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1. Vehicles.  Checks on the whereabouts of all vehicles held on strength are to be carried 
out by the CAA’s daily in the course of their duties. During weekend usage it is the responsibility 
of the Coy utilising the transport to ensure its security at all times. Issues arising must be reported 
in the first instance to the CAA during the week and to the Officer Commanding the various Coy’s 
utilising the transport at weekends. 
 
2. Parking.  Vehicles and trailers are only to be parked in the designated parking areas. 
Employees at all levels have a part to play. 
 
3. Locking and Immobilising Vehicles. 

 
a. Ignition Keys.  Whenever a vehicle is left unattended, however short the period, 
the engine is to be switched off and the ignition key removed. 

 
b. Locking Vehicles.  Whenever a vehicle is left unattended, other than on a vehicle 
park, in enclosed service premises or civil police station, the driver is to close all windows, 
lock all doors and compartments and keep the keys on their person. 

 
4. Vehicle Keys. 
 

a. Keys are to be kept secure in the stores/offices but must be available to duty 
personnel in case of emergency, up until duties are completed, then handed into the CAA. 

 
b. Keys are never to be left in vehicles unless the vehicles are in secure garages, in 
which case keys may be left in the ignition.  Garage keys must be available to duty 
personnel. 

 
c. Drivers are to retain vehicle keys in their possession whenever they leave their 
vehicle temporarily on exercise, detail or in barracks. 
 
d. Keys will be handed into the CAA stores at close of usage unless on tasking or 
exercise. 

 
5. Vehicle ATUD wallets. 
 

a. Wallets and keys are to be secured in sub-unit offices when not in use every day, 
then handed into the CAA unless on tasking or Exercise. 

 
 b. They are never to be left in an unattended vehicle. 
 

c. Keys are to remain in the key press, ATUD folders are to be handed to the MTWO  
when not in use.  All entries are to be checked prior to the CAA handing in the ATUD  
folder. 
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6.          Ammunition.  Vehicles carrying ammunition are not to be left unattended at any time. 


