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Stat  e v  eh  ic  les ar  e m  aintai  n  ed a  nd o  per  at  ed in c  o  nf  orm  anc  e with la  w and r  egu  lat  io  n.   A f  leet of
veh  ic  les is m  aintai  ned to m  eet t  he n  eeds of r  es  idents and t  he f  ac  il  it  y.   Stat  e veh  ic  les ar  e   

ne  ver us  ed f  or pers  ona  l b  us  in  ess  .   Staf  f nev  er tr  ans  por  t r  es  id  ents i  n pers  o  nal or pri  va  tel  y   

o  wne  d veh  ic  les  .

R  e  l  a  t      e  d     Pr  o  c      e  du  r  e

U  s  e     of     S  t      a  t      e     V      e  hi  c  l      e  s  

Relat  ed Polic  y

T      ra  n  s  po  r  t      a  t      ion     Sa  f      e  t      y  

S  u  s  p  e  n  s      ion     of     E  mpl  o      ye  e      s     D  r  i  v      e  r      ’s     Li  c      e  n  s  e  



Use   of   State Vehi  cl  es
Proc  edure f  rom Pol  ic  y 12  00.0  724: U      s  e     of     S  t      a  t      e     Ve  h      icle  s  

A. Staf  f oper  ate ve  hicl  es in a s  af  e m  anner and c  om  pl  y wi  th a  ll m  otor ve  hicl  e l  a  ws   

an  d Depar  tm  ent of Adm  inis  tr  at  i  on r  eg  ul  ati  ons r  el  ati  ng t  o S  t  ate Fl  eet O  per  at  ions  .

1. Seat be  lts ar  e uti  li  ze  d b  y a  l  l pass  eng  er  s in c  om  plia  nc  e with D  C      Y  F         
P  o      li  c      y   100  .      01  1      0  ,     T      r      an  s      po  r      ta  t      io  n     S      a  f      e  t      y  .

2. Sm  ok  ing and eat  in  g i  n veh  ic  les is pr  o  hib  ite  d.
3. Veh  ic  les ar  e dri  ve  n o  nl  y o  n pa  ved r  o  ad  wa  ys and hi  gh  wa  ys  .

4. T  he num  ber of pass  enger  s does n  ot exc  ee  d th  e s  eat  in  g c  apaci  t  y of the veh  ic  le  .

5. W  hen a bus is uti  li  ze  d, s  taf  f ar  e pos  iti  one  d to pr  om  ote s  af  et  y an  d s  ec  ur  it  y:

a. O  ne (  1) s  taf  f is s  eated a  t th  e r  ear of the bus  .
b. W  hen m  or  e than one (  1) s  taf  f is avai  lab  le, one s  taf  f is s  eated at t  he   

r  ear and one s  t  af  f m  em  ber is s  eated at t  he f  r  ont of the bus  .

6. Staf  f have a val  id Rho  de Is  l  and dr  iv  er  's lic  e  ns  e a  ppr  opr  iate to t  he cl  as  s of   

veh  ic  le dr  iv  en.

a. In c  onf  or  m  anc  e wit  h D  C      Y  F     Po  l      i  c      y     2  0      0.0  0      00  ,     Su  s      p      en  si      o  n     o  f         
E  m      pl  o      y  e      e  s   D  r      ive  r      ’  s     Li  c      e      n  s      e  , s  taf  f r  epor  t an  y l  ic  ens  e s  us  p  ensi  on.

b. Staf  f ar  e not auth  ori  zed to oper  at  e an  y s  t  ate ve  hicl  e f  or the d  ur  ati  on   
of the lic  ens  e s  us  pens  ion.

7. O  nl  y m  aint  ena  nc  e veh  ic  les ar  e us  ed f  or tr  ans  por  tat  ion of equi  pm  ent or voc  at  io  na  l 
pr  oj  ec  ts  .

8. Res  ide  nts ar  e pr  oh  ib  ited f  rom r  iding i  n th  e r  ear of an o  pen ve  hicl  e.
9. Staf  f ens  ur  e tha  t v  eh  ic  le ga  s tank  s ar  e not l  ef  t bel  o  w h  alf (  1/2) f  ull.

10. Staf  f dr  ivi  ng a s  tate v  ehic  le ar  e r  es  pons  ibl  e f  or an  y t  ick  et or c  it  ati  on f  or tr  aff  ic or 

par  k  ing v  io  lat  ions  .

B. Fleet ve  hic  les ar  e ins  p  ec  te  d on a we  ek  l  y bas  is b  y the Chief of Ma  int  ena  nc  e or   
de  s  igne  e us  ing   the Ve  hicl  e Ins  p  ec  tio  n For  m  .

C. T  he Mas  ter Con  tr  ol Cent  er (  MCC) of the You  th D  ev  elo  pm  ent Center m  ainta  ins   

th  e Veh  ic  le T  r  av  el Log and v  eh  ic  le k  e  ys  .

1. Veh  ic  le Eq  ui  pm  ent Iss  ue L  og B  ook is c  om  pleted b  y M  CC s  taf  f bef  or  e and af  ter a   

veh  ic  le   is iss  ue  d.

2. T  he Veh  ic  le I  ns  pec  ti  on F  or  m is utili  zed b  y s  taf  f to r  epo  r  t an  y dam  age   
o  bs  er  ve  d bef  or  e an  d af  ter the v  ehic  le is ut  ili  zed.

3. Al  l v  eh  ic  le k  e  ys ar  e k  ept wit  h the Ve  hicl  e Equ  ipm  ent Iss  ue Lo  g B  ook  .
a. Staf  f s  ignin  g o  ut k  e  ys is r  es  ponsi  ble f  or r  etur  ni  ng t  hem to th  e MCC  .

b. T  he veh  ic  le and the k  e  ys ar  e not pass  ed f  r  om one s  taf  f to a  noth  er  .

D. Staf  f dr  ivi  ng a s  tate v  ehic  le in  vol  ve  d i  n an  y acc  ide  nt c  o  m  plete the t  wo (  2) c  o  pies o  f   

the Stat  e Acci  dent For  m with  in twent  y f  our (  24) h  our  s of th  e inc  ide  nt a  nd c  om  plete an 

Unus  ua  l Inc  ide  nt R  epor  t pri  or to th  e e  nd of th  eir s  h  if  t.

1. T  he State Acc  id  ent F  or  m is f  iled f  or acc  id  ents occ  urr  in  g in an  d ou  t of s  tate.

2. If the acc  ide  nt in  vol  ves ano  ther v  eh  ic  le, s  t  af  f als  o c  om  plet  es a p  ol  ic  e   
r  ep  or  t whic  h incl  udes t  he nam  e and a  ddr  es  s of the other driv  er  .

3. T  he State Acc  id  ent F  or  m and P  ol  ic  e R  epor  t ar  e f  or  war  ded t  o th  e   
S  up  er  int  end  ent or des  ig  ne  e up  on c  om  plet  i  on.

E. Par  agr  a  phs A – D ar  e c  o  ns  is  tent wit  h Am  er  ic  an Corr  ec  tion  al Ass  oc  iat  io  n St  an  dar  d  s   

3- J  DF-  3A-  24; 3-J  DF-  3A-  25; 3  -  JT  S-  3A-  24 and 3-J  T  S-  3A-  25.
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