Irvine Valley College

Reservation and Use of Facilities & Maintenance Transportation Pool Vehicles

To ensure the safe and efficient utilization of all vehicles in the Irvine Valley College Transportation Pool the following policies and procedures are established:

1. Vehicle reservations:

a. It is recommended that all reservations for pool vehicles be made at least one month ahead of the scheduled use.  If no pool vehicles are available, the College shall bear the cost of any rental vehicles.

b. If reservations for a vehicle are made less than one week ahead of scheduled use and no pool vehicles are available, the maintenance office will attempt to make a rental arrangement with a vendor and if it is too late then the requestor will have to arrange their own transportation and bear the cost.

c. A transportation conference will be scheduled the week after each FLEX week to submit semester schedules, drivers and DMV Pull notice requests.  Schedules and driver requests can be submitted at any time at the Dean or Director’s discretion, only if the scheduled transportation conference is too late to meet the scheduled event.

d. It is the responsibility of the each School/Department to submit DMV approved drivers for Board approval.  The Facilities Department will conduct DMV checks, which can take up to two months and provide the driver status to the requesting School/Department Dean. 

e. The respective School/Department will keep a current record of all Board approved drivers and will be renewed annually.

f. The Facilities Department will not accept reservations more than two academic semesters in advance.

g. Reservation, pickup, and return of any rental vehicle will be the responsibility of the School/Department utilizing the vehicle.

h. Associated Student Government shall bear the cost for any rental vehicles, which they reserve and utilize.

i. To minimize the cost of rental vans, IVC transportation vans will be used first and if a rental van is needed then the rental vans will be used for local/shorter distances.  The Facilities Department will determine and arrange the use of all rental vans.

j. Vehicles shall be assigned in the following priority:

1. IVC Instructional

2. IVC Non-instructional

3. IVC College Associated Student Government

4. IVC functions

2. Vehicle Pickup

a. A completed Motor Vehicle Use Requisition form with the appropriate approval is required to pickup any vehicle from the Transportation Pool and can only be picked up by Board approved drivers.

b. Drivers of IVC Transportation Pool Vehicles and rentals must comply with all District Administrative Regulations and Board Policies.

c. An information packet, vehicle keys, and a credit card, if necessary, will be issued to the approved driver.  The information packet will include a Daily Inspection Form to be completed by the driver of the vehicle. The front of this form requests information regarding the operation of the vehicle and its accessories.  The back of the form can be used for additional information that will be helpful in troubleshooting or repair of the vehicle.

d. If for any reason the driver of the vehicle feels that the vehicle is unsafe to operate, the driver should bring this situation to the attention of any personnel in the Facilities Department.  If the unsafe condition of the vehicle cannot be corrected, then the driver will not drive the vehicle for any reason. 

e. If the driver has noted any unsatisfactory operations of the vehicle on the daily inspection report, which pose a safety hazard, the vehicle will not be released to any subsequent drivers until a qualified mechanic has inspected and corrected the unsafe condition.

3. Vehicle Return


a. Return all pool vehicles with the keys, information packet, credit card, and receipts to the Maintenance Office after use.

b. Upon the return of the vehicle, personnel in the Maintenance Department to determine the condition of the vehicle will inspect the vehicle.

c. If any damage, beyond normal wear and tear, is found on the vehicle that was not noted on the daily inspection report and/or left unclean, the School/Department that utilized the vehicle will be responsible for the cost of any repairs and if these conditions persists the responsible School/Department will not be allowed further use of the IVC vans.

d. During after working hours the vehicle packages can be pick-up from the Campus Police Office or contacting the Officer on duty at X5200.

