REGULATIONS FOR USING A SCHOOL VEHICLE
1. Application must be signed by principal or administrator in charge of program, or department and approved by the Physical Plant Department.
2. Upon completion of the trip, the user shall refuel and return the vehicle to the yard and check it in.  
3. CREDIT CARDS ONLY- Provided by District.
4. Record the odometer reading at the time in the space provided on the trip ticket.

5. Close all windows, place radio, air conditioner, lights and blower in the off position.  Be sure tailgate is not ajar, and lock the vehicle.

6. Put the keys, credit cards, trip ticket, inspection report, and fuel receipts into the envelope   provided to you, and drop the envelope into the drop box located on the chain link fence on the left hand side.
7. School vehicles must be picked up no earlier and returned no later than the approved times listed on the car request.  However, packets (keys, trip tickets, etc.) may be picked up sooner.

8. When applicable the Finance Office will charge the department, school or activity for the cost incurred (such as credit card charges) for use of vehicle from check-out to check-in.

9. No school vehicle may be kept overnight at residence.
10. No person shall drive a school vehicle unless they possess a valid New Mexico Operators’ License, or  otherwise upon approval.
11. School vehicles shall be used only on official business and shall be occupied by authorized person.  Only District/School Employees allowed in vehicles, with the exception of students on the approved trip.

12. The user is responsible for keeping the interior of the vehicle clean and free from litter.  Food and beverages should be consumed outside of the vehicle.  Las Cruces Public Schools has a NO SMOKING/NO TOBACCO POLICY, which includes the use of a school vehicle.

13. The user shall make all reasonable efforts to protect the vehicle against weather, vandalism and theft.

14. Abusive driving in a school vehicle during the trip WILL NOT BE TOLORATED.
15. All operating costs of the school vehicle during the trip shall be paid by means of the school credit card only.

16. In the event repairs and adjustment may be necessary to the safe and economical operation of the vehicle and/or necessary for the health and safety of its occupants, the user is instructed to MAKE EVERY REASONABLE EFFORT TO GET THE BROKEN VEHICLE TO A REPAIR SHOP and call: (575) 527-6002  work days and AFTER HOURS & WEEKENDS:
BOB STOUT (575) 644-1029


      MATT DYNEK (575) 640-2816

            PAT SAMBRANO (575) 635-5165                   MIKE SANCHEZ  (575) 496-6517 



Over and above complying with the laws of the State of New Mexico, the user of a school   involved in an accident incurring bodily injury and/or property damage shall as soon as possible notify the Physical Plant department and within 24 hours submit a written report of the accident.
17. FAILURE OF USER TO OBEY THE LAWS OF THE STATE OF NEW MEXICO CONCERNING THE OPERATIONS OF A MOTOR VEHICLE OR TO OBEY THE RULES ESTABLISHED BY THE SCHOOL DISTRICT SHALL BE DEEMED JUST CAUSE FOR REVOCATIONS OR SUSPENSION OF THE PRIVILEDGE TO USE A SCHOOL OWNED VEHICLE.
