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5
Where Are the Van Keys?

A committed soldier without a gun is a cheerleader
We have a lot of exciting ministries going on all the time at the church. Sometimes these events overlap and frequently the same people are involved in multiple activities. 
To ensure a smooth and successful activity, we utilize project managers to facilitate the activities. This allows everyone to know who the point of contact is and who the pastor can contact for information.

[image: image1.emf]Big rule to remember: if the young person goes with us, they MUST come back with us. We are responsible for returning them to the spot that we picked them up. The only exception is if a parent is picking them up. In the case of separated/divorced parents, the parent with custody must okay release to the other parent.

Offsite Activities Guidelines

· Permission slips ARE REQUIRED. Make sure the participants have ample time to get the authorization to do the activity. The student cannot go unless a valid permission slip is provided.
· If a budget is needed, make sure it is cleared with the pastor and trustees.

· Document who comes and conduct a headcount check at each stop

· Report anything that may get broke to the project manager: accidents happen, we just need to have it fixed before the next event/activity

· Make sure the building is secured before leaving

· Leave the outside porch light and entry-way light on
Van Guidelines

· Vehicles are only to be used for church related functions.

· Qualified drivers are the only personnel allowed to drive the vans – NO EXCEPTIONS

· Make sure the vans are gassed up and cleaned up upon return. Leave it ready to be used!

· Remove all trash, clean the seats, windows and any other areas that may have gotten dirty during use.

· Make sure it has a full tank of gas upon completion of the event.

· Park the vans back under the awnings in the designated areas after unloading and cleaning

· Report anything that may have gotten broken so it can be fixed. If there appears to be any mechanical problems, report it!
· Report any vehicle accident so it can be turned into the insurance
Van Use Checklist – Pre-trip
Pre-Trip Checklist



Date: ______/______/______
· Who is responsible for completing the Post-trip checklist? (Required to check out the vehicle). Responsibility for completing all Post-trip checklist items and returning the key to the storage box.

	Name:                                                                  Phone #:


· Trip name: __________________

· [image: image2.wmf]Odometer: __________________

· Adequate gas. Note level:
       E        ¼         ½        ¾         F
· Maintenance lights are illuminated: Y / N     If yes,
	

	


· Van interior is clean: Y / N
· Clean= no trash on the floor, stains, etc

· No visible interior damage – Y / N
	NOTE Damage below:                                       No Damage (initial):

	

	

	

	


· Visible exterior damage – Y / N
	NOTE Damage below:                                       No Damage (initial):

	

	

	

	


Van Use Checklist – Post-trip
Post-Trip Checklist



Date: ______/______/______

· Trip name: __________________

· Odometer: __________________

· Vehicle refueled. Note level upon return, initial: _______ 
      E        ¼         ½        ¾         F
           (> ½ tank, refueling not required)

· Maintenance lights are illuminated: Y / N     If yes,
	

	


· Van interior has been cleaned, initial: ______
· Clean= no trash on the floor, stains, spills cleaned, etc

· No visible interior damage – Y / N

	NOTE Damage below:                                       No Damage (initial):

	

	

	

	


· Visible exterior damage – Y / N

	NOTE Damage below:                                       No Damage (initial):

	

	

	

	


· Key has been returned to the storage box, initial: _____

	Name:                                                                  Phone #:


                  (Signature of Pre-Trip designee responsible for the vehicle return)
Report Damage To:


Robert White   _____


Dylan Mansell  _____


Jesse Ramey     _____


George Rowan _____
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