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 Center for Civic Engagement & Learning 

CCEL Van Use Packet 
 

CCEL Van Use Overview: The Center for Civic Engagement & Learning (CCEL) has three minivans. Each 

minivan can transport seven passengers total (including the driver). The vans were purchased to be used for 

group community service, service learning and civic engagement projects, and priority for usage is given to 

CCEL service projects, service-learning courses, and student groups engaged in civic engagement. Otherwise, 

they may be rented for other group activities by Case Western Reserve University (CWRU) academic 

departments, departments, and recognized student organizations.  

CCEL Van Driver Eligibility Requirements 

The CCEL vans may be operated only by permanent employees of CWRU and by current CWRU students, all 

of whom meet the following criteria: 

¶ Are at least 18 years of age. 

¶ Have a current, valid U.S. driver’s license issued by the Department of Motor Vehicles (or equivalent 

department). 

¶ Have completed the CWRU Driver Safety Training conducted by the CWRU Environmental Health & 

Safety Office (EHS).  

¶ Have completed the 
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CCEL Van Driver Certification Process 

The CCEL Van Driver Certification process is described in the following steps and is required of any CWRU 

student, staff, or faculty member wishing to drive the CCEL vans.  

1. Attend CWRU Driver Safety Training conducted by CWRU Environmental Health and Safety office 

(EHS).  CCEL does not coordinate or host these trainings. Call 216-368-2907 for training dates or 

pre-register for the training online here as this registration form will also show upcoming dates. 

Directions to the EHS office can be found on their website too.  

2. Keep the Driver Safety Confirmation Form, signed by EHS, that you receive after this training 

3. Upload a photo or scanned copy of that form in the CCEL Van Driver Certification Test, or you can 

bring the form to the CCEL office prior to your first use of the CCEL van.   

4. Read the contents of this CCEL Van Use Packet thoroughly. 

5. Watch the following CCEL Van training video. 

6. Complete the online CCEL Van Driver Certification Test. This is an open book assessment, so you are 

welcome to refer to the packet and video to answer the questions. This is an “open book” assessment, so 

you are welcome to refer to this van packet or the video at any point, but you must achieve a 100% score 

on this assessment. 

 

Upon submitting the CCEL Van Driver Certification Test, you will receive an email from CCEL confirming 

your CCEL certified driver status.  You are not certified to drive the CCEL van until you have completed the 

steps above and are directly notified of your status by CCEL.  

 

Students who have completed the CCEL Van Driver Certification process and have received confirmation as a 

certified driver are welcome to do a practice drive, at no cost, to increase familiarity with the vehicles. Students 

interested in scheduling a practice drive should contact CCEL, commservice@case.edu, with availability.  

CCEL Van Reservation Process 

CCEL van reservation requests can be made by submitting the CCEL Van Reservation Form, located in 

CampusGroups. All van reservations will be reviewed by CCEL staff, and reservations are not final until CCEL 

staff approves them. Groups submit a request at least three business days in advance of the requested date to 

allow adequate time for processing. Reservations will be accepted on a first come first serve basis, but priority 

will be given to:  

¶ CCEL’s ongoing programs 

¶ Service-learning activities linked with academic coursework 

¶ Civic engagement activities (service, philanthropy, advocacy, or political engagement) 
 

Holiday Reservations 

CCEL van reservation requests cannot be submitted or approved for dates when CWRU is closed for a 

scheduled University Holiday. 
 

 

Van Reservation Approvals  

/ehs/training/driver-safety
/ehs/training/driver-safety
https://docs.google.com/forms/d/e/1FAIpQLSdrksYKfVC49radeEO6mYxdyL71vOyIZseQz2J4fb3KJ1q9dg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdrksYKfVC49radeEO6mYxdyL71vOyIZseQz2J4fb3KJ1q9dg/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdrksYKfVC49radeEO6mYxdyL71vOyIZseQz2J4fb3KJ1q9dg/viewform
http://studentaffairs.case.edu/civicengagement/transport/doc/confform.pdf
http://cglink.me/s12307
https://www.youtube.com/watch?v=rSq5RHaFhVY
http://cglink.me/s12307
mailto:commservice@case.edu
https://community.case.edu/CCEL/survey?survey_uid=0316de35-7e0c-11e8-b516-0ac8160dcdf6
https://community.case.edu/CCEL/survey?survey_uid=0316de35-7e0c-11e8-b516-0ac8160dcdf6
https://community.case.edu/CCEL/survey?survey_uid=0316de35-7e0c-11e8-b516-0ac8160dcdf6
mailto:commservice@case.edu
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Van Reservation Cancellation Policy 

Please notify CCEL of any reservation cancellations as soon as possible, so the van can be made available to 

other groups. CCEL requires that all cancellations be made at least 48 hours in advance; failure to do so will 

result in the group being assessed the full amount of the reservation.   
 

The only exception to this cancellation policy is if the driver feels uncomfortable or unsafe driving the CCEL 

van due to weather, environmental, or medical situations.  In that case, the driver should not drive the CCEL 

van, and the reservation can be cancelled at any time with no fees or penalties. Similarly, CCEL staff reserve 

the right to cancel reservations for reasons including, but not limited to, weather, environmental conditions, and 

van maintenance. In the event that the University closes due to weather, all van reservations will be cancelled. If 

CCEL must cancel a reservation for these reasons, the reserving group will not be charged.  

Van Usage Rates 

The most updated information about CCEL van rates can be found on the CCEL website. Rates are on a per-day 

basis. (For CCEL van rental purposes, “one day” or “a day” constitutes as a calendar day, not a 24-hour cycle.)  
 

Fuel costs:  For Short Distance Trips (1-50 miles roundtrip), fuel costs are covered in the rental rate. For Long 

Distance Trips (51-150 miles roundtrip), organizations are responsible for their own fuel costs and a van must 

be returned with the gas tank at the same level it was when picked up.  

 

Mileage: Roundtrip mileage begins accruing when the group starts their trip in the CWRU garage and ends 

when the group returns the van to the garage; all travel during that time is included in total roundtrip mileage. In 

the event that actual mileage is different from anticipated mileage, the group’s van use rate will be updated to 

reflect that change. 

 

** A driver is personally responsible for paying any fees/charges associated with parking or traffic violations or 

lost or damaged keys/parking gate cards. 

CCEL Van Use Regulations 

Safety is the top priority for all CCEL vans. All CCEL certified van drivers must abide by the following rules 

while operating the CCEL vans: 

1. CCEL vans may be driven only by CWRU students, staff, or faculty, all of whom must have completed 

the CCEL Van Driver Certification Process and are in current compliance with the CCEL Van Driver 

Eligibility Requirements, including requirements of a driver’s motor vehicle record as described above. 

2. Drivers must observe the load limit established by the University. The minivan allows for one driver and 

six passengers per trip (seven total in the van). State law and University regulations require all 

passengers to wear a seatbelt.  

3. All drivers must follow all traffic laws, including obeying speed limits and all other laws. 

4. CCEL vans may only be used to transport CWRU-affiliated students, staff, faculty and/or alumni and 

cannot transport non CWRU participants (e.g., service site clients, program youth, or family members). 

5. CWRU students, staff, and faculty who would like to use a van must have a member of their group be 

certified by CCEL to drive the vans. Groups may then go through the CCEL Van Reservation Process to 

request use of the CCEL vans at least three business days in advance of your requested date to allow 

adequate time for processing. 

6. CCEL vans may not be used for trips over 150 miles roundtrip or for trips outside of the United States. 

For trips under 50 miles round-trip, Van Usage Rates cover gas and maintenance fees and will be billed 

to the organization or department. 

mailto:commservice@case.edu
/studentlife/civicengagement/resources/transportation/van-usage-rates
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7. Drivers must only drive the CCEL van during reasonable times to lower the risk of “sleepy driving.” 
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¶ Contact the CCEL staff members in the order listed below. If there is no answer, please leave a 

message with your name, phone number, a brief description of what happened and your location. 

 

 

First 

mailto:ewb@case.edu
mailto:exc390@case.edu
mailto:sxc1207@case.edu


mailto:ewb@case.edu
mailto:exc390@case.edu
mailto:sxc1207@case.edu



