GHC VEHICLE USE GUIDELINES
The van book includes keys for the van, compound padlock key, Voyager credit card, vehicle registration certificate of liability insurance, travel record, Washington state map, problem report sheet, break down procedures, NAC Fleet Rescue Service information, vehicle accident checklist and vehicle accident report.

The motor pool parking is located in the 600 lot van compound.
If  the trip is during GHC non-business hours (other than Monday through Friday 7:30 am to 5 pm), have available the home phone number of your supervisor, instructor or advisor for this trip.  Before departing campus, verify that the safety equipment is in place:  fire extinguisher, flashlight, road flares, reflector triangle and first aid kit.  Many of these items are in the safety box.  
VAN RULES

· Maximum of 9 occupants in large (15 passenger) van

· The driver must have completed the GHC driving training
· The driver is required to sign a state form for license, experience and driving passenger vans

· The driver must have a valid driver’s license in possession

· No smoking in the vehicle

· Use of seat belts is mandatory

· Obey all the traffic rules and laws.

· Do not use this vehicle for personal trips

· Only GHC employees, GHC students and GHC authorized personnel are permitted to use GHC motor pool vehicles

· List complete trip information on the Travel Record page
· Do not use cellular phones while driving
Parking Tickets and Citation Fees are the responsibility of the operator of the vehicle

Vehicles must be locked when left unattended.  The College assumes no responsibility for personal property left in the vehicle.

Out-of-pocket charges for vehicle service calls caused by negligence of the driver are not reimbursable.  Examples include: service charges for delivery of fuel, or retrieval of keys from locked vehicles.

For road conditions contact:


1-800-695-7623 ~ highway commuter information or www.WSDOT.WA.Gov/Traffic 
The Voyager fuel credit card is in the van book.  Familiarize yourself with the vendors that accept this fuel credit card.  Detailed information on the Voyager fuel credit card is in this van book.  Be sure to put the charge receipt in the zippered pouch of the van book.
BEFORE LEAVING THE VEHICLE
Remove the trash * Close windows * Turn off all lights * Lock all doors

*Report any damages or problems to the Campus Operations Office.

