
 

 

Type III Driver’s  

Van Check Out Procedures 

 

1.  Reserve your van 

a. Van’s are reserved via the Outlook calendar “Kenyon Van Sign out.”  This should be 

listed in your other calendars in Outlook.  If you can’t find it, Margaret can help get you 

set up. 

b. Select the date and time needed and list your name and which van you are taking in the 

title 

c. Double check to make sure the van you requested is not already reserved by someone 

else 

d. We have two 9 passenger vans available for transporting students (Express and Transit) 

– they are both kept in Kenyon and will need to be picked up/dropped off there 

2. Pick up van  

a. All keys need to be checked out from the Community Education Office (M/HS Early 

Childhood Wing Rm E140) – Do NOT take keys from the shed – these are for 

maintenance use only. 

b. Come in the day before or day of (depending on departure time) and sign out keys on 

the clipboard 

c. Keys for the van and shed will be given to you 

d. The vans are kept in the shed by the football field.  In rare instances, the van you 

request may already be up in the staff parking lot.   

3. Returning the van 

a. If there is less than ½ tank of gas at the completion of your trip, you need to fill up 

before you park.  In town, go to Speedway and charge it to the school.  You will need to 

go in and sign, but they will keep both receipts and Paul will pick them up 

b. Put the van back where you found it – if you picked it up from the shed, put it back in 

the shed; if in the parking lot, put it back in the parking lot. 

c. If there were any issues with the van that need to be addressed, please send an email to 

Paul so he can look into the issue (he does not check the clipboard after each trip, so an 

email helps get things taken care of more quickly). 

d. Return keys to the Community Education office and sign them in on the clipboard – this 

should be done the day of the trip or the next morning at the latest.  They can also be 

left in Amy Belcher’s mailbox in the HS office or the green drop box by the Early 

Childhood Center entrance.  If you don’t return them in person, please send an email 

letting Amy know you left them for her. 


