	
Vehicle Safety Policy
Introduction
A basic component of the Gustavus Adolphus College’s risk management program is a vehicle safety policy that establishes the safety guidelines for its authorized drivers when driving for Gustavus business.  The administration of the college’s vehicle policy requires the consistent implementation of strong policies and procedures to ensure that drivers and departments know their responsibilities and carry them out. The following guidelines have been established to help control the operation of Gustavus owned, rented or personal vehicles driven for college business purposes. Gustavus owned vehicles include: all motor pool vehicles, large vans, trucks, minivans and cars. 
I. Driver Qualification
To help ensure only well-qualified drivers, Gustavus will adhere to the following procedures:
A. Driver’s License
1. All Gustavus faculty, staff and students whose duties may require them to operate a Gustavus vehicle will have a valid driver’s license appropriate for the type of vehicle they will be driving.
2. The employee will provide a copy of the driver’s license during the hiring process or it will be obtained at the time the Gustavus owned vehicle is requested.
3. [bookmark: _Hlk101793352]Driver’s license validity will be checked periodically or upon request thereafter. Gustavus will maintain a copy of the license in the employee’s personnel file and Gustavus will maintain these files. Driver qualification criteria can be found at the EHES Risk Management Website under Safety & Health Policies titled Vehicle Driver Qualification. 
B. Assigned Vehicles
Some vehicles may be assigned to departments to complete job duties, such as Facilities, Campus Safety, Athletics, etc. The employees should operate and maintain these vehicles as though they were their own.

Gustavus vehicles may be operated by faculty, staff or students, depending on the need. Control of these vehicles will be maintained through Gustavus Adolphus College.
1. When a department wishes to use a vehicle for a specific purpose, the requestor will complete a Vehicle Use Request form and submit it to Gustavus Adolphus College Motor Pool as soon as possible. If the requesting department plans to provide the driver, the names of all drivers should be provided with the Vehicle Use Request form and the drivers should be verified against the Gustavus Adolphus College’s list of eligible drivers.
2. Vehicles will not be loaned, leased or rented to others.

II. Training
A. Driver Training
In order to understand the responsibilities and techniques for driving safely, all drivers must be able to demonstrate their skills in the operation of their assigned college-owned vehicles. If they are not able to demonstrate their driving skills, they will be trained in the appropriate techniques. For example, if a driver needs to be able to drive a 10-passenger van or a vehicle with an attached trailer, but does not have experience in such a vehicle, he/she must be trained until he/she can demonstrate mastery of that vehicle’s operation. This training will be provided by Gustavus Adolphus College, which may include classroom, individual instruction and audio-visual methods, or online courses, as appropriate.
1. New Gustavus Adolphus College drivers are authorized after successful completion of an online safety program at time of hire or initial authorization and refreshed periodically as required by Gustavus Adolphus College. 
2. Drivers will be responsible for taking new courses as they become available.

III. Pre-Post Trip Safety
A. Trip Forms
1. The driver will complete and sign a Pre-/Post-Trip Vehicle Inspection form indicating that they have inspected the vehicle. The driver will always keep a copy with him/her while operating the vehicle and will complete the post-trip section upon return to campus.
2. Headlights, taillights, wipers and windows must be operational and clean before operating the vehicle.
3. The driver should also verify that a copy of the accident report form and current insurance card are available in the glovebox of vehicle.
4. Upon return from the trip, the driver will return the completed copy of the Pre-/Post-Trip Vehicle Inspection form when turning in the vehicle keys. The driver will complete a brief vehicle inspection using the Pre-/Post-Trip Vehicle Inspection form and document any mechanical problems with the vehicle, service required, new damage, the amount of gas added, the number of miles driven and any service that may have been provided to the vehicle. Gustavus Adolphus College will return the signed copy of the Pre-/Post-Trip Vehicle Inspection form to the driver and retain the original copy along with the Vehicle Use Request form in the vehicle file.
B. Maintenance
In order for Gustavus vehicles to have a long and useful life, they must be maintained regularly. Accordingly, the college has established a Preventive Maintenance Program to include all Gustavus vehicles and equipment and should be performed in compliance with manufacturer specifications.
1. Gustavus Adolphus College will maintain a list of all College vehicles. The list will include the manufacturer’s recommended intervals for preventive maintenance services, as well as the dates/times and types of services that have been performed on the vehicles. 
2. Facilities will review the list to determine which vehicles are due for maintenance services. The College will then designate a person to either perform that service or take the vehicle to the designated service provider.
3. For vehicles assigned to one person or department for their exclusive use, such as Campus Safety or Dining Service, Facilities will notify that person or department when the service is due. That user will then be responsible for having the maintenance services completed and documented with Gustavus.
4. If a vehicle has operational problems while off-campus, the driver will notify Facilities during normal office hours and Campus Safety after hours. If the vehicle cannot be operated safely, the Facilities department will make the necessary arrangements to bring the driver back to campus and have the vehicle transported to a designated service location.
IV. Trip Safety
A. Seat Belts
Seat belts are one of the most important pieces of safety equipment installed on a motor vehicle. It should be noted that the use of seat belts is entirely under the control of the driver. All drivers should follow the procedures listed below as a condition of driving any vehicle for Gustavus business purposes:
1. When going on a trip, including on campus and even a short trip across town, ensure that there is a seat belt for every passenger. If not, limit the number of passengers to the number of seat belts available. 
2. Before shifting from “Park”, the driver must secure his/her seat and shoulder belt and verify that all passengers are appropriately secured by their seat and shoulder belt.
B. Drug and Alcohol Use
No driver authorized by Gustavus should be under the influence of any drug or alcohol while operating a vehicle while on college business. Please see the Gustavus Drug and Alcohol policy.
C. Smoking Prohibited
All campus vehicles must remain smoke-free. Use of tobacco or vape-related products in campus vehicles is prohibited. Please see the Smoking and Tobacco policy. 
D. Cell Phones
Cell phone and other electronic device use in any vehicle used for college business while it is in motion may only be used to make calls through the assistance of Bluetooth or other hands-free options. Headphones that reduce hearing should not be used. For navigation devices, program the destination before starting the vehicle, pull off the road to make changes and rely on the voice directions or the front seat passenger to guide you.
E. Vehicle Accidents/Incidents
In the event a vehicle accident:
· Protect vehicle occupants from hazards and the vehicle from further damage. 
· Call police or Campus Safety if on campus.  Campus Safety may be reached 24 hours a day at: (507) 933-8888.
· Request medical assistance, if required. 
· Be sure to get the name and address of each driver, passenger, and witness, and insurance company and policy number for each vehicle involved.
· Do not assume responsibility for accident.
Only discuss the accident with police officers or Travelers Insurance representatives. The Accident and Incident Form should be in each vehicle in case there is a need to complete it. Please fill it out and send a copy to Risk Management within 24 hours of an incident. 
Primary insurance will follow ownership of the vehicle. Therefore, when an employee is driving a personal vehicle for college business, personal insurance information should be provided in the event of an accident or incident. When renting a vehicle for college business, additional insurance should only be purchased if travelling internationally. Otherwise, the Gustavus insurance policy will be primary when an accident or incident occurs. 
[bookmark: _Hlk14871275]More information regarding Vehicle Safety programs can be found on the Environmental Health, Safety and Risk Management website. 
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