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	810.3.  PROCEDURES FOR USE OF DISTRICT-OWNED VEHICLES

	
	

	1.
Purpose
	In that Wellsboro Area School District (WASD) owned van(s) will offer coaches, teachers, and administrators added convenience and flexibility in addition to cost savings, certain rules and procedures must be followed to ensure that students are being transported safely, that the van is returned timely to the designated parking area for the next user, and that the vehicle is returned in the same condition as when originally taken. The use of the school district-owned van will be restricted to district-related travel. Personal use is strictly prohibited. Non-Wellsboro Area School District students are not permitted to ride the district-owned van without the permission of the Head of Athletics. If space is available, and it is necessary to have a chaperone on the trip, a non-district-related person may ride in the vehicle, however, they will not be permitted to drive. 
These guidelines are to be followed in all instances where students are being transported and Wellsboro Area School District is considered the provider of this transportation. This policy pertains only to the transportation of students for school-sponsored activities and approved field trips.


	2.   Definitions
	Employee shall mean any person employed by way of contract with the Wellsboro Area School District.


	3.
Guidelines


	Location Of Van 



	
	Initially, the district-owned van will be parked at the Athletic Complex Field House, however, it may be moved to other locations depending on usage. The van has a maximum occupancy of ten (10) passengers which includes the driver. The rear of the van contains a storage area for bags and equipment.


	
	Driver Qualifications


	
	Any district employee with a valid driver’s license may operate a district-owned van so long as the driver has a safe driving record and has been added and approved to the district driver list. Students are not permitted to drive school district vehicles. 
Any employee who has a Type A Violation on his/her driving record, or more than three (3) Type B Violations within the most recent three (3) year period may not drive a school district-owned vehicle. 



	
	Use Of School Vehicles
Any district employee may operate a school vehicle as long as the employee meets all requirements:

1. The employee must have a current and valid U.S. operator’s license. The district may obtain a Driver Motor Vehicle Record (MVR) for all drivers. The MVR will be examined to ensure that the operator’s license is current, valid and that the driving record is acceptable.

2. Employees with a Type A violation within the last three (3) years are not permitted to drive school vehicles or to transport district students under any circumstances.


	
	a. Type A violations are those that are assigned the most points as determined by the state point system. Examples include, but are not limited to:


	
	1) Driving while intoxicated.
2) Driving under the influence of drugs.

3) Negligent homicide arising out of the use of a motor vehicle.
4) Operating a vehicle during a period of suspension or revocation.



	
	5) Using a motor vehicle for the commission of a felony.
6) Aggravated assault with a motor vehicle.
7) Operating a motor vehicle without an owner’s consent.
8) Permitting an unlicensed person to drive.
9) Reckless driving.

10) Participating in a motor vehicle speed contest.
11) Hit and run (bodily injury or property damage).
12) Failure to stop for a school bus with flashing red lights.
13) Failure to comply with a crossing gate or barrier.
14) Moving violation over thirty (30) points.
15) Failure to notify the district of changes in the driving record during the year.
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	3. Employees with three (3) or more Type B violations in the last three (3) years are not permitted to drive school vehicles or transport district students under any circumstances.

a. Type B violations include any other moving violation that is not considered a Type A violation.

4. Only employees with the required child abuse clearance certificate, criminal history clearance certificate, copy of FBI fingerprint clearance, copy of U.S. Driver’s License and a signed release for Driver Motor Vehicle Check on file may transport district students.


	
	School vehicle use is restricted solely to district-related activities. Personal use is prohibited under all circumstances.
The Head of Athletics, or designee, will control the scheduling of the district-owned van. The district employee signing out the vehicle is responsible for the safe and lawful operation of the vehicle and will ensure that no damage occurs to the vehicle as the result of abuse or negligence.
The school vehicle must be returned to its appropriate location each night. All doors and windows are to be locked whenever the vehicle is left unattended, including when it is returned for the night. Permission to keep a district van overnight must be secured from the Head of Athletics.
The capacity for the district van shall not exceed the manufacturer’s seating recommendations.
The operator shall ensure that there is sufficient fuel to complete the round trip before leaving the district. The Head of Athletics, or designee, shall be responsible for filling the gas tank prior to the vehicle leaving the district. In the event that the trip requires more than a full tank of fuel, the driver may purchase fuel and oil as needed. The driver should turn in an employee expense statement, along with a detailed receipt to receive reimbursement. 
The Director of Buildings and Grounds, or designee, shall be responsible for the maintenance of all district-owned vehicles.


	
	Safety


	
	School employees are the only authorized drivers when transporting students in a district-owned vehicle. Students are not authorized to operate district-owned vehicles. 


	
	All passengers and drivers must wear seat belts at all times while in the vehicle. Child safety seats shall be used as required by law.

The driver shall abide by all motor vehicle code laws, regulations and guidelines regarding highway safety.

Using a cellular device (texting, talking, etc.) while driving school vehicles or while on school business in a personal vehicle is prohibited. If the use of a cellular device is necessary, the driver must stop the vehicle at a safe location.

In the event of an accident, the following steps should be taken:


	
	1. Secure immediate medical attention for injured passengers.

2. Report accident to municipal or state police.

3. Get names and addresses of all witnesses and injured persons, license number of the other vehicle(s), names and addresses of driver(s), passenger(s) and owner(s), and insurance carrier information. Note time and place of the accident and the road conditions.

4. Report the accident immediately to the Head of Athletics, and/or a district administrator.


	
	In an effort to assure that the students of WASD are being transported in the safest manner possible, the district may request Driver Motor Vehicle Records (MVR’s) from PennDot for each district employee who requests to drive a district-owned van. The employee will be asked to sign a release to grant WASD permission to order the driver history and will be asked to sign a statement to notify the district of any adverse change in the employee’s driving record immediately when the change occurs. An employee’s privilege to transport WASD students will be immediately revoked if it is determined that the employee has an unacceptable driving record.



	
	Proper Conduct While Using District-Owned Vans 



	
	All passengers on the school district-owned van are required to wear seat belts. Child safety seats shall be used if required by law. The van’s driver is responsible for the safe and lawful operation of the van at all times and shall ensure that no damage occurs to the van as a result of abuse or negligence. While traveling to and from extracurricular activities, students will be required to obey all rules pertaining to proper student conduct as if they were in school. Any student who causes damage to the district-owned van will be held personally responsible.
Pickup and Drop Off
The pickup and drop off point will be the home-school of the students being transported. If another pickup or drop off point is needed, the request must be indicated on the van request form and approved by the Head of Athletics or designee.


	
	Requesting Use Of District-Owned Vehicles


	
	Requests for use of the district-owned van will be on a first come, first served basis with Athletic travel taking precedence. When at all possible, the district van will be used in place of personal vehicles. Special circumstances allowing the use of personal vehicles will be approved by the employee’s immediate supervisor on a case-by-case basis. When there is a conflict, priority will be given to (1) sports, (2) instructional trips and, (3) other WASD business. Travel arrangements must be made through the Head of Athletics who will maintain a log book of vehicle use. Each request to use a district-owned van for extracurricular travel must be requisitioned by the group’s leader (i.e. teacher, coach, band director, etc.), using the existing School Van Request Form. The trip must be approved by the Superintendent or designee similar to requisitioning contractor-owned vehicles. If all district-owned vans are in use on the date travel is requested, alternative arrangements may be made with the district’s approved contractors. Trips that are not extracurricular in nature (teacher or administrative use where students are not being transported) need not be approved by the Superintendent or designee. 



	
	Prior to the date of the trip, the driver(s) of the van must deliver a copy of his/her driver’s license to the Head of Athletics, sign the necessary release form to permit the school district to order a driver history, and certify that the driver will notify the district of any adverse changes to the employee’s driving record. Only employees who have met the above criteria will be permitted to drive district-owned vans.


	
	On the date of the trip, the keys to the van may be picked up from the Head of Athletics who will require that the keys be signed out by the driver.



	
	Prior to departing WASD, the driver should check to make sure the registration and insurance card are located in the trip log folder. The van should be checked for signs of damage as the user group will be responsible for any new damage which is incurred while the van is in use. 


	
	Enter the odometer reading in the log book before departing and after returning from your trip. Also, enter the beginning and ending odometer reading on the trip form which must be returned to the Head of Athletics upon completion of the trip. 

	
	

	
	The van should be locked at all times when not in use including when the van is returned to the designated parking area. Never leave keys or valuables in an unattended vehicle. The school district will not be held responsible for personal items lost or stolen. 



	
	Mechanical Problems



	
	If the driver observes any minor malfunctions or mechanical problems during the trip, those problems should be reported to the Head of Athletics. Any major mechanical problems encountered while away from WASD which could result in further damage to the vehicle should be addressed immediately by taking the van to a reputable dealership in the area where the problem is encountered. 


	
	If a major mechanical problem occurs, contact one of the WASD administrators listed on the laminated card located in the trip log folder to report the problem and to discuss an action plan. In the event that none of these individuals are able to be contacted, the driver should use his/her own discretion as to what course of action to take in order to return both the vehicle and students safely back to the departure point.


	
	Trip Return



	
	Upon returning from a trip, enter the odometer readings in the trip log folder and on the trip form. Check to make sure that the registration card, insurance card, and fuel/procurement card are returned to the trip log folder, the vehicle interior is free of any litter and all personal belongings are removed. As soon as possible, return the key and the trip form to the Head of Athletics along with any receipts for travel related purchases.

	
	The Head of Athletics or designee shall be responsible for ensuring the compliance with this policy for all employee drivers involved with the driving of the district-owned vehicles for all extracurricular activities.

The building principals, in conjunction with the Head of Athletics, shall be responsible for ensuring the compliance with this policy for all employee drivers involved with the driving of the district-owned van for activities not covered above.

Procedures –

1. Fill out a transportation request form with all of the required information.
2. Send it to the building principal for review and approval (if needed).

3. When approved, send it to the Head of Athletics for scheduling and confirmation.

4. Upon receipt of the transportation request form, the Head of Athletics will schedule the van, send a confirmation to the building principal and the requesting individual, and retain the original request form. 

5. The appropriate keys and a trip mileage report form will be made available to the requesting individual the day of the event, time permitting. If the departure is early in the morning, the keys will be available late afternoon of the day before the scheduled event.

Failure of any school district employee to follow the above-listed requirements and procedures could result in their driving privileges being suspended or revoked on behalf of the Wellsboro Area School District.



	
	References:

	
	

	
	School Code – 24 P.S. Sec. 111

	
	

	
	State Board of Education Regulations – 22 PA Code Sec. 8.1 et seq.

	
	

	
	Child Protective Services Law – 23 Pa. C.S.A. Sec. 6301 et seq.
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