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Support Services

SUBJECT: USE OF BOCES VEHICLES

Definitions and Exclusions

As used in this regulation or its accompanying policy, the term “business or school
use” means use of a BOCES vehicle from a BOCES site to an employee’s regular or
per diem assigned work location (or vice versa). Such term excludes commuting
from an employee’s residence to his/her assigned work location (or first work
location of the day) and it also precludes commuting from an employee’s assigned
work location (or last work location of the day) and an employee’s residence.

Rules Regarding the Use of BOCES Vehicles and Mileage Reimbursement

1. Employees will not be assigned a BOCES car or be reimbursed for
commuting from/to an employee’s residence to/from a regularly assigned
work location.

2. An employee who is required to drive his/her own car on the job because
there is no BOCES fleet car available or as assigned by a supervisor will be
reimbursed according to the Internal Revenue Service allowance in effect on
July 1% of each fiscal year for travel to different work locations during the day
(after an employee’s initial assigned work location) authorized by his/her
supervisor or in accordance with the applicable collective bargaining
agreement.

3. Daily log sheets must be filled out daily in legible handwriting.

4. No vehicles may be put into service until it is completely defrosted and snow
removed from the vehicle. In freezing weather, wiper motors must be turned
off at the end of use.

5. Gas credit cards must not be left in vehicles.

6. Employees who violate the rules in this regulation or its accompanying policy
may be disciplined, including a reprimand, a fine, suspension without pay, or
dismissal from their positions in accordance with law, policy or applicable

collective bargaining agreement.
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Accidents

1.

Employees who use BOCES vehicles must report all vehicle damage by
submitting a completed accident/incident form. A qualified mechanic must
determine if a vehicle is safe to operate or if repairs need to be made prior to
the vehicle being allowed back in service.

Damage found on BOCES vehicles must be reported to local law
enforcement.

Maintenance of Assigned BOCES Vehicles

Employees may be assigned a BOCES vehicle subject to the following rules:

1.

Oil changes and lubrication must be completed every 4,000 miles. In the
intermediate periods, oil levels, washer fluids and tire pressure must be
checked. Tires will be rotated every 5,000-6,000 miles or as needed.

Vehicles must be washed and cleaned both inside and outside on a regular
basis by the employee assigned to the vehicle.

“Check Engine” or dashboard warning lights must be checked immediately.
Any vehicle with these warning lights lit must not be operated until it has
been inspected by a qualified mechanic.

Gas or diesel fuel must be filled and recorded on campus sites unless
impractical to do so.

Assigned vehicles must be returned to a campus or the Dormann Library (as
assigned) each day.
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