Procedure # 1600 
Minnesota State Academies
Faribault Minnesota


GENERAL ADMINISTRATION
Transportation and Use of State Vehicles

1. PURPOSE
To provide a transportation system which meets the needs of the Minnesota State Academies and insures that all vehicles are used properly and maintained in good working condition.

2. NEED
That all employees driving state vehicles are aware of all requirements in the use   of state vehicles. 

3. LICENSE REQUIREMENT

A. All staff members who transport students will be required to pass the Type III training on an annual basis.
B. The appropriate bus endorsement (Commercial Driver’s License—CDL) is required of all those who drive the large yellow MSA buses.

4. VEHICLES AVAILABLE LICENSE REQUIRED
 All vehicles will be equipped with the following: fire extinguishers, first aid kit, pre-trip check list, trip mileage documentation and student health information.

5. VEHICLE REQUESTS

A. Any and all vehicle requests will be channeled through the immediate supervisor for approval. If a request cannot be approved, the applicant will be notified and the reason given.

B. The Physical Plant Director will notify the individual who made the request if it cannot be approved.   

C. All requests shall be approved on a first come first serve basis.

D. Requests for student transportation will be granted priority over employee transportation, when make in a timely manner.

E. When requesting a vehicle for out of town travel, all requests must be received by the Physical Plant Director at least two (2) weeks in advance.  If reimbursement for personal car usage is desired, a vehicle request slip must accompany the reimbursement request.  The vehicle request slip will determine the amount of reimbursement. 
If staff elect to use their own vehicle when state vehicles are available, reimbursement will be in accord with union contract.  Vehicle availability will be noted on vehicle request slip and will be signed by the Physical Plant Director.

6. TRANSPORTING STUDENTS
A. An employee driving a state vehicle is responsible for all passengers in that vehicle.  No driver will pick up or drop off any passenger other than at the school from which they leave and at the predetermined destination. 

B. No vehicle shall have more passengers on board than the law allows (refer to 3.  LICENSE REQUIREMENTS).

7. KEYS

A. All keys to the vehicles shall be removed from the vehicle when such vehicle is away from the confines of the maintenance garage.  Removing keys and locking up the vehicle is the sole responsibility of the person driving the vehicle. 

B. Any vehicle left outside at night shall be locked up and keys removed and left in the work area, but returned the next day to the power plant.  The keys should never be left in the ignition when the driver is absent from the vehicle. 

C. Keys may be left in vehicles returned and parked inside the MSAD maintenance garage. 
D. Keys to the big bus shall be returned to the keyboard in the MSAD garage.

E. At MSAB, keys and logbook will be returned to the maintenance office. 

8. MAINTENANCE

A. Persons responsible for the vehicle will be held responsible for the upkeep and cleanliness of the interior of that vehicle.  All trash and debris will be removed from each vehicle when it is brought back to the maintenance garage. 

B. Persons using any vehicle are responsible to report any maintenance problems with the vehicle.  Breakdown of a vehicle will be reported to the school; appropriate action will be taken concerning the vehicle and any student that may be passengers.

C. Person using any vehicle will be required to fill that vehicle with gas (unleaded only) if fuel tank is one-half full or less.
9. CREDIT CARDS

A. Credit cards will be left in all vehicles.

B. Credit cards are to be used only for the purchase of gas and oil at station that are discount stations or those that will accept State of Minnesota credit cards.

C. Anyone purchasing gas must check prior to filling up that the station will accept the credit card.  When purchasing gas, use the self-service when available. 

10. ACCIDENTS

A. Any accidents that occur on or off campus shall be reported to either the local authorities or the highway patrol. Injuries that may be sustained shall be reported immediately no matter how minor they may be.  The respective director at each campus should be notified as should the dormitory supervisors when during evening hours. 

B. All moving violation reports required by law enforcement agencies must be completed by vehicle driver. 

11. HEALTH INFORMATION
Health information on all students requiring special care, and/or students using special medication is stored in a brown manila envelope.  Each vehicle shall have this information on board. 
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