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Purpose
Protecting our employee and student drivers, their passengers, and the general public is of the highest priority to Ohio Christian University. Therefore, the Fleet Safety Program has been established to provide policies and procedures to protect the safety of individuals on business operating University motor vehicles. The primary goals of the Fleet Safety Program are to maintain a high level of safety awareness and foster responsible driving behavior.
The management of the Fleet Safety Program has been assigned to the Fleet Safety Program manager, Emory Clark. He may be contacted at eclark@ohiochristian.edu or 740-477-7707 or 740-490-8183.
General Policies
Clear communication of and strict adherence to this program’s policies and procedures by drivers are essential. No unauthorized use of University vehicles is permitted. Violations of this program may result in disciplinary action up to and including revocation of driving privileges or dismissal.

Because of the liability issues involved, approval must be obtained from the VP of Business and Finance before a non-employee/student is allowed to drive University vehicles. An exception to this is an employee’s spouse who is traveling with the employee using a University vehicle.
Driver Responsibilities
Drivers are required to:


1. Read, understand and follow the requirements contained in this program.


2. Participate in University sponsored driver safety programs


3. Maintain a valid driver’s license and adhere to license restrictions


4. Give permission for the University or its designated representative to

               obtain a “Motor Vehicle Records” report


5. Sign the Fleet Safety Program Acknowledgement Form and Passenger

               Van Operators Acknowledgment Form (if applicable)


6. Present a valid driver’s license when picking up keys to their assigned

               vehicle.

Driver Approval/Motor Vehicle Records
All persons who, because of their responsibilities as an employee or student of Ohio Christian University need to obtain driving privileges must complete an Ohio Christian University Driver Application and sign an Authorization for the Release of Motor Vehicle Records form. Motor Vehicle Records will be requested on all regular drivers on an annual basis.
Criteria for approval and maintenance of driving privileges are:

● All drivers of University owned vehicles operating off of the University campus must

               be a minimum of 21 years of age. Students working on campus may be given on

               campus driving privileges as long as they are a minimum 18 years of age. This must be

                approved by the Fleet Safety Program manager and VP of Human Resources.

● Completion of a release of information for Motor Vehicle Records


● Completion of two required on-line driver training courses

● Not more than two minor violations (2-4 points on MVR) within the

               previous three year period


● No major violations such as reckless driving, driving while intoxicated or

               driving under the influence, etc. within the previous three year period


● No suspension, revocation or restrictions of driving privileges within the

               previous three year period.
Upon approval all approved drivers must sign the Ohio Christian University Fleet Safety Program Acknowledgment Form which will be maintained, along with the driver’s application and MVR’s, in the Fleet Safety Program manager’s office.

If, at any time after approval as a driver, any of the MVR criteria are exceeded the driver’s driving privileges will be subject to review with possible revocation of driving privileges. In addition, the driver may be required to attend Defensive Driving School.
Responsibility For and Reporting of Driving Offenses
Drivers who are cited for any traffic offense or parking violation while driving a University owned vehicle will be personally responsible for all fines and expenses related to the citation.
Drivers who are cited for any offense whether in a University owned vehicle or their private vehicle must notify the Fleet Safety Program manager within 24 hours of the offense. 
In the event a driving offense occurs, in a University owned or private vehicle, driving privileges will be subject to review with possible revocation of driving privileges. In addition, the driver may be required to attend Defensive Driving School.
Assigned Vehicles
In order to meet the needs of departments that require frequent traveling the University may assign a pool of vehicles specifically to those departments. Assigned vehicles are to be used for University business travel only and not for personal use. These vehicles may, from time to time, be requested for use by other departments with the approval of the head of the department to which they are regularly assigned.

Transportation Request
The University attempts to provide enough vehicles to meet the diverse needs of the University community. General requests for transportation are to be made with the Fleet Safety Program manager. The Transportation Request Form is available on the University website under Staff Resources. University vehicles may not be requested for personal use.

Use of University Vehicles Outside of the United States
University vehicles are not to be taken outside of the 48 contiguous states without written permission from the Vice President for Business and Finance.
Van Usage
A Van Driver Competency Course has been developed for all persons needing to be approved as drivers of University owned vans. In order to be considered for approval as a van driver the individual must first meet all requirements listed above for driver approval. In addition, the following criteria must be met:

● Completion of two required van specific on-line training courses


● Demonstration of efficiency in handling and operating a passenger van

Trailers
In addition to the requirements listed above, any driver needing to tow a trailer behind a University owned vehicle must also complete an on-line training course and practical exam related to towing trailers.
Accident Reporting
In the case of an accident involving a University vehicle the driver of the vehicle at the time of the accident must immediately notify local or state highway police to report the accident at the scene. Drivers are required to notify their immediate supervisor or the Fleet Safety Program manager of any accident as soon as such notification is practical. 
Auto Accident Report Forms are maintained in the driver’s log or glove box of each vehicle. This form is to be used by the driver to record accident facts as soon after the accident as is reasonable. The completed Auto Accident Form is to be given to the driver’s immediate supervisor or Fleet Safety Program manager within 24 hours of return to campus unless extenuating circumstances exist that make this time frame unfeasible. The Fleet Safety Program manager will provide a copy of the report to the Office of Business and Financial Affairs for insurance purpose.
Internal Accident Investigation
Upon notification of an accident involving a University owned vehicle the Fleet Safety Program manager will conduct a thorough accident investigation. Upon completion of the investigation the Fleet Safety Program manager will make recommendations for corrective measures and/or disciplinary action or may note that no corrective measures or disciplinary action is warranted.

Driver Safety Policies
1) Cell Phones Use: Cell phones are not to be used, for any purposes, while

     driving a University owned vehicle. The only exception would be a phone that

     can be voice activated, voice dialed and used in a “hands-free” mode (i.e.

     Bluetooth, etc).  If use of a cell phone becomes necessary the driver must stop

     the vehicle in a safe place before using the phone.

2) Safety Belts: The driver and all occupants are required to wear safety belts,

     when available, whenever operating or riding in a University vehicle. Children

     under four years of age or 40 pounds in weight are required to be secured in a

     US Department of Transportation approved child safety seat. Rear facing child

     safety seats are not to be secured in the front seat of any University owned

     vehicle.

3) Local, State, and Federal Traffic Laws: All drivers are required to abide by

     all local, state, and federal motor vehicle regulations.
4) Ensure Total Visibility: A driver may not operate a University vehicle at any

     time when their visibility is impaired due to frost or ice on the windows,

     windshields, or mirrors. Drivers are not to operate any University vehicle with

     decorative art or wording drawn or written on the windshields or windows of

     the vehicle.

5) University Driving and Parking Regulations: University drivers are to set the

     example by following all on-campus driving and parking regulations while

     driving either University owned or private vehicles.
Vehicle Service Program
A vehicle log should be maintained in each University owned vehicle to assist in keeping track of mileage and maintenance checks. Each University van and the University bus has a driver’s log with pre-trip and post-trip inspection requirements listed. These are to be completed each day before the vehicle is driven.

If at any time during the operation of a University owned vehicle the driver feels that the vehicle has become unsafe to drive they should notify their immediate supervisor or the Fleet Safety Program manager immediately.

All University vehicles are scheduled for maintenance every 4,000 miles or 4 months whichever comes first. Vehicles approaching the next scheduled service should be made known to either the head of the department to which the vehicle is assigned or the to the Fleet Safety Program manager. 
The Fleet Safety Program manager will schedule the maintenance with the appropriate contracted maintenance service provider for that vehicle. When the appointment has been scheduled the Fleet Safety Program manager will notify the department head to whom the vehicle is assigned and arrangements will be made for getting the vehicle to the shop for maintenance.
Approval for Policy Variance
Requests for approval of any variance from stated policies must be submitted by a Vice President or department head, in writing, to the Fleet Safety Program manager. The Fleet Safety Program manager will consult with the VP of Business and Finance and communicate the decision, in writing with explanation, to the person making the request for variance.
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