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Driver Authorization Policy

Scope:  This policy applies to all employees.
Definition:

“College vehicle” is any motor vehicle owned, leased or rented by the college.
Policy:
The College of Southern Maryland is committed to a continuing program of driver safety.  This driver authorization policy is intended to continue or improve the college’s driver safety record, to increase safety awareness among drivers of college vehicles, to develop accountability for safe driving, and to reduce the college’s exposure to liability and financial losses.  
Any employee whose position requires that the incumbent drive a college vehicle, drive a vehicle on college business or maintain insurability under the college’s automobile insurance coverage shall be terminated if they do not possess a current, valid, full U.S. driver’s license or if the college’s insurance carrier will not maintain the college’s automobile insurance in full force and effect due to the employee’s driving records or history.
Driver Requirements
In order to receive authorization to operate a college vehicle or to drive any vehicle on college business, a person must:

· Be a current employee of the College of Southern Maryland.  
· Be over the age of 17.

· Possess a current, valid, full U.S. driver’s license.  Persons with “probationary”, “court-restricted,” “junior,” “graduated,” or international licenses are ineligible to drive college vehicles.
· The college reserves the right to deny or suspend an employee’s privilege to operate a college vehicle at any time due to insurability concerns.
Persons authorized to drive college vehicles must:
· Attend defensive driver training given through the Environmental Health and Safety Coordinator at least once every three years.  Drivers already authorized to 
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drive a college vehicle at the effective date of this policy must attend the initial training within one year from the policy’s effective date.  Drivers added to the list of authorized drivers after the effective date of this policy must obtain their initial training within six months of their addition to the list.   Any driver who has an at-fault accident in a College owned vehicle will be required to repeat the training before continuing to drive College vehicles.
· Report any change in license status (e.g., convictions, tickets, if your license has

been suspended or revoked) to your supervisor and the Environmental Health and    Safety Coordinator as soon as practical but no later than 14 days from the date of the change.  
· Use college vehicles only in the performance of authorized college business.
All persons who drive any vehicle on college business:
· Are solely responsible for the payment of all driver related traffic violations and citations.
· Obey all driver, insurance and vehicle laws in the jurisdiction in which they are driving.
Driver Safety
It is important that all College of Southern Maryland drivers have a knowledge of safe practices, be alert at all times behind the wheel, use foresight and judgment to prevent accidents, and have the skill to react in emergency situations. These are the elements that contribute to defensive driving.

The following requirements must be undertaken by all persons driving any vehicle on college business:

· Seat belts must be used by drivers and all passengers, when provided in a

      motor vehicle.  
· Obey all traffic laws and safety rules.
· Report any mechanical difficulty encountered in the daily routine to the person responsible for the maintenance of that particular vehicle.
· Assume a safety conscious attitude, for your own safety and the safety of others. 
· Observe common courtesy toward all other drivers and pedestrians.

· No smoking is permitted in college vehicles.

· For long distance trips, if there is more than one qualified driver, such drivers shall rotate at least every 3 hours. No driver may drive more than 8 hours during a 
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24 hour period. If there are not enough drivers to rotate, an overnight stay en-route must be taken.
· College vehicles are not to be driven more than 700 miles round trip from the vehicle home campus with the exception of the college bus. There are no mileage limits on the college bus. However, bus drivers must strictly adhere to laws and regulations governing commercial driving licenses (CDL). These regulations currently stipulate that drivers can not drive for more than 10 hours following 8 consecutive hours off duty; or drive for any period after having been on duty 15 hours following 8 consecutive hours off duty.

· Driving during significant adverse weather conditions, such as hurricanes, tropical storms, tropical depressions or winter weather events, is prohibited except for personnel required to respond to such weather conditions.
· Driving between the hours of Midnight and 5 AM to transport students is prohibited except if approved in writing in advance by the division head. 
· Alcoholic beverages are not allowed in any college vehicle.
Procedure:

College personnel who are required or desire to drive a college vehicle shall submit a completed Driver Authorization Application to the Environmental Health and Safety Coordinator.
Accident or Incident:
If you are involved in an accident or incident, follow the procedures listed on the insurance identification card found in the glove box.  All accidents must be reported immediately to the local authorities where the accident occurred, and to the Environmental Health and Safety Coordinator. The Environmental Health and Safety Coordinator will report the accident to the Director of Public Safety.
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