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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Use of Equipment, Tools, & Vehicles

Equipment, tools, and vehicles essential in accomplishing job duties are expensive and may be difficult to replace.  When using property, employees are expected to exercise care, perform required maintenance and follow all operating instructions, safety standards and guidelines. Additionally, employees are required to only use equipment, tools, and vehicles that they are authorized and trained to use and only for which the purposes the equipment, tool, or vehicle is designed. Employees should always ask their supervisor if they are unsure about using a specific tool or piece of equipment. 

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective or in need of repair.  Prompt reporting of damages, defects and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The supervisor can answer any questions about an employee’s responsibility for maintenance and care of equipment or vehicles used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment, tools, or vehicles, as well as excessive or available traffic and parking violations, can result in disciplinary action, up to and including termination of employment.

Only employees with valid driver’s licenses and approval from _______________ are authorized to operate Company vehicles.  Authorization to operate larger vehicles or specialized equipment may require additional licenses, certificates or training.  Do not operate any vehicles or machinery for which you are not approved by your supervisor. If a Company vehicle is involved in an accident, you are required to immediately contact your supervisor and follow established accident procedures. 

Use of Company vehicles for any non-business purposes is prohibited, including transport of materials/tools for personal use; transport of firearms, alcohol or controlled substances; travel to purchase alcohol; transport to or from illegal activities; or transport to taverns, bars or other drinking establishments, while in town or working out of town.  Any violation of these rules will result in disciplinary action, up to and including termination of employment.

Additionally, the Company provides tools and equipment for Company business use only.  You are responsible for any Company tools and equipment assigned to you.  Employees are prohibited from taking home, borrowing, or using the Company’s tools or equipment in the shop for their private use unless direct permission is granted by your supervisor. Personal project work will only be allowed during the lunch break or after shift hours. Requirements of equipment training and personal protective equipment (PPE) use apply to personal project work. Employees who damage tools and equipment while using them for private use may be liable for the full repair or replacement cost. Employees that use Company tools and equipment for personal use without permission may be subject to corrective action up to and including termination.  
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