
 Van Procedures 

Office of Campus Ministry at Stonehill College 
 

As a member of the Into the Streets Program you are afforded 

the opportunity to utilize the Campus Ministry Vans as part of your commitment to 

service in the surrounding communities.  We are very blessed to be given this privilege, 

and we ask that all students respect this privilege by adhering to the guidelines we have 

set forth regarding proper usage of our campus vans. 

 

Who is allowed to use the Campus Ministry Vans? 

The Campus Ministry Vans are a first priority for the Into the Streets Volunteers.  This 

means any student who is volunteering at service sites through the Into the Streets 

Program.  This excludes students who volunteer in conjunction with courses such as a 

Community-Based Learning Courses or an Education related placement. 

 

The vans are then available for others’ use in the following order: 

 Campus Ministry Events (Including Into the Streets Service) 

 Weekend Worship Services 

 Group use for religious functions 

 Individual use for religious functions 

 Other special requests will be assessed on a case-by-case basis by Into the Streets 
Director 

 
How do I get van certified? 
You can be van certified through the Office of Student Activities. You will be asked to 
take a test and provide a copy of your driver’s license.  
Please contact Cheryl Wilder in Student Activities at (508)565-1524 to arrange a test. 
 
How do I sign-out a van? 
Once your certification is complete, you must read and sign the Campus Ministry Van 
Agreement Form to agree to the procedures of utilizing this privilege. ALL students 
who utilize Campus Ministry vans must sign this form, located at the front desk in the 
Office of Campus Ministry in the Chapel of Mary. 
When you sign-out the van, you must estimate the entire time you will have the van for 
(travel time to and from including the time you will be volunteering).  When you 
request a van you must leave the following information: 

 Name 

 Cell Phone Number 

 Destination with Mile Estimate (you must research this prior to reserving the 
vehicle) 



 If your program only has 1-2 people who need a van at a specific time, there is a 
chance another program with a full van will receive priority.  Please consult your 
student coordinator or volunteer coordinator at the agency to assist with car 
pooling with other volunteers. 

 
Additional Information: 

 Clients from Into the Streets Community Service Agencies (or any groups 
outside Stonehill College) cannot be transported in College owned vehicles. 
 

Usage for Groups Outside of Campus Ministry: 

 If you are requesting a van for use outside of Campus Ministry, you must wait 
until 3 days prior to the date of use to see if a van is available.  Please be advised 
your reservation is subject to change at any point if someone needs the vehicle 
who is higher on the priority list with Campus Ministry Programs.  

 If you are a group outside of Campus Ministry utilizing a vehicle, you must 
return the van with a full tank of gas. 

 
Once you have taken the van… 

1. When you pick up the van you must initial near your name indicating you have 
the van keys. 

2. If it has snowed, it is your responsibility to shovel out and clean off the van. 
3. You are responsible for following all safety precautions when driving such as: 

 No cell phone use while driving 

 No texting while driving 

 Wear seatbelts 

 No smoking 

 No alcohol or illegal drug use while driving; No transporting of any 
alcohol or illegal drugs 

 Do not drive if you are taking medication which indicates you should not 
be using or operating any heavy machinery. 

 No speeding (this means NOT exceeding the speed limit). 

 Drivers are required to abide by all state driving laws while operating 
College vans.  

4. Fines for parking, moving violations, or Fastlane violations are the personal 
responsibility of the driver. The driver is required to report all moving violations 
to the ITS Director within 24 hours. 

 
When you return the van… 

1. Vans are to be parked in the Library Lot, unless told otherwise due to parking 
bans. If there are no open parking spots, contact the office immediately to notify 
us of the location of the vehicle. 

2. Be sure you have cleaned the interior of the vehicle – which means you inspect 
the entire van to see if there is any trash and remove it. 



3. Check the following: 
 Are the lights off? 
 Is there under ¼ of a tank of gas? 
 If you are an outside group, you must fill the tank with gas prior to 

returning it to Campus Ministry. 
 Are there any maintenance indicator lights lit that need attention? 
 Do you have the key? 
 Are there any other maintenance issues you saw wrong with the van? 

4. When you return the key to Campus Ministry notify the front desk person if the 
van need gas (if it has ¼ of a tank or less of gas) or if there is any maintenance 
needed on the van. 

5. Please return the key to the front desk or in the drop box outside the Chapel if 
the office is closed.  

 
In the event of an accident:  

 Do not comment regarding the accident including admitting negligence or liability;  

 Do not attempt settlement, regardless of how minor;  

 Obtain the name, address and phone number of injured person and witnesses if 
possible;  

 Exchange vehicle identification, insurance company name and policy numbers with 
the other driver;  

 Take a photograph of the scene of the accident if possible 

 Call the Office of Campus Ministry at 508.565.1487 for further instruction  
 
 
Please know having access to these vans is a gift from the college.  It is up to you to 
ensure the safety of all who use the vans.  If there is a problem, the ITS Director will be 
in touch with you regarding the issue and it is your responsibility to be proactive in 
your response to ensure future use of the vans. 
 
Thank you for your commitment to service and to the Brockton/Easton Community!   
 
If you have any questions, please contact: 
 
Erica Stewart 
Campus Minister for Community Service & Partnerships 
Into the Streets Director 
estewart@stonehill.edu  
508.565.1220 
 
 
 

mailto:estewart@stonehill.edu

