
Policy On School Vehicle Usage     Updated 8/28/13 

 

Thank you for helping us keep our vans in tip-top shape, and we hope you enjoy your trip 

with us today! 

 

Vans should be signed out at the front desk for field trips, or the athletic office for 

sporting trips.  The keys will be handed to you and logged into the Van Sign In/Out Log Book.  

When you return, you will hand the keys back to the receptionist or athletic director and then 

update the van sign out book.  If no one is present to sign the keys back in (after hours), please 

keep them until the next day and then turn them in. 

 

The Van Sign In/Out Log Book will keep track of information such as the number of the 

van used, the date, and the name of the driver.  Also included in the log is a checklist confirming 

that the doors were locked, trash was removed, windows closed, lights off, the gas tank at least 

half full, and that the keys had been returned and any maintenance issues noted. 

 

Vans will be assigned after a completed and approved Field Trip Request Form has been 

given to the receptionist.  This form should be given to the receptionist no later than two weeks 

prior to the field trip.  As we have six vans and one bus, priority is given to the earliest approved 

Field Trip Request Forms. 

 

The sporting events for the school should be put on the school calendar no later than one 

month prior to the start of the sport season.  This will allow plenty of time for the bus and vans to 

be assigned for the events.  Any changes to the schedule during the season should be 

communicated to the receptionist and the IT Coordinator so they may alter the vehicle schedule.  

Failure to do so may cause the bus or vans to be unavailable for the rescheduled game. 

 

There is one traffic cone in each van with a number on the cone corresponding to the van 

it is in.  It is there for you to put in the parking spot you left from to guarantee your van a spot 

when you return the van after hours.  This cone is for your convenience.  Use it if you wish.  

Please make sure the cone is placed back in the van after use. 

 

A checklist is in each school vehicle.  It has some basic reminders of the requirements for 

use of the school vehicles.   



 

Driver Responsibilities 

 

Before driving a school vehicle 

1. Submit or update the Van Driver Information Sheet. 

2. Present a valid Drivers License. 

3. Fill out the Van Sign In/Out Log Book and get the keys. 

4. Check the vehicle’s tires.  

5. Confirm that the gas tank of the vehicle is at least half full. If not, please fill the gas tank. 

6. Confirm all occupants are wearing seatbelts. (N/A in the bus except for the driver.) 

7. Drive with the vehicle’s lights on. 

 

 

Upon returning the vehicle 

1. Confirm that the gas tank of the vehicle is at least half full. If not, please fill the gas tank. 

2. Park in a designated van parking spot. Preferably the one assigned to the numbered van. 

3. Remove all trash and any clothing from the vehicle. 

4. Clean up all spills. 

5. Remove all car seats (if any) and bring them into the school building. 

6. Close all windows. 

7. Turn off heater or A/C. 

8. Turn off all lights. 

9. Put the cone to save your parking space back in the van. 

10. Make note of any maintenance issues that need to be addressed and report them. 

11. Lock all doors and return the key to whomever you got it from. 

 

NOTE: If you purchased gas, you must turn in the receipt 

1. So we have a record of your purchase at either the Luke Oil or Sunoco gas 

stations on Bethlehem Pike in Flourtown. The purchase goes on our tab which 

we have to reconcile. 

2. So we can reimburse you for your purchase elsewhere. 


