Travel Policy:  Use of Vehicles for College Business

College vehicles are not available for faculty and staff to use for long-distance business travel.  College rental vehicles are available for some local College-business travel.

Use of personal vehicles will be reimbursed at the mileage rate set by the College.  The College insurance policy provides no coverage for use of personal vehicles for College business.  Employees should maintain adequate insurance for their vehicles.

College vehicles cannot be borrowed by employees for personal use except in the following circumstances:

1.  A Facilities Services employee may take home a four-wheel drive vehicle when bad weather is expected, so that he or she can get to the College the next day.

2.  An employee may take home a College vehicle when the employee will use the vehicle for College business at a time that is not normally scheduled work time and it would be difficult for the employee to get to the College to pick up the vehicle.
Employees should not use their own vehicle for daily work purposes.  College vehicle are available for the routine operations of the College.

Employees should not use their own vehicles to transport students unless this is absolutely necessary.  The Public Safety and Transportation Department should be contacted regarding the use of the rental vans when there is a need to transport students.

College employees who are required to drive a College-owned vehicle in the normal course of their responsibilities are required to sign the attached statement.

See:  College Rental Vans

Attachment

DRIVER'S STATEMENT

I understand that as part of my assigned duties I am required to operate a College-owned vehicle, and that in order to perform these duties I am required to maintain a valid driver's license, a copy of which must be presented to my supervisor annually.  In the event my privilege to operate a vehicle is suspended or revoked it is my responsibility to notify my supervisor immediately.  I understand that supervisors and/or department heads will be making periodic checks with the State Department of Motor Vehicles on the driving records of employees.  I further understand that failure to maintain a valid driver's license or to inform my supervisor of any change in the status of my driver's license may result in immediate discharge.

I further understand that a responsibility of my job is to report immediately any accident that occurs while I am operating a College-owned vehicle.  The report is to be made to the Treasurer's Office.

_______________________________          __________________

     Signature of Employee                     
Date

