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Section 2 – Administration 

Policy #22 
 

 

Children’s Friend and Service 
 

Policy and Procedures 
 

 

Policy Title: Use of Agency Vehicles 

 

Program or Department: All 

 

Author’s Name and Title: Teri DeBoise, Director of Program Development and Quality 

 

Title of Staff Member(s) Responsible for Implementation: All Staff that use Agency 

vehicles 
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Policy Statement Date Revised: 12/03/99, 01/07/04, 07/19/07, 12/12/08 

Policy Statement Date Approved by Board: 01/23/08 

Policy Statement Date Approved by Policy Council:  

 

Procedures Written/Revised by:  

Procedures Date Revised: 

Procedures Date Approved by Senior Administration:  

 

 

 

Policy:  

Agency vehicles should only be used for the purpose of transporting clients.  Any other 

use must receive prior approval from an Administrator or the Executive Director. 

 

Procedures: 

1. All Agency vehicles must be operated in accordance with all motor vehicle laws and 

regulations, including speed limits and parking rules.  

 

2. The buses are to be driven only by individuals who have a CDL and have a specific 

job responsibility to drive them.  Assigned staff will have responsibility for parking 

and maintaining these vehicles. 

 

3. Each program that has responsibility for an Agency vehicle will develop a process for 

utilization of the vehicle.  This will include a procedure that identifies who is using 

the vehicle at any point in time.  
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4. Each program that has a vehicle assigned to it is responsible for vehicle maintenance, 

and responsible for maintaining copies of the maintenance that was performed on the 

vehicle.  See policy on Maintenance of Agency Vehicles. 

 

5. Individuals driving an Agency vehicle should ensure that the vehicle is returned to the 

lot with sufficient gas in the tank to allow the next individual to use the vehicle. 

 

6. When using the credit card for gas purchases, the Exxon Mobile Purchase Description 

Form (see attached), along with the itemized receipt, must be completed, signed by 

the Program Director, and forwarded to the Accountant in a timely manner. 

 

7. All children who are required by age to be in a car seat must be securely placed in an 

age-appropriate, federally approved car seat before they are transported. 

 

8. All passengers and drivers must use seat belts. 

 

9. No child can be left unattended in the vehicle.  

 

10. The safety locks must be on for the back doors, particularly when children are being 

transported. 

 

11. Car seats for various ages of children shall remain in the vehicle unless space is 

needed to transport adults.  If car seats are removed under these circumstances, they 

must be immediately returned once transportation is completed. 

 

12. No eating or smoking is to occur in the vehicles. This applies to both staff and 

passengers. 

 

13. All trash is to be removed from the vehicles after each use. 

 

14. First aid kits will be located in each vehicle.  Each program that has responsibility for 

a vehicle must notify support staff when additional supplies need to be order to 

replenish the kits. 

 

15. A current insurance card will be placed in the glove compartment of each vehicle. 

 

16. AAA cards are to be placed in the glove compartment of the vans. 

 

17. The buses, and transportation provided by the buses, must comply with Head Start 

regulations for transporting children. 

 

18. Vans and buses must be returned to the Agency parking lot at the end of the day, 

unless there is prior approval by the Program Manager/Director to take the vehicle 

home overnight. 

 



 3 of 3 

19. Any staff that drives an Agency vehicle must have a valid driver’s license and a good 

driving record.   

 

(a) The driving records of employees whose responsibilities include transporting 

agency clients will be checked at the time of employment and annually thereafter 

to determine if there are significant safety-related violations.  Employees must 

obtain this information from their state Motor Vehicle Department and submit it 

to their supervisor.  The Agency will reimburse employees for any costs for this 

information.   

(b)  The employee’s supervisor will review the driving record. If there are no 

concerns with the record, the supervisor will date and sign the record indicating 

that the driving record has been approved, and send the original driving record to 

the HR/Payroll Coordinator for filing in the employee’s personnel file.  The 

supervisor will maintain a copy of the record in their employee supervisory file.  

(c)  If there are concerns about the driving record, the supervisor will discuss those 

concerns with the employee, and then with their manager or Administrator. A 

decision will be made as to whether or not the staff person can drive agency 

vehicles. Documentation of the decision and the reasons why will be attached to 

the driving record, then sent to the HR/Payroll Coordinator for filing in the 

employee’s personnel file.  The supervisor will maintain a copy of the 

documentation and driving record in their employee supervisory file. Poor safety 

records include (but are not limited to) DUI’s, reckless driving, loss of license, 

and multiple moving motor vehicle violations.  A poor safety record may be 

considered grounds for dismissal. 

(d) The employee must supply a copy of a valid driver’s license at the time of hire 

and whenever any changes have occurred, such as a new expiration date, change 

of address, change of name, as well as annually.  A copy of the valid driver 

license is to be included in the employee’s personnel file. 

 

20. The employee’s Supervisor is responsible for ensuring that the appropriate 

information (above) is obtained from the employee both upon hire and annually. 


