
MECA  
Van Use Policy & Guidelines 
 
Statement of Purpose 
 
Operating passenger van can pose significant risk to the operator, passengers, and others if not 
operated correctly. In response to this risk, Maine College of Art, has developed this policy and 
guidelines to ensure the safety of all involved parties.  
 
General Policies 
 

1. Use is restricted to official travel by MECA groups and may only be used for the purpose 
assigned. Only students, faculty, staff, and visiting artists may travel in the MECA van. 
The van cannot be used for personal travel.  

2. The van is only for individuals/groups who intend to transport MECA students for a 
college sponsored trip. It is recommended that you request to reserve that van at least 
two business days before use.  

3. Van travel must be requested via the van request process. See the website for details. 
4. Full and part-time faculty and staff who wish to become eligible to drive the van must 

complete the Van Driver Approval Process. See the website for details. 
5. Drivers are responsible for obeying college policies relating to the vehicle and van use, 

and the laws of jurisdictions in which you are driving. Any citations, fines, or tickets 
received as a result of a failure to obey the law will be your personal responsibility to 
pay. 

6. Drivers are prohibited from operating the van while under the influence of alcohol or any 
controlled substances. This includes drivers when their ability may be impaired by any 
medication they may be using.  

7. The consumption of alcoholic beverages or the use of controlled substances by 
passengers in the MECA van is strictly prohibited. It is the responsibility of the senior 
official present (staff or faculty member) and/or the driver to enforce this policy. Evidence 
of a violation will result in loss of privilege to operate the MECA van.  

8. Drivers are responsible for the safety of the passengers in your vehicle. All passengers 
and the driver must wear a seatbelt. Do not overload the vehicle. Ensure that the number 
of people in the vehicle does not exceed the number of seat belts available. Allow for 
additional braking time due to the size and weight of the vehicle. 

9. Drivers are responsible for the conduct of all passengers and any damage to the van 
that they may cause, unless you identify the person(s) who have caused the damage. If 
any passengers refuse to comply with these directions or engage in distracting behavior, 
you must refuse to move the vehicle until they desist.  

10. Drivers shall drive to and from the designated destination via the most direct and safe 
route under prevailing weather conditions.  

11. Animals or pets are not allowed in the van. The only exception to this is if someone on 
the trip has a service dog for disability. 
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12. All cargo must be secured properly to prevent damage or injury. No cargo should be 
secured outside of the van.  

13. If the trip is cancelled for any reason, you must notify Megan Hartman immediately so 
that the vehicle could be reassigned if requested.  

14. Because driver fatigue is a major cause of automobile accidents, the following general 
rules apply to all trips:  

a. Individual drivers shall limit their driving time to a maximum of 6 hours per day. 
b. Groups shall not travel more than 14 hours per day, regardless of how many 

drivers available for the trip or in the vehicle. 
c. Trips shall not depart from any location nor should driving take place between the 

hours of 1:00 a.m. and 5 a.m. 
15. Texting or reading while driving is strictly prohibited. Cell phones are for emergencies 

only and should only be used when the van is safely parked.  
16. Approved van drivers may not authorize or permit anyone else to operate the vehicle 

unless the person is also a qualified MECA van driver. If an alternate driver is required 
for a trip, arrangements should be made in advance and should be noted on the van 
request form. 

      17. Drivers must return vehicle with a full tank of gas and in the condition in which they found  
it: free of trash and personal items. Spills must be cleaned. All drivers are expected to be  
considerate of subsequent drivers. 

      18. The MECA van is at the Holiday Inn at the Bay Parking Garage. An access  
card to enter the garage is inside the van--please leave it there.The van can be  
parked anywhere in the garage. The access card will open the gate after hours.  

      19. Drivers must return the van key to the front desk of Porteous  
immediately after use.  

      20. In the event of an accident, the driver should first call the police and obtain help for  
anyone needing medical attention. Then follow the insurance instructions located in the  
glove compartment. Be sure to obtain the police report number and officer’s name.  

      21. Van use may be revoked at any time depending on the weather, condition of the van, 
and any other extenuating circumstance that may arise. 

 
I agree to the above guidelines and understand that failure to meet any of the above 
requirements may result in the loss of van privileges for myself or my group. I also agree that I 
am a responsible driver and that I will do everything in my power to make my experience with 
the MECA van safe and positive. 
 
 
Signature ____________________________________ Date _______________________ 
 
Name _______________________________________ Phone _____________________  
 
State where license is issued: _____________ 
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