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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

USE OF COLLEGE VEHICLES

I.
POLICY

1.00
GENERAL STATEMENTS

1.01
Vehicles owned by the college are to be used by college faculty and staff for college related business only.

1.02
All drivers must hold a valid driver’s license appropriate to the vehicle being operated.  For some driver’s, a current medical certificate must be on file.   The driver must have an acceptable MVR report.  A copy of their driver’s license must be provided to the vehicle coordinator before being issued a key to a vehicle.
1.03
All drivers must be alcohol and drug free when operating a vehicle.

1.04
Keys should be secured during regular working hours and prior to use.

1.05
The College is not responsible for lost, stolen or damaged property left inside the vehicles. 

2.00
SPECIFIC STATEMENTS

2.01
Drivers are to be aware of and adhere to Kansas laws.  Any fines or tickets issued to the driver or vehicle are the responsibility of the driver and will not be reimbursed.

2.02
The driver must avoid distracted driving such as the use of a cell phone or other electronic devices, eating/drinking, reaching for objects, etc. 

2.03 
The driver will transport only the number of persons for which there are seatbelts in the vehicle.  It is the driver’s responsibility to ensure seat belts are worn by all passengers. 

2.04 
College vehicles cannot and will not be loaned, leased, or used by any non-college group, organization, or person without permission of the college president. 

2.05
Students are not authorized to drive any college leased or owned vehicle, except when authorized by the administration and accompanied by a responsible adult assigned by the administration or as specifically authorized by the President.  Accompanied, for these purposes, means in the same caravan of College vehicles.

2.06
Vehicles are limited and should be requested in advance of the needed time.  

2.07
College vehicles should not be abused.  Damages will be assessed to the user for negligent use.

2.08
Reimbursement for use of a private vehicle must be authorized in advance by the Vice President for Finance and Operations.  
3.00
ACCIDENTS

3.01
Any driver involved in an accident should follow these procedures:

a) Stop your vehicle and secure/protect the scene to prevent additional accidents from occurring.

b) Call for medical assistance and assist those who are injured, if necessary.

c) Call the police and the fleet coordinator or supervisor.

d) Locate witnesses and obtain pertinent information.  Names, addresses and phone numbers should be obtained at a minimum.

e) Exchange information with the other driver(s) involved in the accident.

f) Take photographs of the accident.

g) Fill out a vehicle accident report and return it to the Vice President for Finance and Operations as soon as reasonably possible.

h) Never admit fault or apologize, as apologies can be interpreted as admittance of fault.

i) Never argue with witnesses, other drivers, or the police and medical crew.

j) Do not make a statement to the media or post on social media.

k) Do not discuss details of the incident with anyone other than the Vice President for Finance and Operations.

l) Report all accidents, big or small to the fleet coordinator or Vice President for Finance and Operations.

4.00
PROCEDURES FOR COLLEGE EMPLOYEES
4.01
The procedures for using a vehicle are as follows:

a) Person(s) wishing to use a college vehicle must complete a “Request for Use of College Vehicle” form and submit it to the fleet coordinator not less than 24 hours before it is needed. 
b) A vehicle will be assigned and keys issued through the fleet coordinator.  Keys will come with a form to track mileage.  When getting in the vehicle for the first time, check the mileage and correct the form, if needed.
c) Upon returning to town, take the vehicle to the designated gas station and fill the tank, empty all trash from vehicle, then return it to the college fleet in the designated area.

d) Upon return to campus, park it in the designated area, write the returning mileage on the mileage form and make a note of any damage or malfunctions that was experienced with the vehicle.

e) Lock the vehicle, if after regular business hours, put the key in the drop box which is on the maintenance door.  If during the day, return them to the fleet coordinator. 

f) If you are involved in an accident, it should be reported to the fleet coordinator and Vice President for Finance and Operations as soon as possible.  

5.00
REQUIREMENTS AND PROCEDURES FOR STUDENT DRIVERS

5.01
The procedures for using a college owned vehicle are as follows:

a) All student drivers must have an acceptable MVR report on file.  

b) When driving a college vehicle, you must remain in the caravan of the other college vehicles traveling to the same destination. You are not allowed to drive the vehicle without the coach or instructor leading the group.  A vehicle will be assigned and keys issued to the coach, instructor or sponsor through the fleet coordinator.  Keys will come with a form to track mileage. When getting in the vehicle for the first time, check the mileage and correct the form, if needed.
c) Upon returning to town, take the vehicle to the designated gas station and fill the tank, empty all trash from vehicle, then return it to the college fleet in the designated area.

d) Upon return to campus, park it in the designated area, write the returning mileage on the mileage form and make a note of any damage or malfunctions that was experienced with the vehicle.

e) Lock the vehicle, if after regular business hours, put the key in the drop box which is on the maintenance door.  If during the day, return them to the fleet coordinator.

f) If you are involved in an accident, it should be reported to the fleet coordinator and Vice President for Finance and Operations as soon as possible.  
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