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I. Policy

The Administrative Office of Probation provides certain equipment to probation personnel to conduct probation and state business.  

II. Purpose

The intent of this policy is to provide clear guidance in the use of equipment during the course of probation business.

III. Reference

Neb. Rev. Stat. § 81-1120.20

Neb. Rev. Stat. § 81-1120.27

Neb. Rev. Stat. § 29-2266

Nebraska Supreme Court Rule 36

Nebraska Department of Administrative Services Transportation Services Bureau Policies and Procedures Manual

IV. Procedure

General Vehicle Usage 

The Administrative Office of the Courts and Probation (AOCP) provides state-owned vehicles to authorized personnel to conduct branch-related business. 

State Vehicle Assignment and Vehicle Coordinator. 

The Deputy Administrator of Administration and Operations shall be the Judicial Branch Vehicle Coordinator (“Coordinator”) and shall assign state vehicles to Probation districts and Branch divisions after an analysis of needs. The Deputy Administrator shall be responsible for coordinating the use of assigned vehicles with Department of Administrative Services Transportation Services Bureau (DAS TSB). The Deputy Administrator may appoint local heads of offices to be a local vehicle coordinator as outlined in this rule. The Deputy Administrator shall have the duties outlined in TSB Section 3: Vehicle Coordinator Responsibilities. 

State Vehicle Usage, Maintenance, and Accidents 

All employees of the AOCP shall follow the TSB Policies and Procedures Manual in the following instances: 

Fuel. See TSB Section 8: Fuel, Section 9: State Fuel Facility Locations; Section 10: Voyager Fuel Cards; 

Maintenance and repairs. See TSB Section 12: Service and Repairs; Section 13: Preventative Maintenance Program; 

Roadside assistance and accidents. See TSB Section 14: Roadside Assistance and Section 16: Insurance and Accidents. 

Passengers

The decision to transport passengers other than state employees is left to the discretion of the Coordinator with input from local supervisors. When a passenger is transported in a state vehicle, a State Vehicle Waiver shall be executed and signed by the passenger or his or her parent/guardian if a minor. State Vehicle Waiver is available on the master forms website.

A copy of the TSB Policies and Procedures Manual shall be accessible in all state vehicles. 

Official Travel Logs 

State statutes mandate all travel in state-owned vehicles is to be recorded and reported in detail on the TSB Official Travel Log, including purpose of trip (reason for the trip, including specifics like home visit, facility visit, employment visit, and the client’s initials), and who drove the vehicle, including a legible signature. Refer to the TSB Policies and Procedures Manual, Section 7: Official Travel Log. 

On or before the fourth day of the month, TSB Travel Logs for the preceding month shall be reviewed by the local division’s vehicle coordinator for completion and accuracy, as well as analyzing the purpose of the trips, including duration and miles driven. This review and analysis shall be for the month immediately preceding the fourth day of the month.

TSB Travel Log shall be scanned and transmitted to the Coordinator and reviewed for completion, accuracy and analysis of the purpose of trips, including duration and mileage, on or before the seventh day of the month following such use of a motor vehicle. 

Expectations 

Drivers of state-owned vehicles must observe all traffic laws and shall use a seatbelt at all times when operating a state-owned vehicle. Judicial Branch employees using state-owned vehicles shall require passengers to use seatbelts when in a state-owned vehicle. 

It is the responsibility of drivers of state-owned vehicles to promptly pay for all traffic violations unless the violation is being contested. All traffic violations and citations are required to be reported to the local and Branch vehicle coordinator. 

It is the responsibility to report accidents involving personal injury and/or property damage to the Coordinator within (1) business day. The Coordinator shall report any accident or damage to the TSB immediately. 

It is the responsibility of the drivers of state-owned vehicles to lock the vehicle when unattended. 

If misuse of the state-owned vehicle is reported, the Coordinator along with DAS TSB may investigate the report. If investigation results determine that misuse has taken place, the Judicial Branch’s Personnel Policies and Procedures for discipline may be used by the Branch. 

Taking a State Vehicle Home 

Permission to take a state vehicle home shall be made on a case-by-case basis depending on the specific circumstances of the request. Written approval must be requested by the division head to the Coordinator. 

Out of State Travel 

TSB vehicles may be used for out-of-state travel if approved in writing by the Coordinator. Specific requests shall be submitted by the division head and include dates of intended use, length of stay, and purpose of the trip, including the destination. 

Exceptions to TSB Policies and Procedures 

The Judicial Branch reserves the right to discipline employees under the Branch’s rules and policies and make decisions regarding the approval of state vehicle usage for Judicial Branch employees. 

Non-Employee Passengers 

Non-state employees are prohibited from riding in state vehicles unless the passenger is related to Judicial Branch business and a State Vehicle Waiver has been signed by the passenger, or his or her parent/guardian if a minor. State Vehicle Waiver available on the master forms website.

Badge

Upon termination from a district, an officer’s badge is forwarded to Administration and Operations Division.  At the time of the officer’s replacement, a badge will be ceremonially presented to the new officer after new officer training is completed.

If an officer transfers from one district to another, the officer will keep their assigned badge.  The replacement officer in the vacated position will be ceremonially presented a badge after new officer training is completed.

Firearms

Probation staff shall not have a firearm on their person while in the performance of their duties.  Even though Nebraska Revised Statute § 69-2429 allows for carry and concealed weapons in Nebraska, State Probation staff shall not have on their person a firearm while in the performance of their duties.  Nebraska Supreme Court Policy and Procedures (page 43)

If probation staff while in the course of recreational activities are in the possession of a firearm and are called to work, staff shall surrender or secure the weapon prior to performing those duties.

Body Armor

Provision of body armor will be optional at the discretion of the officer and the district. If a district so chooses, body armor may be provided for any field staff upon request from the Chief Probation Officer to the Administrative Office of Probation. 

When a field staff elects to utilize body armor this equipment is specially ordered, fitted to the person and purchased for specifically for the individual. As such, if the staff leaves the employment of the Judicial Branch, or otherwise transfers into a position that does not call for the utilization of the body armor within two years of requesting the body armor, the cost of the body armor will be reimbursed by the field staff employee and will be deducted from the employees next paycheck. All body armor purchased by the Administrative Office of Probation shall remain the property of the Administrative Office of Probation. 

All newly appointed field staff shall be notified in writing of this provision at appointment, or at such time they choose to request body armor.

Telecommunications

All telecommunications use, including the distribution and use of cellular phones by Nebraska State Probation staff shall be governed by the Electronic Communications Policy.
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