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DRIVER SAFETY POLICY

1. Policy, Many employees operate University owned, leased, rental or personal vehicles as part of their Jobs. Employees are expected to operate vehicles safely to prevent accidents, which may result in injuries and property loss. It is the policy of Concordia University St. Paul to provide and maintain a safe working environment to protect our employees and the citizens of the communities where we conduct business from any injury and property loss. The University considers the use of automobiles part of the environment. The University is committed to promoting a high level of safety awareness and responsible driving behavior in its employees. Our efforts and the commitment of employees will prevent vehicle accidents and reduce personal injury and property loss claims. This program requires the full cooperation of each driver to operate their vehicle safely and to adhere to the responsibilities outlined in the Fleet Safety Program. Elements of this program include: 

A. Assigning responsibilities at all levels of employment.

B. Vehicle use and insurance requirements.

C. Employee driver's license checks and identification of high-risk drivers.

D. Accident reporting and investigation.

E. Accident Review 

F. Vehicle selection and maintenance
G. Training standards.

H. Safety regulations.


2.    Responsibility, Management is responsible for the successful implementation and ongoing execution of this program. Supervisors and employees are responsible for meeting and maintaining the standards set forth in this program.


3.    Scope, This policy applies to employees who operate vehicles on University business and will be reviewed by managers and supervisors to ensure full implementation and compliance.




ORGANIZATION AND RESPONSIBILITIES

1. The Human Resources Office will:
A. Implement the Driver Safety Program campus wide.  
B. Establish measurement objectives to ensure compliance with the program.

C. Provide assistance and the resources necessary to implement and maintain the program.


2. Managers will:
A. Implement the Driver Safety Program in their areas of responsibility.
B. Report all accidents involving a motor vehicle used in performing University business. 

C. Forward all accident reports to the Human Resources Department
D. Allow employees time to complete any training necessary during normal working hours.  

3. The Human Resources Office will: 
A. Perform credentialing process for new drivers.

B. Issue periodic reports of losses for the Provost’s review.
C. Review motor vehicle accident reports. 
D. Revise and distribute changes to the Driver Safety Program to managers, supervisors and drivers as necessary.
E. Maintain appropriate records.

4. Drivers will:
A. Be authorized through the University’s Driving credentialing process.
B. Always operate a motor vehicle in a safe manner as explained under the section titled, "Driver Safety Regulations.”

C. Maintain a valid driver's license and minimum insurance requirements on personal vehicles used in University- business as described in this policy.
D. Maintain assigned vehicles according to established maintenance standards.




VEHICLE USE

1. University Owned Vehicles, Drivers of all vehicles must be authorized and credentialed to be eligible for coverage under the University insurance policy.
2. Department Vehicles, Employees authorized by their supervisors will be permitted to operate a department vehicle. No one under the age of 21 will be permitted to operate the vehicle. Students are not permitted to drive unless a specific exception is granted.  Exceptions are reviewed on a case-by-case basis.
3. Golf Carts, Gators, Etc., All vehicles requiring a driver are covered under this policy. See additional guidelines in Attachment A.
4. Personal Vehicles on University- Business,

A. Employees who drive their personal vehicles on university business are subject to the requirements of this program including:
i. Maintaining auto liability insurance with minimum limits of $100,000/$300,000 for bodily injury and $300,000 for property damage with a combined single limit of $500,000.
ii. Maintain current state vehicle inspections when required.
iii. Maintain their own vehicle in a safe operating condition when driven on university business.
iv. Authorized credential drivers.
5. Rental Vehicles,
A. Rental vehicles should be leased from Enterprise (our preferred provider) but in some situations where this is not possible, please seek approval from your Department Manager to lease from another rental agency.

B.  Unauthorized Use of Vehicles, assigned drivers and other authorized employees will not allow an unauthorized individual to operate a University vehicle. No Exceptions! Disciplinary action may be taken. 
C. Employees may transport students to and from university events in a rental car but there should always be more than two persons per vehicle (we do not allow one employee and one student per vehicle)


DRIVER SELECTION

1. Driver Authorization, Employees will be evaluated and selected based on their driving ability. To authorize employees as drivers, the Human Resources Office will:
A. Review past driving performance through a Motor Vehicle Record (MVR) and work experience through previous employers' reference checks. All new employees and current employees recently assigned to driving duties will be required to complete the driver authorization form.
B. Review the employee's Motor Vehicle Record (MVR) at hire and annually for acceptability. (more frequently if reasons warrant).
C. Ensure the employee has a valid driver's license.
D. Ensure the employee is qualified to operate the type of vehicle he/she will drive.
E. Ensure the necessary insurance requirements are met.
F. Ensure all required qualifications have been satisfied.

G. All employees who drive their personal or university-owned/leased vehicles are required to report to Human Resources any traffic/moving violations after their initial MVR report has been run.  

2. Driver Qualifications, Effective driver qualification controls are important elements of a successful motor vehicle safety program. Management developed and incorporated standards into this program, which reflect the skills necessary for satisfactory job performance while taking into consideration applicable Federal and state regulations. Drivers of University-owned vehicles, rented vehicles, and personal vehicles driven on the University’s behalf:
A. Must be an employee of the University or an approved contracted employee.
B. Must have a valid United States license.

C. Must be 21 years old.

D. Must be 18 years old (for golf carts and gators only).

E. Must complete a Driver Authorization form.
F. Must have an acceptable MVR report (requires a 3-year history).
i. Golf Carts, etc ONLY – if 3 years is unavailable your entire driving record will be reviewed (optional based on the university's needs)
G. Successfully complete defensive driving training 
H. Must have reviewed and signed off on the Golf Cart Safety guidelines (Attachment A) (golf carts, gators, etc.)

I. Must meet any specific requirements of the rental company (if applicable)
J. Must receive an authorization to drive form from the Human Resources Department.
3. Driver Performance  A review of the driver's MVR record is a critical component of the University's Driver Safety Program. Performance will be monitored during the selection/screening process, as well as, at periodic intervals throughout the driver's career using information obtained from motor vehicle records and accident file data.
A. A formal review of the driver's MVR will be conducted on an annual basis (more frequently where warranted). The review will determine whether additional driver training is warranted. The review will become part of his/her file, as referenced above.
B. The driver’s guideline was developed to assist in identifying high-risk drivers and evaluate eligibility but may not coincide with points applied to your driver’s license.
4. Student Drivers-The university does not allow students to drive any university-owned or leased vehicles under any circumstances.
All drivers of the University must meet these guidelines  


 WSI MVR Driver Guidelines
	
	Number of At-Fault Accidents

	Number of minor violations
	
	0
	1
	2
	3

	
	0
	Clear
	Acceptable
	Borderline
	Unacceptable

	
	1
	Acceptable
	Borderline
	Unacceptable
	Unacceptable

	
	2
	Borderline
	Unacceptable
	Unacceptable
	Unacceptable

	
	3 or more
	Unacceptable
	Unacceptable
	Unacceptable
	Unacceptable

	
	Any major violations
	Unacceptable
	Unacceptable
	Unacceptable
	Unacceptable


Major Violations (within last five years of violation date) include:

· A violation in connection with a fatal accident.

· Any felony involving the use of an automobile.

· Driving under a suspended, revoked, or expired license

· Driving under the influence of drugs or alcohol and/or the refusal to take a blood/breath test.

· Fleeing or attempting to elude the police; failure to stop and report an accident in which the driver was involved.

· Negligent vehicular homicide.

· Operating a motor vehicle without the owner’s permission.

· Permitting an unlicensed person to drive.

· Reckless, negligent, careless driving or racing.

· Speeding in excess of 20 mph over the speed limit.

The following are not considered as a violation:

· Defective equipment (lights, brakes, etc.)

· Oversize or overweight
· Seatbelt violations

Borderline Drivers

Borderline drivers include “borderline” situations as noted in the above chart and the following:

· Past suspensions with reinstatements shown on the MVR.

· Drivers 18-21 with one or more violations/accidents within the last three years.



*Compliance with the guidelines above is a condition of the Commercial Automobile Policy if bound.

	MVR guidelines are currently in place that are in compliance with WSI MVR Guidelines

	MVR guidelines do NOT currently meet WSI standards, but will be if coverage is bound
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I acknowledge and fully understand the consequences of my driving performance as evident by my crash and/or violation history.

____________________________________
________________________________________

             (Drivers Signature)



(Supervisor Signature)

___________________________________

___________________________________________

        

(Date)



        

   (University)


EMPLOYEE ACCIDENT REPORTING PROCEDURE
1. Employees will take the following actions when there are injuries to persons and/or damage to other vehicles or property: 
A. If possible, move the vehicle to a safe location out of the way of traffic. Call for medical attention if anyone is hurt.
B. Secure the names and addresses of drivers and occupants of any vehicles involved, their operator's license numbers, insurance-company names, and policy numbers, as well as the names and addresses of injured persons and witnesses. Record this information on the Auto Accident Report form. 
C. Notify the Human Resources Department at (651) 641-8846 as soon as possible, but no later than the next business day.  If any injuries were involved and the Human Resources Department is not available, contact your supervisor immediately.
D. You will be contacted by the Human Resources Department (or whoever is designated) to advise you how to arrange for repairs to department vehicles only. Do not have department vehicles repaired until you receive authorization from the Human Resources Department.
i. Damages to an employee’s personal vehicle are the employee’s sole responsibility.
ii. Failure to report accidents in a timely manner may result in disciplinary actions.
2. When there is theft of or damage to a rental or department vehicle only:
A. If you did not witness the damage to the vehicle, you must notify the local police department immediately.
B. Immediately notify Human Resources at (651) 641-8846. You will be contacted by the Human Resources Department to advise you how to arrange for repairs to or replacement of the vehicle. Do not have department vehicles repaired until you receive authorization from the Human Resources Department.
C. Send a copy of the police report along with a memo outlining any additional information to the Human Resources Department.
ACCIDENT RECORDKEEPING, REPORTING AND ANALYSIS

1. Reporting, This University considers the elimination of motor vehicle accidents as a major goal. To meet this objective, all accidents will be reported to the Human Resources Department to be investigated, documented, and reviewed to identify needs. The investigation identifies needs for:
A. More intensive driver training and/or remedial training.

B. Improved driver selection procedures.

C. Improved vehicle inspection and/or maintenance activities.

D. Changes in traffic routes.

2. Recordkeeping, Motor vehicle accident recordkeeping procedures consist of the following components:
A. Documentation of causes and corrective action.
B. Management review to expedite corrective action.

C. Analysis of accident history to determine driver preventability, trends, recurring problems and the need for further control measures.
3. Responsibility, Implementation of these procedures remains the responsibility of both the driver and manager.
4. Driver, Since the driver is the first person at the accident scene, he/she will initiate the information-gathering process as quickly and thoroughly as is feasible.

5. The Human Resources Department will obtain accident data from the driver through the Auto Accident Report form, official police report, and/or by verbal communication. It is important for management to determine the extent of the accident, especially if it involves injury or death to the driver, passengers, or other parties.

A. The Human Resources Department will immediately proceed with a formal investigation to determine the underlying causes as well as what can be done to prevent similar occurrences. The accident will be forwarded to the insurance claims office along with any additional support data (e.g. witness statements, photographs, police reports, etc.).



DRIVER SAFETY REGULATIONS

1. Safety Belts. The driver and all occupants are required to wear safety belts when the vehicle is in operation or while riding in a vehicle. The driver is responsible for ensuring all federal and state regulations are adhered to.
2. Impaired Driving, The driver must NOT operate a vehicle at any time when his/her ability to do so is impaired, affected, or influenced by alcohol, illegal drugs, prescribed or over-the-counter medication, illness, fatigue, or injury.
A. Drivers are permitted to drive no more than 6 hours straight.  A mandatory rest period of 1 hour is required after 6 hours
B. Drivers are permitted to drive no more than 12 hours in a 24-hour period. 

3. Traffic Laws, Drivers must abide by all Federal, state, and local motor vehicle regulations, laws, and ordinances. 
4. Vehicle Condition, Drivers are responsible for ensuring the vehicle is maintained in safe driving condition. Drivers of daily rentals should check for obvious defects before leaving the rental office/lot and, if necessary, request another vehicle if the first vehicle is deemed unsafe by the employee. Drivers are encouraged to rent vehicles equipped with air bags and ABS brakes, where available.

5. Cellular Telephones and MP3 players, The following procedures apply to employees driving on University business who wish to use cellular telephones in the vehicle.

A. External speaker and microphone must be included to allow hands-free operation.
B. Drivers are to refrain from placing outgoing calls while the vehicle is in motion.
C. Drivers are to refrain from texting while the vehicle is in motion.
D. Incoming calls should be limited.  If a call needs to be returned pull over in a safe location to make the return phone call.
E. If a hands-free operation is not an option, use of the telephone is authorized only when the vehicle is safely parked.
6. Motorcycles, The use of personal motorcycles to conduct University Business is discouraged along with rental of motorcycles while on a business trip.  If necessary, we encourage approval from the executive level. 
7. General Safety Rules, Employees are not permitted to:

A. Pick up hitchhikers.
B. Accept payment for carrying passengers or materials.
C. Use any radar detector, laser detector, or similar devices.
D. Push or pull another vehicle.
E. Transport flammable liquids or gases unless a DOT or Underwriters' Laboratories approved container is used, and only then in limited quantities..
F. Assist disabled motorists or accident victims beyond their level of medical expertise. If a driver is unable to provide the proper medical care, he/she must restrict his/her assistance to calling the proper authorities. Your safety and well-being are to be protected at all times.
8. University and Personal Property, Employees are responsible for University property such as computers, work papers, and equipment under their control. The University will not reimburse the employee for stolen property.  

Personal Vehicle Use:
· Only Authorized drivers are allowed to use their personal vehicles on the university's business. 

· All guidelines of this program apply to the use of personal vehicles on university business. 

· Drivers must maintain automobile liability limits required in this policy.  These personal automobile limits will be primary in the event of a liability claim.

· The University does not provide protection from damage to any personal vehicles.  This is your responsibility to ensure it is included in your personal automobile policy. 

I as an employee of _________ University acknowledge and fully understand and have been trained on the Vehicle Fleet Safety Policy.

_______________________________

_______________​​​​​​​​​______________

               (Employee Name)



              (Date)

VEHICLE SELECTION, INSPECTION AND MAINTENANCE

(Department Vehicles Only)

1. Introduction, Proper selection and maintenance of equipment are important aspects of this program. Reduced operational costs and accidents from vehicle defects are the direct result of a well-implemented maintenance policy.
2. Vehicle Selection, Selection of vehicles begins with the understanding the wrong equipment can result in excessive breakdowns, create hazards to personnel, incur costly delays, and contribute to poor service and customer complaints. The University will purchase vehicles designed for their intended use.
3. Vehicle Inspection, The employee responsible for the vehicle will inspect the vehicle quarterly using the Vehicle Inspection Report form and forward the report to the Human Resources Department. More frequent inspections and reports may be required based on heavy use.

4. Vehicle Maintenance, Vehicle maintenance can take the form of three distinct programs: preventive maintenance, demand maintenance, and crisis maintenance. While all three types have their role in the Driver Safety Program, the most cost-effective control is preventive maintenance. A review of the manufacturer's specifications and recommendations for periodic preventive maintenance should be integrated with the actual experience of the vehicles.
A. Preventive maintenance (PM) is performed on a mileage or time basis. Typical PM includes oil/filter changes, lubrication, tightening belts and components, engine tune-ups, brake work, tire rotation, hose inspection/replacement, and radiator maintenance.

B. Demand maintenance is performed only when the need arises. Some vehicle parts are replaced only when they actually fail. These include light bulbs, window glass, gauges, wiring, air lines, etc. Other “demand maintenance" items involve vehicle components that are worn based on information from the vehicle condition report. These include tires, engines, transmissions, universal joints, bushings, batteries, etc. Since these situations are identified through periodic vehicle inspections, they can actually be classified within the PM program.
C. Crisis maintenance involves a vehicle breakdown while on the road. While situations of this type may happen regardless of the quality of the PM program, it is an expensive alternative to not having an effective preventive maintenance program at all. Crisis maintenance situations should be minimized through proper PM procedures.
Recordkeeping. This University's vehicle selection, inspection, and maintenance program is only as good as its recordkeeping procedures. Employees will forward all vehicle maintenance records for maintenance performed each quarter as an attachment to the Vehicle Inspection Report form.

ATTACHMENT A
GOLF CART GUIDELINES


1. Policy, This policy only covers liability and not physical damage for all motorized vehicles including golf carts and other 3- and 4-wheeled vehicles that are powered by electric or internal combustion motors. 
 
2. Guidelines
A. Golf carts are restricted to streets and designated walkways on the University campus.  The following areas are off-limits: 
i. Any grass areas (except for gaining access to intramural/athletic fields without sidewalk access)
ii. Any areas off the University campus

iii. Entryways to all University buildings

iv. Inside any University buildings (exception for the scissor lift operated by the Physical Plant and for the purpose of loading and unloading supplies. Golf carts must enter through the garage door in the athletic building.)
3. Parking, Parking is preferred on hard, covered surfaces such as asphalt and concrete.  The following areas are prohibited:

A. Entrances to buildings, stairways, or disability ramps

B. Gas golf carts must be parked at least 10 feet from any building 
4. Authorized Use, The acquisition and use of golf carts are limited to departments with valid business use including transporting personnel, equipment, and/or supplies for University purposes.

5. Safety
A. Operators shall not exceed 15 m.p.h. Operators must reduce speed on walkways and in pedestrian areas.  In crowded areas, such as during class changes, operators must park or proceed at a slow walking pace and always yield to pedestrians.

B. Travel shall be with the flow of traffic and follow the same protocols as a motor vehicle (ie. Stopping at stop signs, etc).
C. Vehicles shall not be operated in a manner that may endanger passengers or other individuals or property.

D. Do not exceed the passenger limit and load capacity designated by the manufacturer.  For the most common type of golf carts that means two passengers in the front seat and two additional passengers if a back seat is installed.

E. Passengers must keep their head, legs, feet, and arms within the cab.  Passengers must stay seated at all times, while the vehicle is in motion.

F. Golf carts must have headlights when operating after dark (tail lights are also recommended). Supervisors shall ensure that vehicles are routinely inspected at least every 6 months, and as needed to repair malfunctioning items.
6. Acquisition and procurement of golf cart-type vehicles must have prior approval from the Provost. 
A. New vehicles must include the following safety features:

i. Rear view mirror

ii. Turn indicator signals

iii. Tail lights

iv. Headlights
v. Horn

B. Used vehicles include (at a minimum) the following safety features:

i. Rear view mirror

ii. Horn

iii. Headlight (if used after dark)

C. New golf carts shall be approved by the Department Manager for safety feature inspection and registration within 5 days of delivery to the responsible department. 
i. Submit a Registration form to the Department Manager to schedule an inspection date.

D. All vehicles will have an identification number assigned by the Department Manager.  This number and the department’s name will be clearly visible on the vehicle.
7. Enforcement
A. Campus Security enforces the appropriate and safe operation and parking of golf carts.  They may issue tickets accordingly.

B. Improperly parked vehicles may be towed or otherwise disabled by Campus Security.

C. Failure to follow this policy may result in disciplinary action, and/or loss of golf cart privileges.
University Driver Authorization
This form is to be completed initially for individuals for whom any of the following apply:

· Driving on University business is required by the official job description

· A University vehicle has been assigned for their use 

· Where a CDL license is required for University work

· Drivers who will be required to drive for a period exceeding 14 (fourteen) consecutive days

· For long distance travel (greater than 50 miles one way)

· Drivers who will transport groups, students, minors, and/or other non-University affiliated persons
	DRIVER

To complete this section

	Name:
	Date of Birth:                 
	Age:



	Drivers’ License #:
	Drivers’ License Expiration Date:

	(
	Attach a copy of driver’s license (probationary, court restricted, international drivers’ license or a drivers’ permit are NOT acceptable)

	(             
	Attach a copy of University drivers’ safety training course completion documentation 

	I certify I am in compliance with all licensing and insurance requirements for the State of ________.  I agree to notify my supervisor, by the next working day, of any changes to my compliance status, any moving violations I may receive, and to IMMEDIATELY notify my supervisor of any accidents.

I have read and understand the information included in the University Fleet Safety Policy.  I understand the university's insurance for its vehicles is effective only when the vehicle is being used for authorized university business purposes by an authorized driver.  I understand the transportation of passengers who are not University employees should first be cleared by my supervisor and the university does not carry insurance for non-employee passengers.  

	Name (printed):  

	Signature:                                                                                                             Date:


University Driver Authorization
	SUPERVISOR

To complete this section



	TRUE
	

	
	1.
	Driver has attached all of the above required documents

	
	2.
	I have obtained and reviewed a copy of the driving record report from the state department of motor vehicles

	
	3.
	Driver has at least three (3) years of driving experience

	
	4.
	If transporting groups, students, minors, and/or other  non-University affiliated persons, driver is age 21 or older    OR This item is Not Applicable

	
	5.
	Driver has met all the requirements of the University Drivers Guidelines found on page 10 & 11 of University Fleet Safety Policy 

	
	9.
	Driver has reviewed and acknowledged the Universities Fleet Safety Program.

	If you are unable to check any of the above boxes, please contact your campus safety coordinator for assistance prior to authorizing University driving responsibilities.  Only individuals who have been properly screened prior to beginning work, (including a pre-hire review of driving record, if applicable), should be allowed to operate a vehicle on University business.  Contact your campus safety coordinator for non-affiliated or student driver requirements.  



	SUPERVISOR’S APPROVAL TO DRIVE

(   YES                            (   NO

	Supervisor Name (printed):

	Supervisor Signature:                                                                                                 Date:

	Comments:




Auto Accident Report Form
Keep In Your Glove Box

	First Steps
	Do Not Say
	While Still At the Scene

	· Remain calm

· Get to a safe place

· Check for injuries

· Administer First Aid

· Call police/EMT
	· It’s all my fault, (even if it is).

· My insurance will pay for everything.

· It’s OK, I have full coverage.
	· Get as much information as possible on this report.

· Take Pictures

· When the police come, cooperate and tell them what you know.



Accident Details

	Day/Date/Time AM/PM
	

	Weather/Road Conditions
	

	Location of Accident
	

	Accident Details
	


	Your Vehicle
	Other Vehicle

	Towing Company Name & Phone
	Towing Company Name & Phone


Damage Descriptions
Other Driver/Vehicle Information

	Owner's Name:
	

	Owner's Address:
	

	Owner's Phone:
	

	Vehicle Make:
	

	Vehicle Model & Year:
	

	Vehicle Color:
	

	License Plate Number
	

	Insurance Company:
	

	Agent Name & Phone:
	

	Other Drivers Name:
	

	Other Drivers Address:
	

	Other Drivers Phone:
	


Passengers/Injuries:

	Your Vehicle
	Other Vehicle

	# Passengers:
	# Passengers:

	
	



Police Information

	Officer Name:
	

	Department:
	

	Phone:
	

	Badge Number:
	

	Other Info:
	



Witness Information

	Name:
	
	Name:
	

	Address:
	
	Address:
	

	Home Phone:
	
	Home Phone:
	

	Work Phone:
	
	Work Phone:
	


Sketch The Accident Scene:
 SHAPE  \* MERGEFORMAT 



