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I.
PURPOSE

A. Issue written guidelines for the use of the Office of Emergency Management (OEM) motorized vehicles. 

II.
ORGANIZATIONAL USE / NEED
A. OEM Full-time Personnel:

1. OEM personnel are pre-approved to use any of the OEM Vehicles for business use only.

B. OEM Part-time / Volunteer(s) Personnel:

1. If you are conducting official business as directed by an OEM Full-time employee, verbal permission only is required.

2. Official business activities are defined as: Hauling trailers, Exercises, Training, Travel, Public activities ~ Parades, Equipment pick-up / delivery, and Maintenance.

3. No emergency equipment use is permitted except during a parade or during traffic direction.

C.
Volunteers or Non-OEM Staff:

1. Emergency Use:

a. No prior permission is required.  Vehicles to use follow Section III, C1, C2, and C3.

b. Emergency Equipment use will only be as directed /approved by the Director of the OEM or his designee. 

2. Non-Emergency Use:

a. Prior written approval will be required.  (See “OEM Vehicle Use Form”)  This will require signature approval from the RACES Coordinator and final approval signature by the OEM Director or his designee prior to the event.  No verbal request.

b. Non-Emergency use is defined as Monthly training (2nd Wed of each month), Hauling trailers, other special training Exercises, Public activities ~ Parades, Equipment pick-up / delivery, Maintenance and activities outside Kalamazoo County.

III.
VEHICLE TO USE

A. Full-time Employees:

1. Dodge Crew-Cab Pick-up, Tan – Marked, OEM Vehicle # 18

2. Dodge Crew-Cab Pick-up, Tan – Un-Marked, OEM Vehicle # 16

3. Dodge Crew-Cab Pick-up, White – Marked, OEM Vehicle # __


3.
Chevy Extended Cab Pick-up, Black, OEM Vehicle # 13

4.
Chevy Malibu, OEM Vehicle # 21

5.
Chevy Tahoe, Green, OEM Vehicle # 17

6.
Other vehicles that must be pre-approved by the Director of OEM or his designee are:

a.
Dodge Durango, Maroon, OEM Vehicle # 11 (Directors).



b.
KCSO or other County Owned Vehicles.

B. Part-time Employees:

1. Chevy Extended Cab Pick-up, Black, OEM Vehicle # 13.

2. Chevy Malibu, OEM Vehicle # 21.

3. The Director of OEM or his designee must approve other vehicles.

C. Volunteers:

1.
Chevy Tahoe, Green, OEM Vehicle # 17


2.
Chevy Extended Cab Pick-up, Black, OEM Vehicle # 13


3.
If these vehicles are already reserved, no other vehicles shall be used.

IV.
ACCIDENTS
A. Whenever there is damage a “Vehicle Use Form” must be completed and list all damage and information about the incident.

B. The Director of OEM must be notified about the damage as soon as possible.  

C. An official Law Enforcement Crash Report must be completed by a Law Enforcement Officer.

V.
OTHER

A. Specialized Vehicle Use:

1. The Mobile Command Center (OEM Vehicle #12) will be operated only by approved drivers.

B. Vehicle Use Forms:

1. Vehicle Use Forms will be used to enter mileage etc… when anyone other than Fulltime OEM personnel use any OEM vehicle.

2. Written approval must be requested a minimum of three days before the event.  It is highly suggested that additional lead-time be given whenever possible.  Failure to provide three-day lead-time may result in a denial of the request. 

C. Form Process:

1. Fill out a blank form when requesting a vehicle.  Forms are located in the Office of Emergency Management, in the gray bin above the printers.  

2. Have the Organization Coordinator sign (RACES requires the Emergency Coordinator).

3. Put form in the OEM Director’s Box (Above the printers).

4. Once the OEM Director reviews the form he will place the signed form in the RACES box (Above the printers)

5. Take the form with you when using the vehicle so you can enter the mileage, fuel usage etc…

6. When activity is done, place the completed form in the box of the OEM Director.

End of Written Directive 
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