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SCHEDULING AND USE OF COLLEGE VEHICLES

Scope:

All college employees  

Policy:
An employee of the College of Southern Maryland may schedule the use of an available vehicle for the purpose of carrying out college business or college related activities. Use is limited to five days or 700 miles per trip with the exception of the college bus. All overnight use or trips in excess of these limitations should be budgeted for and a vehicle leased through the requesting employee’s department. College gasoline credit cards are only issued with college-owned vehicles.  
Employees of the College of Southern Maryland who wish to be eligible to operate a college fifteen-passenger van (although commonly called “fifteen-passenger vans”, such vans are not designed for, and should never carry, more than a total of fifteen people, including the driver) must receive college-sponsored van safety training or produce written evidence of comparable training.  Comparable training must include both classroom and driving time.  The Industrial Training Department will make the determination regarding whether non-college sponsored training is comparable. The college will offer van safety training annually.  Interim safety training may be arranged by contacting the Industrial Training Department. Written documentation of training must be provided to the office of the Vice President of Financial and Administrative Services at least two (2) weeks prior to requesting the use of a van.  Van safety training will be valid for a period of two (2) years from the date of the training.  Following this two (2) year period, the employee will be removed from the list of authorized drivers maintained in the office of the Vice President of Financial and Administrative Services until training documentation is updated.  Please contact the Vice President of Financial and Administrative Services, ext. 7714, to be placed on the college’s automobile insurance policy before requesting a vehicle.

The college bus may be scheduled through the Student Life and Athletics Department. Drivers of the college bus must posses a current commercial drivers license which is passenger endorsed. There are no mileage limits on the college bus. However, bus drivers must strictly adhere to laws and regulations governing commercial driving licenses (CDL). These regulations currently stipulate that drivers can not drive for more than 10 hours following 8 consecutive hours off duty; or drive for any period after having been on duty 15 hours following 8 consecutive hours off duty.

An employee using a college vehicle is responsible for following the policies and procedures for vehicle scheduling and use. Failure to comply with these policies and procedures will result in denial of use by the employee.
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Keys, credit cards, and trip report forms are held by the Express Counter or Athletics Office (see breakdown below). Vehicles are scheduled on a first-come, first-served basis. Procedures for emergency road service or accident are posted, and an emergency kit is placed in each vehicle. Drivers are responsible for all traffic or parking violations incurred while using college vehicles.

Procedures:
Available Vehicles
The following vehicles are currently available for use:

Contact the Express Counter to reserve the following:

1 – 2000 White Lumina

1 – 2000 Blue Lumina

1 – 2000 Black Lumina

Contact Athletics to reserve the following:

1 – 1999 Green Maxi Van

1 – 1985 Two Tone Maxi Van

2 – 2000 White Maxi Vans

Scheduling
Contact the Express Services Coordinator (ext. 7006) to reserve a Lumina, and contact the Athletics’ Facilities /Equipment Manager (ext. 7207) to reserve a maxi van.  

Before obtaining keys or a credit card, the employee must complete a Request for Use of Vehicle form and ensure that he/she is on the approved list of drivers of college vehicles. The requester is also responsible for notifying the appropriate department if his/her trip is cancelled, so the vehicle can be made available for other users.  

Departure
The employee requesting use of the vehicle is responsible for obtaining the vehicle keys, gasoline credit card (for purchasing gasoline, oil, or any emergency road service), and the Trip Report form from the appropriate department during published hours of operation. Keys and credit cards are not sent by mail and are not issued if the employee's name does not appear on the approved list of drivers of college vehicles. The employee picks up the vehicle from the reserved area in the #6 parking lot, near the main entrance to the college. At the time of departure, the employee completes the departure information on the Trip Report indicating the date, time, mileage, condition of vehicle, and assigned equipment.

Return
When the vehicle is returned to the reserved area in the #6 parking lot, the keys, gasoline credit card, all receipts of purchases, and a completed Trip Report must be returned in 
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person to either the Express Counter or Athletic Office upon arrival on campus during the stated hours of operation. On weekends and closed college holidays, returning procedures will be completed on the next scheduled business day. The employee may also return the keys, credit card, and receipts of purchase (all items must be returned together) by placing them in an interoffice envelope addressed to the Express Counter (REG) or 

Athletic Office (ATH) and depositing it in the external mailbox located in front of the CC building. In addition, upon return the employee will:

1. ensure that the vehicle is returned on time

2. ensure that the vehicle has at least a half tank of gas

3. ensure that the vehicle is clean and free of personal articles, trash, etc.

4. ensure that interior and exterior lights are off, all windows are closed and all doors locked

5. ensure that the safety kit assigned to vehicle is intact (report use of safety equipment on Trip Report)

6. ensure that the owner's registration certificate is in the glove compartment

7. complete all information on the Trip Report prior to returning form to The Express Counter or Athletics.

Failure to adhere to the above guidelines may result in the termination of an employee’s ability to use a college vehicle.  

College vehicle users who are returning to the campus after 11:00 p.m. need to make arrangements with security to open the gate or have their division vice president sign their trip request forms authorizing overnight use prior to taking a college vehicle. The entrance gate is locked between 11:00 p.m. and 6:00 a.m. daily. Campus security can be reached by calling 301-934-5362.

Accident or Incident
If you are involved in an accident or incident, follow the procedures listed on the vehicle visor. 

Reference:  Employee Vehicle Insurability – HRD 1118

Federal Motor Carrier Safety Administration, Part 395: Hours of Service of Drivers

For more information contact:  Assistant Director of Admissions for Administrative Support at extension 7764
Revised: 8/08

Date revised: 12/01

Date approved:  08/91

