving privilege is revoked for an employee or volunteer, the immediate supervisor will then consult with the City Administrator to determine whether arrangements can be made for the continuation of employment or volunteer activities for the employee or volunteer. The department head will then recommend in writing to the City Administrator:
a. whether the employee or volunteer may remain in the same capacity for the City without maintaining a City driving privilege;

b. whether the employee or volunteer may serve in another capacity, in the same department without maintaining a City driving privilege. This may include, but may not be limited to, a permanent or temporary transfer or demotion in rank and/or pay. In the case of a temporary transfer or demotion, this action would remain in effect at least until the employee's or volunteer's driving privileges are reinstated; or

c. that the employee or volunteer cannot remain in the same department in any capacity without maintaining a City driving privilege.
3. The City Administrator will then decide whether to accept the department head's recommendation or to pursue a different course of action. In the event of termination, the City Administrator will follow standard procedures for termination of employees through the City Council.

Volunteers who cannot remain in service to the City without maintaining a City driving privilege will be notified by the City Administrator that they cannot serve the City any longer due to revocation of their driving privilege.

For reinstatement of the City driving privilege:

1. An employee or volunteer must provide a current original printout of his or her driving record to the supervisor, and this driving record must reflect that the employee or volunteer now meet the minimum criteria for City driving.

2. The supervisor will promptly forward the copy of this driving record to the City Administrator.

3. The City Administrator will review the driving record, and decide whether to reinstate the City driving privilege to the employee or volunteer. If the City driving privilege is not reinstated, the City Administrator will detail the reason(s) in writing to the immediate supervisor and send copies to the employee or volunteer and the department head.

4. When an employee or volunteer is reinstated with the City driving privilege
a. The department head will be notified in writing through a memorandum of reinstatement from the Personnel Department;

b. The department head will then advise the employee or volunteer of the reinstatement through a memorandum;

c. any temporary demotions in rank and/or pay may be rescinded by the department head at this time provided a suitable vacancy exists. Standard procedures for reinstating personnel into their original status should be followed.
Should an employee or volunteer contest the results of the driver's license check on the flagging program they may:

1. contest the findings of the driver's license check and flagging program by supplying the immediate supervisor with a current original printout of the driving record. The original printout of the driving record must be dated after any memorandums of revocation, in order to be considered current. Any revocations of driving privileges will stay in effect until the validity of the driving record supplied by the employee or volunteer may be checked. The immediate supervisor should immediately forward the original printout of the driving record to the City Administrator for verification. The City Administrator will check the validity of the driving record in a timely fashion. If the information determined through the driver's license check and flagging program is found to be in error, necessary corrections will be made as appropriate, such as reinstatement of driving privileges; and

2. review their driving record as kept by the City Administrator. A request should be made in advance, when possible.
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