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40 Douglas Drive, Martinez, CA 94553 • (925) 608-5000 •  Fax (925) 313-9748  •  www.ehsd.org 

To: All Staff, Code 2A Date: March 29, 2021 

From: Debora Boutté, Personnel Services Officer 

Subject: Requirement to Submit Driver’s License and Proof of Automobile Liability Insurance 

The County updated and reissued two Administrative Bulletins, 507.9, County Vehicle Operation 
and 535.1, Use of Private Vehicles setting new requirements for vehicle usage.  These County 
policies now require that all operators of County owned vehicles provide a copy of their driver’s 
license and that all employees using their personal vehicles in connection with county business 
provide a copy of their driver’s license and proof of automobile liability insurance.   

EHSD has taken two actions to ensure compliance with these County policies as follows: 

1. Notifying all EHSD staff via the attached Department Manual Section and this memorandum
of the requirements.

2. Developed an electronic application that will allow employees to provide the required
information on an electronic form and submit the required documents.

We are also asking all employees completing the electronic form to include their Emergency 
Contact information in Employee Self-Service (PeopleSoft) so that we know who to call in the 
event of a medical or other emergency while at work.  The Emergency Contact information will 
be pulled from Employee Self-Service (PeopleSoft) into the Driver’s License and Insurance 
system. 

Driver’s license and proof of insurance information must be kept current at all times and must be 
updated when insurance is renewed or a new driver’s license is issued.  Employees must also notify 
their supervisor immediately if their driver’s license is revoked or suspended or their insurance is 
not renewed.  Employees must not operate a County owned vehicle without a current, valid driver’s 
license and must not operate a personal vehicle in connection with County business without a 
current, valid driver’s license and auto liability insurance.   

Information submitted using the electronic application is secure and will only be accessed by 
Personnel and the Department Director or designee.   

If you have questions about this policy, please contact your assigned Departmental Human 
Resources Analyst where you can find on the EHSD Intranet. 

 M  E   M  O  R  A  N   D  U  M 
              Kathy Gallagher, Director

https://cchp92.hosted.cherryroad.com/psp/cchp92/EMPLOYEE/HRMS/?cmd=login&languageCd=ENG&
http://ehsdhome/Personnel/Pages/default.aspx
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I. POLICY STATEMENT 

Pursuant to the provisions of the County Vehicle Operation policy (Administrative Bulletin 507.9) 
and Use of Private Vehicles policy (Administrative Bulletin 535.1), all County departments including 
Employment and Human Services Department (EHSD) are responsible for the following: 

A. Maintaining a list of employees authorized by the Department Head to operate a County vehicle; 
 

B. Authorizing individuals to operate private vehicles on County business; 
 

C. Collecting and maintaining photo copies of current driver’s license and proof of automobile 
liability insurance for employees who have been identified and authorized to operate a County 
vehicle or a personal vehicle to conduct County business;  
 

In an effort to be fully compliant with the provisions set forth in the above policies, EHSD has 
established an electronic database that will allow employees to self-submit a copy of their driver’s 
license and proof of vehicle insurance, which will be maintained by the EHSD Personnel Services 
Division.  

 

II. PURPOSE 

To comply with the policies set forth in the County Administrative Bulletins to collect copies of the 
driver’s license and proof of vehicle insurance information for identified employees listed in the 
scope / coverage section of the County policy. In the event of a medical or other emergency that 
may occur while an employee is at work, current emergency contact information will be stored in the 
electronic database. 
 

III. SCOPE / COVERAGE 

This policy applies to EHSD employees that meet the following criteria: 
 
A. Employees that have been authorized by the Department Head to operate a County vehicle as 

described in the County Vehicle Operation policy. An authorized driver operating County 
vehicles and/or equipment must hold a current, valid and appropriate DMV-issued driver’s 
license. 

 
B. Employees that are incumbents in a classification, which requires a valid driver’s license as part 

of the minimum qualifications for the position in which they occupy. 
 

C. Employees that operate a personal vehicle for travel while conducting County business.   
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IV. POLICIES 

Employees are expected to adhere to and comply with policies set forth by Contra Costa County 
and EHSD as well as all traffic rules and regulations when operating a County-owned or personal 
vehicle in connection with County business.   
 
A. Administrative Process 
 

1. EHSD Personnel Services Division will: 
  

a. Monitor and maintain the self-service Driver’s License and Insurance Documents 
system, process, user guide and policy to ensure the Department’s needs are 
met. 

 
b. On a quarterly basis, work with EHSD Application Development to upload 

emergency contact information from Employee Self-Service (PeopleSoft) into the 
Driver’s License and Insurance Documents system. 

 
c. On a monthly basis, extract reports from the Driver’s License and Documents 

system and send to the EHSD Bureau Directors. 
 

i. Extracted reports shared with EHSD Bureau Directors will only include:  
Name of employee, employee number, title, supervisor, bureau, report 
period, driver’s license expiration date, and insurance expiration date (if 
applicable). 

 
2. EHSD Bureau Directors will: 

 
a. On a monthly basis, review and disseminate to their Division Managers and 

Supervisors the list of departmental employees that are designated to operate a 
County-owned vehicle and/or are authorized to operate their personal vehicle in 
connection with County business.  

 
3. All employees described above are required to complete the electronic form and submit 

a copy of their current, valid state issued driver’s license and proof of insurance to the 
Driver’s License and Insurance Documents system. 

 
B. Tools & Resources 

 
1. Driver’s License and Insurance Documents Application 

 
a. An electronic tool has been identified as the main system for employees to use to 

upload their confidential information into a departmental database. This database 
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is accessible to all employees to input information, but information may only be 
viewed by the Departmental Head or his/her designee and the EHSD Personnel 
Services Division. 

 
Employees may not access other employee’s documents, but are only able to 
view their own information. Employees are able to upload documents safely and 
securely through the system.  
 

b. The Driver’s License and Insurance Documents system will send a reminder to 
the employee at thirty (30) days and seven (7) prior to the expiration of the 
driver’s license and/or insurance coverage. The system will also email the 
employee on the day the license and/or insurance expires, and at twenty (20) 
days after the expiration date if the information has not yet been updated. 
 

c. A user guide has been prepared with step-by-step instructions on how to submit 
materials into the database. See Appendix A. 

 
2. Emergency Contact(s)  

 
a. Emergency contact information will only be used in the event of a medical or 

other emergency when it is essential that the Department is able to contact 
someone on behalf of an employee having an emergency while at work. 
Emergency contact information will only be viewed in the Driver’s License and 
Insurance Documents system. Any changes to the Emergency Contact must be 
made by accessing the Employee Self-Service (PeopleSoft) program. A link to 
the Employee Self-Service (PeopleSoft) program can be found on the Drivers’ 
License and Insurance Documents online form. 

 
 
C. Consequences 
 

1. All employees whose driver’s license has been suspended or revoked for causes set 
forth by the Department of Motor Vehicles must immediately notify their supervisor.  
Operation of County vehicles with a suspended or inadequate driver’s license is 
expressly prohibited.  An employee whose license is suspended or revoked will have 
their driving privileges for County vehicles or personal vehicles in connection to County 
business revoked until the license is restored. Employees whose insurance is lapsed or 
not renewed must similarly notify their supervisor and must not operate their personal 
vehicle in connection with County business without current automobile liability insurance.   

 
2. All employees must have proof of active liability auto insurance to be authorized to 

operate their personal vehicle in connection with County business.    
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3. Failure to comply with the requirements of this policy will result in the revocation of 
authorization to drive either a County owned vehicle or the use of their personal vehicle 
for County business and may result in disciplinary action. 

 
D. Compliance and Audits 

 
1. Employees impacted by this policy will be required to upload their driver’s license upon 

receipt of this department manual, upon renewal, or whenever there is a change in the 
conditions attached to the driver’s license.    

 
2. Employees will be required to upload the renewal of proof of insurance annually (every 

12 months) or upon the expiration of their current insurance policy, whichever is earlier.  
 

V. REFERENCES 

A. County Vehicle Operation Policy, Administrative Bulletin #507.9, June 2015 
 

B. Use of Private Vehicles, Administrative Bulletin #535.1, June 2015 
 

C. Driver’s License and Proof of Insurance User Guide (See Appendix A) 
 

CONTACT PERSONS: First line supervisors and above may contact their assigned Departmental Human 
Resources Analyst with questions about this policy. Departmental Human 
Resources Analyst assignments can be found on the EHSD Intranet.  
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