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TOWN OF NORFOLK 
Automobile Use Policy 

1/15 
 

 
 
 

I. PURPOSE AND SCOPE 
The purpose of this policy is to set forth the guidelines for reimbursement or 
compensation for employee use of personal vehicles; the guidelines under which Town 
vehicles will be assigned to Town personnel and the guidelines under which Town 
vehicles may be used. 

 

 

II. APPLICABILITY 
This policy applies to all Town of Norfolk employees. Employees that are given access 
to an automobile as part of their employment contract, and employees whose 
employment is regulated by collective bargaining agreement, are subject only to those 
provisions of this policy not specifically regulated by contract or agreement. 

 

 

III. DEFINITIONS 
As used in this policy, the following definitions apply: 

 

 

A. "Authorized driver" means a Town of Norfolk employee who holds 
a current, valid license to operate a motor vehicle in Massachusetts 
and who has complied with all provisions of Section IV.  of this 
policy. 

B. "Authorized passenger" means a Town of Norfolk employee or any 
other person accompanying a Town of Norfolk employee in a Town 
vehicle in furtherance of official Town business, not to include 
children, family members and other non-business passengers. 

C. “Personal  vehicle”  means  a  vehicle  owned  and  insured  by  the 
employee which has been authorized to be used for Town of Norfolk 
business. 

D. “Automobile allowance” is the dollar amount approved by the Board 
of Selectmen or Town Administrator to compensate an employee for 
regular and routine use of a personal vehicle. The allowance is 
considered to be a salary item and, as such, is subject to taxation. 

E. "Designee" means the Town Administrator or a department manager. 
F. "Employee" means any person who is in the employ of the Town of 

Norfolk. 
G. “Expense reimbursement” means payment for approved expenses 

relating to   personal   automobile   use   upon   receipt   of   written 
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documentation. Expense reimbursement is not considered to be a 
salary item. 

H. “Intermittent  use”  is  when  an  employee  uses  his/her  personal 
vehicle for town-related business, and the employee is not receiving a 
personal automobile allowance. 

I. “Municipal vehicle” means those automobiles, trucks, vans, or 
other self-propelled equipment owned, rented, or leased by the 
Town of Norfolk and licensed for travel on a public way.  Municipal 
vehicles will be assigned municipal plates and will exhibit the Town 
seal or logo and the department name identifying the vehicle as a 
Town of Norfolk vehicle.  These logos must be stenciled or painted 
on and may not be removable. Vehicles that may be used for 
undercover assignments will be exempted from this requirement. 

 
 

 

IV. POLICY 
Employees whose duties require transportation continuously and regularly may be 
provided with a municipal vehicle or receive a stated automobile allowance in lieu of 
reimbursement for the use of their personal vehicle.  Intermittent use of personal 
vehicles shall be reimbursed for actual, reasonable and necessary expenses incurred by 
and for themselves as a result of approved travel in connection with their duties or 
office per IRS regulations.  The Town Administrator may authorize exceptions to this 
policy under mitigating circumstances. 

 
 

 
A. Municipal Vehicles 
Certain positions require employee access to municipal vehicles, either during the 
work shift or on a 24 hour on-call basis. The Town Administrator shall approve in 
writing which positions are assigned 24-hour access to municipal vehicles.   Said 
authorization shall be reviewed by the Town Administrator whenever the position has 
been vacated.  Nothing in this policy shall preclude the Town Administrator from 
revoking the assignment of a municipal vehicle to an employee. 

 

 

Municipal vehicles are not personal vehicles and are not for personal use unless 
automobile use is specified in the employee’s employment contract. Vehicle use is 
limited to travel to and from the residence and place of work.  Municipal vehicles 
should always be viewed as belonging to the citizens of Norfolk and are assigned 
solely for purposes consistent with providing services to those citizens. 
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B. Automobile Allowance 
In the event that an employee is required to use his or her personal automobile 
extensively on a year-round basis, and that employee has not been assigned a 
municipal vehicle, the Town Administrator may authorize the payment of an 
automobile allowance. Such allowance may be rescinded with 30 days’ notice and will 
not be paid in combination with personal automobile expense reimbursement. 

 

 

C. Expense Reimbursement 
The Town of Norfolk will reimburse employees for reasonable and validated expenses, 
such as mileage, tolls, and parking costs which they incur as a result of personal 
automobile use on behalf of the Town.   Employees must complete a travel 
reimbursement form and submit it with corresponding receipts to the Department 
Manager for approval. If the employee uses a town owned car the employee will be 
reimbursed for Tolls and Parking. 

 

 

V. PROCEDURES 
A. Expense Reimbursement 

1.  Expense Reimbursement is intended for work-related travel above and beyond 
an employee’s commuting needs.   Travel to and from work or other regular 
work locations is not considered a reimbursable expense. 

2.  When an employee is authorized to use a personal automobile for intermittent 
use for work-related travel, he or she shall be reimbursed at a rate established by 
the IRS. The mileage rate is intended to include the costs of gasoline, repairs, 
insurance, and general wear and tear on the automobile. 

3.  The Town will also reimburse employees authorized for work related travel, 
driving  personal  or  municipal  vehicles,  for  tolls  and  reasonable  parking 
expenses, when receipts are provided. Employees will not be reimbursed for tolls 
which would normally be paid by the employee during his or her normal 
commute to work. 

4. The Town Administrator retains the right to require employees who are 
reimbursed for work-related travel, or who receive an automobile allowance, to 
show proof of the following minimum levels of insurance coverage: 

a. Bodily Injury: $100,000/$300,000 
b. Property Damage $100,000 

 

 

5. Automobile Accidents - In the event that an employee’s personal vehicle is 
damaged during an approved, work-related trip, and the damage is not due to 
the gross negligence of the employee or the employee was deemed not to be at 
fault, the Town will reimburse the employee, upon receipt of verification of 
payment of a deductible (comprehensive or collision) to cover part of the cost of 
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repair, up to a maximum of $500 or the amount of the deductible, whichever is 
less, per occurrence. 

 

 

B. Assignment of Municipal Vehicles for 24 Hour Use (Vehicle Use Approved for 
Commuting Purposes). 

1.  The assignment of vehicles for 24-hour use will be made in writing by the Town 
Administrator and will only be considered for employees who require a vehicle 
for the ordinary and necessary discharge of their job functions. Criteria which 
will be used in the determination of eligibility for 24-hour vehicle use include: 
-   Officially designated on-call status; 
-   Requirement for frequent emergency availability; 
-   Issuance of a pager or other communication device; 
-   Emergency or other equipment contained in the vehicle; and/or 
-   Vehicle use is limited to travel to and from the residence and place of work. 
The vehicle should be driven over the most direct route taking into account road 
and traffic conditions. The vehicle should not be utilized for travel outside a 
direct commuting route for personal reasons. 

2.  Whenever a position becomes vacant, the authorization for 24-hour use shall 
be re-evaluated. Employees assigned vehicles for 24-hour use involving a 
commute of more than 25 miles one way may be required to reimburse the Town 
for the additional fuel cost as determined by the Town Administrator.  All 
approval for vehicles covered under this policy must be assessed and 
reapproved by the Town Administrator once this policy is in affect according to 
the new criteria listed above. 

3.  There will be no out of state use of the vehicle without the prior approval of the 
Town Administrator or designee. 

4. Whenever a position becomes vacant, the authorization for 24-hour use for 
commuting shall be reevaluated. 

 

 

C. Imputed Income Taxation 
1. Employees who are assigned marked and unmarked police vehicles, and/or 

vehicles designated as “qualified non-personal use vehicle” will not be subject to 
imputed income taxation as a result of the vehicle assignment. 

2.  Other employees authorized to commute in a Town vehicle may be subject to 
imputed income regulations as set forth by the Internal Revenue Service, which 
considers a certain portion of the vehicle use (namely the commute) to be income 
for the purposes of income taxation.   The Finance Department shall be 
responsible for determining any tax liability and will be provided with the 
names  of  all  employees  authorized  to  use  Town  vehicles  for  commuting 
purposes, and the normal, one-way commuting distance, each December 1st. 
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VI. LICENSE REQUIREMENTS 
Verification of License.  Employees must provide proof they hold a current, valid 
license to operate a motor vehicle in Massachusetts prior to being assigned as an 
authorized driver of a municipal vehicle.  Employees may be required to provide proof 
of valid motor vehicle license once every six (6) months. 

 

 

Loss of License.  Town of Norfolk municipal vehicle operator privileges or personal 
automobile allowance are invalid upon revocation, suspension or expiration of the 
employee's license to operate a motor vehicle in Massachusetts and/or by the state of 
their  current  residence.     An  authorized  driver  must  report  the  suspension  or 
revocation of his or her license by the State of Massachusetts or state of current 
residence to the Town Administrator or designee immediately when practicable, but in 
no case later than 24 hours.  If notice of revocation, suspension or expiration is given to 
the designee, the designee must report the revocation, suspension or expiration to the 
Town Administrator. 

 

 

VII. OCCUPANCY OF VEHICLES 
Authorized Use.    Town of Norfolk vehicles may be occupied only by authorized 
drivers and authorized passengers.  Town of Norfolk employees are authorized to use 
municipal vehicles only in the furtherance of official Town business. 

 

 

Unauthorized Use.  An authorized Town of Norfolk employee who permits a Town 
vehicle to be driven by an unauthorized driver or who transports or permits the 
transportation of an unauthorized passenger shall have his or her Town vehicle 
operator privileges suspended or revoked and may be held personally liable to the 
extent permitted by law for any liability for any personal injury, death or property 
damage arising out of the unauthorized use or occupancy of the Town of Norfolk 
vehicle. 

 

 

Special Need.  In cases of special need, the Town Administrator or designee may 
authorize a person who would not qualify as an authorized driver to drive a municipal 
vehicle or a person who would not qualify as an authorized passenger to occupy a 
municipal vehicle.  The authorization must be in writing and must be obtained before 
such person drives or occupies a Town vehicle. 

 

 

Emergency Need.  In cases of emergency need, the Town Administrator or designee 
may verbally authorize a person who would not qualify as an authorized driver to 
drive a  municipal  vehicle  or  a  person  who  would  not  qualify  as  an  authorized 
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passenger to occupy a municipal vehicle.  In the case the authorization is given by the 
designee, a timely written explanation for making the exemption must be forwarded to 
the Town Administrator. 

 

 

Emergency Aid.  Nothing in this section shall be construed to prohibit the use or 
occupancy of a Town of Norfolk vehicle to render emergency aid or assistance to any 
person. 

 

 

VIII. SMOKING 
Smoking is prohibited in Town of Norfolk vehicles. 

 

 

IX. INTOXICATING LIQUOR AND DRUGS 
Use of Liquor, Illegal Drugs and Prescription Drugs or Medication which may interfere 
with the employee’s ability to operate a vehicle safely are prohibited.  Transport of 
alcohol in municipal vehicles is prohibited. 

 

 

Penalty for Traffic Citation.    A Town of Norfolk employee who receives a traffic 
citation for driving a Town vehicle while under the influence of intoxicating liquor or 
drugs will have his or her vehicle operator privileges suspended or revoked by the 
Town Administrator or designee and may be subject to disciplinary procedures up to 
and including termination from employment.  Any passengers who are authorized 
drivers may also have their Town vehicle operator privileges suspended or revoked. 

 

 

Penalty for DWI Conviction. A Town of Norfolk employee who is convicted of driving 
a municipal vehicle while under the influence of intoxicating liquor or drugs may be 
terminated from employment with the Town.  Any Town of Norfolk employees who 
were passengers in the vehicle also may be terminated from employment where it is 
shown that such employees knew or should have known that the driver was under the 
influence of intoxicating liquor or drugs and did not take reasonable action to prevent 
the driver from driving the vehicle. 

 

 

X. TRAFFIC LAWS AND SEAT BELTS. 
Traffic Laws.  The failure to obey any applicable traffic law while driving or occupying 
a municipal vehicle may result in suspension or revocation of vehicle operator 
privileges. 

 

 

Seat Belts Required.  All occupants of municipal vehicles must wear seat belts.  The 
failure of any person to wear a seat belt while driving or occupying a municipal 
vehicle may result in the suspension or revocation of the vehicle operator privileges or 
other disciplinary action. 
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Responsibility for Traffic Citations.   A Town of Norfolk employee who receives a 
traffic citation or parking ticket while using a municipal vehicle or his/her personal 
vehicle for town-related business will be personally responsible for the citation or 
ticket. 

 

 

XI. CARE OF VEHICLES - ACCIDENTS - LIABILITY 
Care of Vehicle.  Prior to being assigned a municipal vehicle, a qualified automotive 
mechanic  shall  determine  that  the  vehicle  is  functioning  properly  and  passes 
inspection standards.   If unsafe or hazardous conditions are noted, the vehicle must 
not be driven until a qualified automotive mechanic can make any necessary repairs. 
The employee assigned the use of the vehicle shall be responsible assuring the vehicle 
is properly maintained through the DPW and shall report any problems or unsafe 
conditions immediately to his/her Department Manager.  The employee shall also 
ensure the vehicle contains the all necessary equipment and documentation such as, an 
inflated spare tire, first aid kit, vehicle registration, vehicle owner’s manual, etc.   In no 
case will a Town of Norfolk employee continue to operate a municipal vehicle if 
continued operation could endanger any person or property. Fuel for Town vehicles 
shall be supplied by the Town’s fuel tanks located at the Public Works garage.   The 
expense for maintenance and safety of municipal vehicles falls within departmental 
budgets. 

 

 

Leaving the Vehicle.  A Town of Norfolk employee will turn off the ignition, close all 
windows, and lock the doors and trunk of a Town vehicle whenever the vehicle is left 
unattended except when it is deemed prudent or necessary for Public Safety or DPW 
vehicles.  Vehicles should be cleaned of items not belonging in the vehicle (trash, 
personal items, etc.). Vehicles operating under emergency conditions may be exempt 
from this provision. 

 

 

Cell Phones.  Operators should refrain from using hand held communication devices 
while driving an assigned vehicle.  Operators should park the vehicle in a safe location 
prior to using hand held communication devices unless a bona fide emergency exists 
prohibiting the operator from coming to a full stop prior to use of a hand-held 
communication device. 

 

 

Accidents.   If a municipal vehicle is involved in an accident the employee shall notify 
their manager and the Town Administrator and submit a complete accident report 
available from the Norfolk Police Department including whether the accident resulted 
in bodily injury or property damage, immediately when practicable, but in no case 
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later than 24 hours.  Failure to comply with this subsection may result in suspension or 
revocation of the municipal vehicle operator privileges. 

 

 

Driver Training. Any employee involved in 3 accidents must attend a safe driving 
program approved by the Town Administrator. Any acceptations to this must be 
approved by the Town Administrator. 

 

 

Reporting Loss, Theft or Damage.  Employees shall notify the Town Administrator or 
designee of any loss, theft or damage to the vehicle immediately when practicable, but 
in no case later than 24 hours after the event. 

 

 

Liability for Loss or Damage.  A Town of Norfolk employee will not abuse or misuse a 
Town vehicle.    Authorized employees may be assessed for the loss or damage of a 
Town vehicle if the loss or damage was caused by: 

 

 

1. driving while under the influence of intoxicating liquor or drugs; 
 

 

2. reckless driving; 
 

 

3. inappropriate transport of materials; or 
 

 

4. unauthorized use of the vehicle. 
 

 

Penalty  for  Negligence.    The  vehicle  operator  privileges  of  a  Town  of  Norfolk 
employee may be suspended or revoked by the Town Administrator or designee if a 
Town vehicle is damaged or destroyed due to the negligence of the employee.  Other 
disciplinary action may be taken at the discretion of the Town Administrator or 
designee. 

 

 

XII.   POLICY COMPLIANCE 
The Town Administrator or designee may suspend or revoke an authorized driver's 
Town of Norfolk vehicle operator privileges or personal automobile allowance for 
failure to comply with any provision of this policy.   The Town Administrator or 
designee will notify an authorized driver when his or her Town of Norfolk vehicle 
operator privileges or personal automobile allowance has been revoked.  This policy is 
meant to address most situations regarding Town vehicle use.    The Town 
Administrator retains the discretion to address any circumstances not addressed by 
this policy or to waive any certain requirements if there are mitigating circumstances. 


