Section 12 SEQ chapter \h  \* MERGEFORMAT 
Vehicle Safety

Introduction

Vehicles are used for many functions on a campus, from the day-to-day activities of the Physical Plant Department in maintaining the campus to the transportation of athletic teams to sporting events and a multiple of uses in between. Vehicle accidents can and do result from a number of causes, with most resulting from improper or unsafe actions by the vehicle operator, such as unsafe turning, unsafe backing, unsafe passing or following or disregard of traffic signs.

The consortium’s experience on vehicle related losses can be viewed in the Risk Management section of EIIA’s website (www.eiia.org). 

Policy

An individual should be assigned the responsibility for the overall administration of the campus vehicle safety effort. This individual should be given the authority to organize a Vehicle Safety Advisory Committee to oversee and implement best practices aimed at reducing vehicle incidents resulting from institution-related vehicle operations. 

These best practices should include the following: training all drivers that drive on institution business or operate institution vehicles; maintaining a list of approved drivers for the institution; and developing and enforcing the institution’s vehicle safety policies.

Vehicle Program Organization and Leadership

Membership for the Vehicle Safety Advisory Committee should be comprised of representatives from departments with significant vehicle usage, such as Athletics, Admissions, Administration, Development and Physical Plant. Committee members should be rotating with one-fourth to one-third of the members rotating in and out of the committee each year. The activities of the Advisory Committee should be reported to the Campus Risk Management/Safety Steering Committee.

The forms included in the Appendices to this Section can assist the Advisory Committee in such areas as seat belt use, driver selection and training, vehicle control and maintenance, driver history and motor vehicle record (MVR) checks, vehicle inspections and cellular phone use.

Training

Training is an important component of any institution’s Vehicle Safety Program, especially when the drivers are transporting students on institution-sponsored trips or to athletic events. It is also important that drivers are trained and licensed to operate the vehicle they are using. Defensive driver training should be provided to all drivers of institution vehicles before allowing drivers to drive either institution owned vehicles or drive on institution business. A best practice is that all drivers receive refresher training on an annual basis.

Here are some questions that the institution may want to ask in evaluating its program:

Are the drivers of your student transport cars and vans up to date in their understanding and use of critical defensive driving skills and techniques?

If drivers operate vans, have they been trained specifically to drive a vehicle that is larger, heavier and has more blind spots than a passenger car? 

Driver training can be accomplished in many ways on campus, from training provided by qualified in-house personnel or by outside agencies, such as the local police department. Another option is to utilize the web-based AlertDriving.com driver training program provided by EIIA for all Consortium members. We encourage you to mandate that all campus drivers complete at least the following program:

AlertDriving.com  Van Driver Training Program – Van Safety 1 and Van Safety 2

The AlertDriving Van Driver Training Program is applicable to all drivers, not only to van drivers.  The program offers participants intensive defensive driver training that is challenging, substantive and most importantly builds skills that improve driver performance while reducing an institution’s overall fleet accidents.  The van program covers defensive driving techniques, such as:

Defensive backing and parking

Dealing with blind spots

Cornering

Curbing and distractions

Ways to help prevent roll-overs

The Van Driver Training Program consists of two modules – Van Safety 1 and Van Safety 2.  Each module has a 4-step design that includes an interactive slide show, statistical summary, an Internet video and a comprehensive quiz. The modules deliver needed skills in 20-minute high interaction sessions. Trainees receive an electronic certificate of completion.  Trainees can complete the program from any Internet enabled computer anywhere, anytime. Minimum system requirements include Internet access and a computer.

The program offers participants intensive defensive driver training that is challenging, substantive and most importantly builds skills that improve driver performance while reducing an institution’s overall fleet accidents.

The driver training program is intended for faculty, administrators, staff and students who work or volunteer for the institution and would have occasion(s) to drive for the college’s or university’s business. Each institution should assign at least one (1) administrator to manage its driver training program. To register an administrator(s) for AlertDriving.com  and have access to the driver training program, please call 1.800.537.8410, ext. 219. There is no additional charge to Consortium members for this service. The cost of the training services is included in the auto liability insurance program fees.

Vehicle Safety Policies and Procedures

It is suggested that each institution have policies and procedures in place to manage the Vehicle Safety Program on campus. The implementation of these polices/procedures will assist the institution in lowering the frequency of vehicle incidents and prevent injuries to members of the campus community.

A brief description of the areas covered in these policies is provided below with sample policies provided in the subsequent appendices:

Seat Belt Usage

Seat belts are one of the most important pieces of safety equipment installed on a motor vehicle. Each institution should implement a policy stating that seat belt usage is required at all times when traveling in institution vehicles (drivers and passengers). See Appendix 12A for additional information.

Driver Selection

To help select only well-qualified operators, the institution should implement a driver selection process that:

Permits only drivers with a good driving record to operate institution vehicles;

Permits only drivers with valid operator’s licenses;

Evaluates the driver’s ability to operate a specific vehicle; and

Certifies that each specific driver has been approved for driving on institutional business. See Appendices 12-B, 12-C, 12-D and 12-E for additional information.

Driver Evaluation and Training

In order to understand the responsibilities and techniques for driving safely, all drivers must be able to demonstrate their skills in operating their assigned vehicles. If drivers are not able to demonstrate the necessary driving skills, they will be trained in the appropriate techniques. See Appendices 12-B (Sample Fleet Administration Policy) and 12-E (Sample Driving History Motor Vehicle Records Point Valuation Guideline) for additional information.

Vehicle Control and Operations

Some vehicles may be assigned to individuals as part of their job duties, such as the Director of Physical Plant, the Security Director, or the President. These employees should operate and maintain these vehicles as though they were their own. Also, various employees or students, depending on the institution’s need may operate institution vehicles, including pool vehicles. Control of these vehicles will be maintained through Campus Security, the Business Office, or another designated department.

Each institution should have a specific policy regarding the use of institution-owned vehicles by family members of the employee assigned vehicles. If family member use is permitted by the institution, all drivers must meet the institution’s driver selection criteria. EIIA discourages children/relatives from driving institution-owned vehicles.

In addition, each institution should implement a policy regarding vehicle operations that covers some key items that will help prevent driver distractions and minimize inattention to the driving task – an underlying cause of many vehicle accidents. The vehicle operations policy should specify a time at which all vehicles must return to campus. If a return trip cannot be completed by the time specified, hotel accommodations should be arranged. In this case, fatigue is a significant distracting influence (especially at night) to the driving task. For example, a van may be returning from an intense activity at night and all passengers are sleeping. The driver may also be fatigued and there is a possibility that he/she will nod off. In scenarios like this, at least one other approved driver should be available to drive. These two drivers should rotate the driving task, changing every few hours. As appropriate, these two drivers should be allowed to rest prior to starting the return trip.

The policy should also indicate that loose items be secured in the vehicle before driving. Loose items on the dashboard/rear deck, on a seat, or on the floor need to be secured so they don’t become hazardous to the occupants/driver or a distraction to the driver. Further, the policy should state that the driver request a minimum of loud discussion or music inside the vehicle, especially at times when traffic, weather or road conditions demand his/her greatest attention to the driving task.

Entering or Exiting Vehicles Safely

If you park during daylight hours, think about how the location will look if you need to return when it is dark. Look for well-lit areas when you park your car. Do not park next to areas that could conceal a potential criminal, such as shrubbery, buildings, and dumpsters, etc.

Before exiting your car, first look around to see if there are any threats to your safety.

Always have keys to your destination in hand (car, office, home, etc.) so you do not waste precious time fumbling for them. Seconds can make a difference to your personal safety.

As you approach your car, check for potential threats to your safety. Look alongside, around and beneath your car and check the interior of your car before you get in – someone may be hiding from you.

If you observe someone in your car, do not approach. Instead, leave as quickly as you can and call the police.

Always check to make sure you do not have a flat tire or other visible damage to your car that will render it disabled.

If you must give flight, drop any packages or other items you may be carrying. If necessary, you can always come back when it is safe to retrieve them. It is better to give up personal property than to sustain serious injury or death.

Pre/Post Trip Vehicle Inspections (Owned, Leased or Rental)

It is important to ensure that vehicles are maintained in good operating condition. To help achieve compliance, a policy should be implemented to have pre- and post-trip inspections performed on all institution vehicles. Inspection checklists should be used and reviewed. The inspections should identify any needed repairs and corrective action taken. With regard to brakes, unless inspected by a certified mechanic, brakes should not be an item marked as inspected. In the case of rented or leased vehicles, the institution’s employee should have any body damage noted on the rental or lease contract. Refer to Appendix 12-G for sample “Vehicle Pre/Post-Trip Inspection Form”.

Carjacking and Car Theft Prevention

If someone bumps into your car, look around before you get out. If you have a car phone or cell phone, call 911 and notify the police; give them a description of the vehicle that bumped you. Stay in your car if possible and keep the doors locked and windows rolled up. Make sure there are other cars around, check out the car that rear-ended you and who is in it. If the situation makes you uneasy, note the license plate number and description of the car, and ask the driver to follow you. Go to the nearest police station or to a busy well-lit area. If you do get out of your car, take your keys (and purse and wallet) with you and stay alert.  If you sense something is wrong, leave or alert other drivers.

Know the area you travel; know alternate routes; note where you frequently stop and wait; know what traffic lane offers you greatest flexibility to react. Know where ‘safe havens’ are located. 

Have some plans for reacting to a carjacking – how could you safely get away, how would you react?

At traffic lights and stop signs, be aware of who is around you, particularly to the sides and the rear of your vehicle. Watch for people approaching your vehicle.

When you are stopped at ATMs, malls or other places, be aware of who is around you and be aware of the possibility of being blocked in by another vehicle.

Park in well-lit areas and avoid remote locations, especially in shopping malls.

Before you even enter your car, be alert to any activity near your car. In malls and large parking lots, where potential thieves could be hiding behind nearby cars, pay attention to your surroundings. Look in and around your car. Have your keys in hand before you arrive at your vehicle to avoid fumbling and creating an opportunity for someone to overtake you. 

When you get in your car, immediately lock the doors and be sure the windows are up.

Keep your windows and doors locked when you drive.

When you stop at a traffic signal or stop sign, leave some space between you and the vehicle in front of you so you have some room to leave quickly, if you need it.  Even if you need to go through a red light (after checking for approaching traffic), do so – if you alert a nearby police officer, all the better.

Be suspicious of strangers asking for directions, change, or handing out flyers. If you feel uncomfortable, pull out carefully and leave the area, even if it means running a red light or stop sign.

If your car becomes disabled, pull to the side of the road and wait for police to arrive, or, if possible, drive slowly to a secure location or a police station. If someone offers to help, ask them to call the police. If you have a car phone, call the police as soon as you run into trouble.

If you suspect you are being followed, never drive home. Change directions, go to a safe area – ideally a police station – or call the police.

Before you exit your vehicle, look around you before turning off the ignition and unlocking the doors. Lock your car when you leave it.

Be especially wary during late night hours; national statistics show most carjackings take place between 10 pm and 2 am.

If you must leave a key with a parking attendant, leave only your vehicle’s ignition key.

Install and use anti-theft devices, whether an alarm or a protective device like a club or a collar. Be sure to activate the device every time you leave your vehicle.

Park only in well-lighted areas near other vehicles.

Keep valuables out of sight, preferably locked away in the trunk.

Don’t hide a spare key in a magnetic key box; thieves know all the hiding places.

At home, if possible, put your car away in a locked garage, or at least parked in the driveway.

If you have two cars and one of them is easy to break into, then park it in the driveway so it’s blocked by the other car. When you park your car, turn the front wheels to the left or right and put the emergency brake on. This locks the wheels, making it difficult for a thief to steal the car. 

What if it Happens to Me?

Don’t argue. Give up your car, especially if you are threatened with a gun or other weapon. Your life is worth far more than the car. Remember that your car is not bullet proof; if you feel it is safe to accelerate to get away, then do so, but keep your safety in mind.

Get away from the area as quickly as possible.

If you can safely do so, sound your horn repeatedly. If you have an alarm, press the duress button. This may discourage your attacker.

Try to get a good description of the carjacker. Note sex, race, age, weight, height, hair and eye color, distinguishing features, and clothing.

Report the crime as soon as possible to police.

Accident Reporting and Investigation

Accidents can seriously impact the lives of those involved, both as drivers and as passengers. To minimize the long-term effects of those accidents and to ensure that they do not happen again, an institution policy should be implemented to address the requirements for reporting and investigating the accidents. See Appendix 12-B for additional information and Appendix 3-B for the “Vehicle Accident Investigation and Report Form”.

Cellular Phone Usage and Policy

Each institution should implement a policy regarding cell phone usage while operating institution vehicles. Cell phone usage should be in compliance with this policy. See Appendix 12-I for additional information on a cellular phone usage and sample policy.

Trailer and Towing Safety

Operating a vehicle that is towing a trailer presents a unique set of issues for a driver. Only authorized and experienced drivers should be permitted to operate vehicles towing trailers. 

Information on Trailer Safety is provided in Appendix 12-L.

Transportation of K through 12 students 

Periodically, institutions may have a need to transport grammar school and high school students in institution owned vehicles. Appendix 12-M provides information on these activities.

Insurance Coverage for Rental Vehicles in Foreign Countries

Institution representatives renting vehicles for institution business, in countries other and the United States, its possessions and Canada should purchase the following auto insurance coverages in the country where the vehicle is being rented:

Liability

Collision damage

Comprehensive damage

Insurance Coverage for Third Parties

Third party vendors/employees/volunteers working on or using campus facilities should provide an original certificate of insurance issued to the institution as evidence of having $2 million combined single limit of owned and non-owned commercial auto insurance in force.

Appendix 12-A

Seat Belt Usage

Seat belts are one of the most important pieces of safety equipment installed on a motor vehicle. Thus, it should be noted that the use of seat belts is entirely under the control of the driver. All assigned vehicle drivers should follow the procedures listed below as a condition of assignment as a vehicle driver for (name of institution):
A. Upon first assignment to the vehicle, inspect it to ensure that there are enough seat belts for the intended number of passengers and that the seat belts are in good condition.

B. When going on a trip (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. 

C. If you will be transporting children, ensure that there are an adequate number of approved car seats for the ages and weights of the children to be transported. The car seats should be tightly connected to the passenger’s seats through the use of the seat belts. Follow manufacturer’s directions for car seat installation and check with local/state laws to ensure proper compliance.

D. Before moving out of the “Park” position, the driver must ensure that all passengers are appropriately secured by seat belts and shoulder harnesses. 

E. It goes without saying that the driver should never drive the vehicle until his/her seat belt and shoulder harness are secured.

Appendix 12-B

Sample Fleet Administration Policy

Introduction

Because of the mobility of vehicles in a fleet, control of a fleet is often difficult. Administration of a vehicle fleet 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 us control the operation of our institution’s owned, leased or rented vehicles.

Driver Selection

To help select only well-qualified drivers, we will adhere to the following procedures:

A. All employees (including faculty and administration) whose duties may require them to operate an institution vehicle will have a current driver’s license, appropriate for the type of vehicle they will be driving. The employee will provide a copy of the driver’s license during the hiring process and annually or upon request thereafter. The institution will maintain a copy of the license in the employee’s personnel file. The Human Resources Department will maintain these files. 

B. We will allow only drivers with a good driving record to operate institution vehicles. A “good” driving record is defined as having 25% or less of the point level at which the driver’s license would be suspended under current state motor vehicle codes. For example, if 12 points would require suspension, then only drivers with 3 or fewer points are allowed to operate institution owned, leased or rented vehicles. See other related Appendices at the end of this section. 

Note: On a case-by-case basis, this rule may be temporarily over-ridden by specific authorization of the President of the Institution or his or her designee. Such authorization must be in writing and will be maintained in the driver’s personnel file.  EIIA recommends that this specific authorization be given only after the driver has attended an approved vendor’s driver training course, such as the National Safety Council’s Defensive Driver Training Program.

C. To allow us to evaluate the driver’s ability to operate a specific vehicle, every prospective driver will complete a road test using the type of vehicle that he/she would be driving as part of his/her job duties. 

D. All department heads will certify the necessity of having each specific driver available to drive for their department. This certification will be completed in writing annually and will be maintained in the driver’s personnel file.

E. It is important for all drivers to recognize their responsibilities for operating an institution vehicle in a safe and sober manner. We require each driver to sign a commitment statement in which he/she pledges to comply with all applicable federal, state and local regulations (including institution polices) when operating an institution vehicle. 

F. Any student whose duties may require him/her to operate an institution vehicle will meet the same criteria as an employee driver. Specifically, the student will:

1. Possess a current driver’s license appropriate to the class of vehicle to be operated.

2. Have 25% or less of the points needed for license suspension in the state in which the vehicles are to be operated

3. Satisfactorily complete a road test in the type of vehicle the student will be driving. 

4. Sign the safe-driving commitment at least annually.

5. Maintain at least a 2.5/4.0 GPA during the time when the student may be driving an institution vehicle. We will monitor the academic records of all students who may be assigned to drive an institution vehicle and any student driver with a GPA below 2.5 will be ineligible to drive until the student is able to maintain the required GPA.

Driver Evaluation and Training

A. 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 vehicles. If they are not able to demonstrate their driving skills, they will be trained in the appropriate techniques. For example, if a student team manager needs to be able to drive the team in a 15-passenger van, but has no 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 Campus Security or the Education Department if Driver Education training is provided.

B. Training may include classroom, individual instruction and audio-visual methods (AlertDriving courses), as appropriate. The need for training may be determined through the use of the road test. In addition, the training will include an in-vehicle (behind the wheel) evaluation by the instructor. 

C. The driver instructor will be licensed by the state as a driver education instructor or Department of Motor Vehicles license examiner. 

D. All department heads will ensure that the employees who operate institution vehicles receive at least two hours of safe driving instruction each school year. If the training is not completed by July 31, that employee will be ineligible to drive any institution vehicle until the instruction has been given. This training will be coordinated through Campus Security or the Education Department if Driver Education training is provided.

E. All student drivers should receive safe driving instruction during each school year during which they are eligible to drive an institution vehicle. The training should be completed prior to their first use of the vehicle in the school year. 

F. All employees and students will document their training by signing the attendance sheets at the training sessions.

G. All employees and student drivers will complete and sign a “Driving History” form. (See Appendix 12-D)

Vehicle Control and Operations

A. Some vehicles may be assigned to individuals as part of their job duties, such as the head of Buildings and Grounds, the Security Director or the President. These employees should operate and maintain these vehicles as though they were their own. 

B. Other vehicles, including pool vehicles, may be operated by various employees or students, depending on the need. Control of these vehicles will be maintained through Campus Security.

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 Campus Security 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 institutional list of eligible drivers. 

Vehicles will not be loaned, leased or rented to others without institution approved driver, including but not limited to employees for personal use and camps or conferences at remote campus facilities.

C. Campus Security will notify the department of the approval and provide a time for the driver to pick up the keys. 

D. When the driver arrives to pick up the keys, the Campus Security officer on duty will make a brief evaluation of the driver’s condition. If the driver appears fatigued, ill or under the influence of alcohol or drugs, he/she will be denied use of the vehicle. This is at the officer’s discretion, based upon observable conditions and behaviors. The Security Officer will also verify that the driver has his/her valid driver’s license in his/her possession.

E. The driver and Campus Security officer will make a brief inspection of the vehicle to ensure that it is in good operating condition and that all emergency equipment (including the vehicle’s assigned cell phone) is with the vehicle and functional. The driver and officer will each complete and sign the 3-part dispatch slip indicating that they have inspected the vehicle. Campus Security will retain the second copy of the 3-part form. The driver will keep the first and third copies with him/her at all times while operating the vehicle. 

F. The driver and security officer should also verify that a copy of the current insurance card is available in the vehicle to show evidence of vehicle insurance. (Refer to Appendix 12-H, “Sample Insurance Card.”)

G. Upon return from the trip, the driver will return the original copy of the dispatch slip to Campus Security when turning in the vehicle keys. He/she will document any mechanical problems with the vehicle, the amount of gas added, the number of miles driven and any service that may have been provided to the vehicle. Campus Security and the driver will again complete a brief vehicle inspection using the Pre-/Post-Trip Vehicle Inspection form card and note any new vehicle damage. Campus Security will return the signed second copy of the dispatch slip to the driver and retain the original copy along with the inspection form in the vehicle file. 

H. To reduce the possibility of fatigue-related accidents on extended trips, when the one-way distance to the destination will take four hours or more, at least two eligible drivers will be assigned to drive the vehicle. The drivers and “shot-gun passengers” will rotate as a driving team every two hours.

I. Drivers are not to operate institution-owned, leased or rented vehicles or personal vehicles for institution business between the hours of 2:00 a.m. and 5:00 a.m.

J. Any loose items must be secured in the vehicle before driving.  Loose items on dashboards/rear decks, on seats or on the floor must be secured or put in the trunk to avoid becoming a potential hazard to the occupants or the driver.

K. Drivers should have a minimum of loud discussion or music inside vehicles, especially at times when traffic, weather or road conditions demand the greatest attention to driving.

Vehicle Maintenance

In order for the institution’s vehicles to have a long and useful life, they must be maintained regularly. Accordingly, we have established a Preventive Maintenance Program to include all institution’s vehicles and equipment.

A. The Fleet Administrator will establish a list of all institution 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. 

B. At least once a week, the Fleet Administrator will review the list to determine which vehicles are due for maintenance services. He/she will then designate a person to either perform that service or take the vehicle to the designated service provider.

C. For vehicles assigned to one person or department for their exclusive use (such as the President or Security Office), the Fleet Administrator 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 the Fleet Administrator’s office. 

D. If a vehicle has operational problems while off-campus, the driver will notify the Fleet Administrator during normal office hours and Campus Security after hours. If the vehicle cannot be operated safely, the Fleet Administrator or Campus Security will make the necessary arrangements to bring the driver back to campus and have the vehicle transported to a designated service location.

Accident Reporting and Investigation

Vehicle accidents can seriously impact the lives of those involved, both as drivers and as passengers. To minimize the long-term effects of those accidents and to ensure that they do not happen again, the following policies and procedures are in effect.

Vehicle Accident Reporting Procedures

A. If an institutional vehicle is involved in a collision with another vehicle, object or person or a one-car accident (such as rolling over and going into a ditch), the driver will notify the Fleet Administrator (or Campus Security after normal office hours) immediately. Using the cell phone provided with the vehicle, a call to the police and emergency medical personnel should be made if there are any suspected injuries to driver or passengers. 

B. Provide the following information to the Fleet Administrator:

1. Driver’s name and the vehicle involved

2. Location of the accident

3. Describe any injuries to driver, passenger(s) or occupant(s) of other vehicles

4. Indicate whether the police and/or ambulance been notified and

5. Indicate the medical facility where injured people have been taken

Await further instructions from the Fleet Administrator/Campus Security.

C. After calling the Fleet Administrator, retrieve the current insurance card from the glove box. This card shows evidence of insurance to police authorities and also provides the driver with basic information on the insurance company, their claim reporting phone number and the policy number.

D. The driver should begin to fill out the accident report form located in the vehicle’s glove box. Be particularly careful to discuss the accident only with the police or the Fleet Administrator. Despite the fact that the driver may feel that he/she was the cause of the accident, do not make any admissions of liability or assume any blame. There may be factors that the driver is unaware of at the time that could mitigate any responsibility. 

E. Exchange basic information with the driver of each vehicle involved. Only the following information should be provided:

1. Name, address and telephone number of the driver and any passengers 

2. Type of vehicle and license plate number

3. Insurance company name and policy number 

Obtain the same information from driver(s) of the other vehicle(s) 

F. The Fleet Administrator will notify the Business Office and coordinate the accident investigation. (Refer to Appendix 3-B for a sample Vehicle Accident Investigation Report form). He/she will gather reports from police investigators and will begin the investigation as soon as reasonably possible. This will generally be within 24 hours of the accident. Depending on the distance from campus, time of day/night and the extent of injuries, the Fleet Administrator (or designee) should travel to the accident site to begin the investigation

All accidents should be reported to the Business Office within 24 hours of the incident.  The Business Office will report the accident to the institution’s insurance company. (Refer to Appendix 12-E for Sample Insurance Automobile Loss Notice).  Failure to report the accident to the Business Office within 24 hours will result in a charge back to the department using the vehicle for any insurance policy deductibles.
G. When the institution’s investigator arrives at the accident scene, he or she will speak with the driver and other witnesses separately. It is best to keep these people separated from each other and the general public until the investigator has had a chance to speak with them individually. This separation will minimize the “blending” of stories and help to ensure that each person’s unique viewpoint is heard. 

H. The investigator will stress to each witness and the driver that the purpose of the investigation is not to find fault or blame. The purpose is to determine what controls were ineffectively implemented, so that they can be properly put into place to prevent a recurrence.

I. The investigator will use National Safety Council guidelines to determine whether the accident was preventable by the assigned driver. “Preventable” means that the driver failed to do everything he/she reasonably could have done to prevent the accident.

Vehicular Accident Investigation Procedures

Vehicular accidents are often difficult to investigate because they may occur a distance away from the campus. It takes some time to travel to the scene, by which time the injured parties may have been taken to the hospital and the damaged vehicle(s) towed away to the shop for repairs. Nevertheless, for the same reasons as listed for personnel injuries, it is important that we investigate such accidents. 

The institution has to rely greatly on the statements of those who were involved in the accident. It is important that all drivers of the institution’s vehicles be trained in proper procedures to take in the event of a vehicle accident. This includes reporting accidents in a manner that allows a determination as to how to prevent future accidents while still providing legal protection against unnecessary lawsuits. 

Investigation Techniques

a. First, determine the extent of injuries and where the people and damaged vehicle(s) have been taken. “Freeze” the site if possible.

b. If medical information is available, ensure that proper notification has been made to next of kin as appropriate.

c. Obtain a police report if possible. This will provide some background information on conditions (road, weather, traffic, etc.) at the time of the accident.

d. Interview all witnesses and the driver separately. Put them at ease. Again, the purpose of the investigation is to gather facts, not place blame. 

e. Using interview information, examine the site of the accident. Take pictures from the driver’s point of view, if possible, to aid in determining possible cause(s). 

f. Ask for suggestions as to preventive measures and form your conclusions. Then complete the report. The information should be entered in the same manner as for other accidents.

g. Complete the automobile section as applicable. Enter the vehicle information and indicate the status of the driver (student/faculty/staff/other) and any training the driver may have received. List the names of all passengers in the vehicle.

h. Describe the road, weather and traffic conditions at the time of the accident. Was the driver skilled at driving under those conditions?

i. List the names of all other people involved in the accident. These may be passengers in the other vehicle(s), bystanders or pedestrians. It is important to list all names, in order to minimize the possibility of fraud later. 

j. Describe the damage to the other vehicle(s) as you can best determine it. By accurately reporting such damage, you may be protecting the institution against a potentially fraudulent claim of inflated damage to the other vehicle(s). 

k. In all cases, try to complete the Vehicle Accident Investigation Report within 24 hours of the accident. 

l. The Business Office will report the accident to the insurance company within 24 hours of the accident, even if all of the accident information is not yet available. It is suggested that a copy of the completed accident investigation form be forwarded to the insurance company.

Summary

A vehicle fleet presents many exposures for injuries and property damage. It is important for the Fleet Administrator to critically examine these types of exposures and take effective steps to minimize them. Choosing qualified drivers, training and supervising them is the primary area where the Fleet Administration Program can be successful. Failure to act effectively can lead to death, injury and potentially very expensive lawsuits. 

Appendix 12-C

Sample Insurance Automobile Loss Notice
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Appendix 12-D

Sample Driving History Form

Institution Name:


Employee/Student Name:


Any faculty, staff member or student who may drive an institution-owned or leased vehicle or their personal vehicle on institution business should answer the following questions. 


Yes
No

1. Do you have a current and valid state driver’s license in the state where the institution is located?
(
(

2. Has your driver’s license been suspended/revoked in the past five years?
(
(

Does your license have any restrictions?
(
(

Have you been convicted of driving under the influence in the last seven years?
(
(

(If yes to questions 1–4, please explain on the second page of this form.)



Have you been convicted of the following violations in the past three years? (Check, if yes)


(
reckless driving/driving to endanger
(
failure to have vehicle under control


(
driving w/suspended/revoked license
(
improper passing/lane change/use


(
allowing unlicensed driver to operate vehicle
(
improper backing


(
fleeing a police officer
(
driving on wrong side of road


(
speed in excess of 20 mph over limit
(
speed too slow for conditions


(
racing on public highway
(
equipment violation/tires/lights/etc.


(
failure to stop for school bus
(
improper parking


(
leaving the scene of an accident
(
operating vehicle without insurance


(
disregard of red light/stop sign
(
passing through/around crossing barrier


(
careless driving
(
seat belt violation


(
operating unsafe vehicle
(
failure to signal for direction/slowing


(
following too close
(
obstructed vision


(
failure to yield right-of-way
(
failure to pay traffic ticket


(
speed too great for conditions
(
improper enter/exit traffic way


(If yes to any of these items, please explain on the second page of this form.)

Number of accidents involved in during the past three years: 



Number of accidents in which you were at fault during the past three years (briefly describe the accidents on the back of this form.): 




Yes
No

Are there any special accommodations you may 
require while driving a vehicle?
(
(

Are you 21 years of age or older?
(
(

I certify that the information provided on this form is correct. Any discrepancy in the information found through an MVR check could result in the complete suspension of all driving privileges. I further understand that the information will be compared to established criteria in determining my qualifications to drive on institution business. 

Signature:

Date:


Print Name:


Please utilize the space below for explanation of driving and conviction history as noted on the first page of this form and what special accommodations, if any, you may require while driving a vehicle.

































Appendix 12-E

Sample Driving History/Motor Vehicle Records Point Valuation Guideline

Points
Violation/History

7
DWI (last seven years)

7
Suspended License (last 5 years)

5
Reckless Driving

5
Driving with Suspended License/Revoked License

5
Allowing Unlicensed Driver

5
Fleeing a Police Officer

4
Speed in Excess of 20 mph or More Over Limit

4
Racing on a Public Highway

4
Failure to Stop for School Bus

4
Leaving Scene of Accident

3
Disregard Traffic Control Device/Red Light/Stop Sign

3
Careless Driving

3
Operating Unsafe Vehicle

3
Following Too Close

3
Failure to Yield Right-of-Way

3
Speed Too Great for Conditions

2
Failure to Have Vehicle Under Control

2
Improper Passing/Lane Change/Use

2
Any Driver Under 21 Years of Age

2
Improper Backing or Turning

2
Driving on Wrong Side of Road

2
Speed too Slow for Conditions

2
Driving 19 mph or Under

1.5
Equipment Violation/Tires/Lights/etc.

1.5
Tag or Overweight/Length/Height/Load Dropping

1.5
Improper Stand/Stop/Parked Vehicle

1.5
Financial Responsibility/Operating Vehicle Without Insurance

1
Passing Through/Around Crossing Barriers

1
Seat Belt Violation

1
Failure to Signal for Direction/Slowing

1
Obstructed Vision

1
Failure to Pay Traffic Ticket

1
Improper Enter/Exit Traffic Way

3 points—1st At-Fault Accident
4 points—2nd At-Fault Accident
7 points—Three Accidents

Drivers should be disqualified if the record indicates more than 25% of the points that would require suspension of the operator’s license under current state motor vehicle codes.

Appendix 12-F

Motor Vehicle Record (MVR) Retrieval Vendors

Name & Address
Telephone Number
Contact Person
Acct. I.D. Number

AlertDriving.com
Sonic e-Learning, Inc.
185 Bartley Drive, Suite 1
Toronto, Ontario Canada M4A1E6
877-867-6642
Sherry Smith

Or

Leigh Foley
Company # 380

Appendix 12-G

Sample Vehicle Pre/Post Trip Inspection Form

Operator

Location


Year and 
Make of Vehicle

Date of Inspection

Odometer Reading


Driver’s 
License Number

State

Expiration Date



Satisfactory/Yes
Unsafe/No
Corrected

A copy of the Institution’s Fleet Administration Policy is in the vehicle?
(
(
(

Current Insurance Card is in glove box to provide evidence the vehicle is insured?
(
(
(

Seat Belts (accessible/condition)
(
(
(

Lights:
Headlights
(
(
(


Turn Signals 
(
(
(


Brake Lights 
(
(
(


Tail Lights
(
(
(


Flashers 
(
(
(


Instrument Panel 
(
(
(

Glass:
Windshield
(
(
(


Other
(
(
(


Mirrors 
(
(
(

Steering
(
(
(

Horn 
(
(
(

Brake pedal provides resistance 
(
(
(

Parking Brake 
(
(
(

Muffler 
(
(
(

Tires 
(
(
(

Oil Change (Odometer reading last change)
(
(
(

Transmission and Differential (Odometer reading last check)
(
(
(

Condition of Vehicle
Inside:


Outside:


Other Items—Requirements of Driver’s Manual/Driver Comments

1.


2.


3.


4.


5.


Safety checked 


by


Date

Signature


by


Date

Driver

Appendix 12-H

Sample Insurance Card

[image: image3.wmf][image: image4.wmf][image: image5.wmf][image: image6.wmf][image: image7.wmf][image: image2.png]FRONT

BACK

Insured: EITA INC
10 S RIVERSIDE PLAZA
#1844
CHICAGD IL 60606-3800
KEEP THIS CARD IN THE VEHICLE AT ALL TIMES

—
, wvelers
CAIDILRev.7-96  See Important Notice on Reverse Side

IN CASE OF AN ACCIDENT
* Call The Travelers immediately.
1-800-832-7839
24 HOUR CLAIM REPORTING SERVICE

* Be sure to get name and address of each driver, passenger, and witness;
and insurance company and policy number for sach vehicle involved.

* Do not assume responsibilty for accident.

* Call police.

* Protect against further damage.

* Request medical assistance, if required.

= Only discuss the accident with police officers or Travelers representatives.

. IMPORTANT LEGAL INFORMATION

Examine the polcy exclusions carefully. This form does not constitute any part of your
insurance policy.

It Is against state law to drive an auto on public highwayé without an insurance policy o
certiicate of self-nsurance that complies with the law. You must show evidence of Insurance
if you are in an auto accident or stopped by a police officer. This card provides evidence that
this auto s Insured.





Appendix 12-I

Cellular Phone Usage and Policy

Introduction

Students, faculty and staff who conduct campus business from behind the wheel may be putting themselves and their institution at risk. Cell phone use while driving results in an estimated 2,600 deaths, 1.5 million accidents and 330,000 injuries annually, according to Harvard University’s Center for Risk Analysis.

Studies show that a large percentage of teens own cell phones-approximately 70 percent of college students ages 18 to 30 and nearly 40 percent of Americans ages 12 to 19. Although there are no statistics to show how many speak on the phone while behind the wheel, a drive through any campus tells us that it is a lot.

That is reason for concern because motor vehicle crashes are the leading cause of death for 15 to 20 year olds. Among all age groups nationally, more than 3 million people were injured and more than 42,000 killed in motor vehicle accidents in 2001. Of all fatal motor vehicle crashes, 20 to 30 percent result from distracted driving, such as cell phone use, changing CDs, using temperature controls and dealing with children in the back seat, according to the National Highway Traffic Safety Administration (NHTSA). An agency study is exploring the public’s perception of distracted driving and what measures it will accept to control it.

Institutions Could Be Held Liable

Cell phone use while driving may lead to expensive and time-consuming litigation. Three recent lawsuits that arose from traffic accidents caused by employees with cell phones provide cautionary tales for schools, colleges and universities. Although only one of these cases involves an educational institution, the other lawsuits offer fair warning about the value of having a comprehensive and well-enforced policy on cell phone use and driving. Here is a summary of the cases:

Dyke Industries agreed to pay $16.2 million to a 78-year-old woman who was severely disabled after one of its salesmen collided with the car she was driving. The sales representative was talking on his cell phone while driving to a sales meeting.

Smith Barney paid $500,000 to settle a wrongful death lawsuit brought by the family of a deceased motorcyclist who was struck by a car driven by one of its employees. The employee ran a red light when he bent down to pick up a dropped cell phone. He hadn’t been using the phone at the time, the employer didn’t own the phone or the car and the employee was en route to a Saturday night dinner not related to work. The deceased’s family maintained that the employee used the phone for business and the employee agreed. Co-workers said sales calls to potential clients were often made on personal time from personal cell phones. The firm settled rather than risk a jury decision.

The State of Hawaii paid $1.5 million to the family of a New Jersey man who was crossing a highway when he was struck by a car driven by a public school teacher who was on her way to work. The judge found that the teacher had been distracted by using her cell phone within a minute of the accident.

These cases show that institutions may be held liable for an accident by someone driving for them if they supply the phone or if they encourage the driver to use their own cell phone, whether or not the call is related to school business.

Consider Implementing a Policy

An institution’s legal liability and the potential risk of injuries and fatalities to students, faculty, staff and the general public are potent reasons for establishing a cell phone policy. The policy should emphasize that safety is a driver’s priority. 

EIIA recommends the policy discourage employees from using cell phones while driving cars, trucks and golf carts on and off the campus and should not dial or write while driving on institution business. The policy should instruct drivers to find a safe place to pull over and stop (a shoulder is not a safe place to stop) if they must use the phone. The policy should prohibit any driver of an institution-owned or leased vehicle from talking on a cell phone, including those with “hands-free” devices, while driving. Likewise, when receiving a call while driving, let your voicemail answer the call.

Various federal, state and local legislation is under consideration, but only a handful of states and municipalities have enacted laws and their approaches to cell phone use vary. Among them, New Jersey prohibits drivers under age 21 who hold learners’ permits from using wireless communication devices except in emergency. However New York drivers may only use hands-free phones or similar devices and solely for calling emergency personnel.

A clearly explained and strictly enforced cell phone policy may be an institution’s best insulation against liability and a best practice against potential accidents. The policy should apply to anyone who drives for your institution—staff, faculty and students—whether in their own car or the institution’s. The policy should stress that safe driving is the institution’s priority. Consider requiring that drivers:

Take a defensive driving course that includes a lesson on cell phone use.

Get off the road before making or receiving calls.

Be prohibited from taking notes or jotting down phone numbers while talking on the phone.

Sign a copy of the institution’s policy, keeping one for themselves and giving the other to the institution.

Also consider having the institution do the following:

Notify drivers that the policy either prohibits them from talking on the phone while they drive or that it does not expect or encourage them to talk on the phone while they drive.

Post warnings about cell phone use on the phones and in school vehicles. Warnings could say that it is too dangerous to use the phone while driving and that employees, faculty, or students should do so only in an emergency. Also consider posting a sign in a central office that drivers visit to check out vehicles.

Reinforce the importance of the institution’s policy on cell phone use. Consider sharing reminders about the policy at meetings and in newsletters. Another opinion is to have drivers periodically sign an acknowledgement that they have received the policy and then keep their signed documents on file. The acknowledgement could be part of the vehicle checkout form, or you could require drivers to re-sign a separate form at some specific interval.

Require that institution representatives refuse non-emergency calls from employees, faculty members, or students who are driving. Representatives should tell those callers to phone back when they are no longer driving.

Require that anyone who gets reimbursed for phone calls sign a statement saying they did not violate the policy on any of their calls.

A cell phone policy may keep your driver, passengers and community safer and may keep your institution better protected from a lawsuit.

Resources

National Highway Transportation Safety Association (NHTSA). The Gallup Organization conducted a survey on a distracted and drowsy driving for the NHTSA.

Preliminary results are available at: http://www.nhtsa.dot.gov/people/injury/drowsy_driving1/.

Network of Employers for Traffic Safety: www.netsnational.org. The organization focuses on traffic safety in the workplace.

Appendix 12-J

The Rollover Propensity of Fifteen-Passenger Vans

Introduction

On April 9, 2001, the U.S. Department of Transportation (USDOT) issued a consumer advisory regarding The National Highway Traffic Safety Administration (NHTSA) (April 2001) research note titled, “The Rollover Propensity of Fifteen-Passenger Vans.” This research note has been the subject of many newspaper articles. Many reporters included in their articles references to the use of fifteen-passenger vans by colleges and universities. These references have caused much concern on many campuses nationwide.

USDOT Consumer Advisory

The consumer advisory is a cautionary warning to users of fifteen-passenger vans because of an increased rollover risk under certain conditions. The advisory notes that these vehicles should be operated by experienced drivers who understand and are familiar with the handling characteristics of the vans, especially when fully loaded.

The consumer advisory also stresses the value of seat belts. Eighty percent of those who died in single vehicle rollovers last year were not buckled up. Wearing seat belts dramatically increases the chances of survival during a rollover crash. NHTSA urges that institutions using fifteen-passenger vans require seat belt use at all times.

Analysis of the Research Note

The research note is a three-part study; crash data analysis from 17 states for the years 1994 through 1997, theoretical rollover propensity of fifteen-passenger vans based on dimensions and weight and theoretical handling characteristics of loaded and unloaded fifteen-passenger vans.

The essential message of the research note is that the handling of an over ten-passenger van changes between an unloaded van and a fully-loaded van during extreme maneuvers and that a fully-loaded van is inherently less stable than an unloaded one.

Crash data analysis from 17 states

Since impact dynamics may be the significant factor in initiating a rollover event, multiple vehicle crashes were not included in the study. Only vans involved in single vehicle crashes were identified for the purpose of the study. The crash data reviewed included only fatal, injury, or property-damage-only crashes. The crashes were recorded in the state systems based on the reporting thresholds in the 17 states. The reporting thresholds for the participating states varied.

The study states that there was no way to ensure that these vehicles actually were configured as fifteen-passenger vans. Therefore, some of the vehicles in this part of the study may have actually been configured as cargo vans. The complete removal of cargo vans from this analysis might change the observed occupant loading effect on the propensity to rollover.

Analysis of this selective data showed that fifteen-passenger vans with ten or more occupants had three times the rollover ratio than those with fewer than ten occupants.

Another conclusion of this section was that looking at all rollovers, regardless of the number of vehicle occupants, fifteen-passenger vans have almost the same rollover ratio as does a comparison group: all light trucks and vans (LTVs).

The study did not include any information regarding the age, training, or experience of the driver of the vehicles.

Theoretical rollover propensity

This section of the study reviewed the physical dimensions of the vehicles; their lengths, widths, lightly loaded weight (LLW) (driver only) and gross vehicle weight (GVW) (loaded to capacity). The study looked at changes in the center of gravity vertically and horizontally.

The center of gravity height of the fifteen-passenger van rose by 4.0 inches when the vehicle was loaded versus 1.4 inches for the seven-passenger van and 0.9 inches for the minivan. The longitudinal center of gravity moved nearly 18 inches towards the rear of the vehicle when it was loaded to GVW. At GVW, the fifteen-passenger van has over 65 percent of its weight on the rear axle. The seven-passenger van and minivan measured have just over 50 percent of their weight on their rear axles at GVW.

Loading the vehicles to GVW has an adverse affect on the rollover propensity due to the increase in center-of-gravity height. Loading the vans with passengers and cargo also moves the center of gravity rearward, increasing the vertical load on the rear tires.

Theoretical handling characteristics

Computer simulation runs were performed at the LLW and the GVW load conditions using the vehicle dynamics simulation Vehicle Dynamics Analysis, Non-Linear (VDANL). These predictions, which did not rely on the measured suspension and tire properties of an actual fifteen-passenger van, were presented to illustrate the effects of loading the vehicle to its GVW.

The study notes that actual vehicles are likely to have different suspension and tire properties than those in these simulation models. Also, some vehicles rely on using higher rear tire pressures to maintain appropriate handling responses at limit conditions.
The simulated tests found that the GVW fifteen-passenger van exhibited both lateral and roll instabilities under extreme maneuvers. The roll instability resulted from the facts that the GVW vehicle spins out and that the center of gravity is higher. These instabilities are known to cause safety problems, particularly for drivers who normally only drive smaller passenger vehicles and who are therefore unfamiliar with a loaded fifteen-passenger van’s responsiveness and limits. The study also notes that these instabilities are probably not unique to fifteen-passenger vans; other vehicles with high payload to empty weight ratios may well have similar instabilities.

The conclusion of this section is that the handling of fifteen-passenger vans changes between the two loading conditions during extreme maneuvers and that a fully-loaded van is inherently less stable than an unloaded one.

Consortium Member Response

How should consortium members respond to this study? We have noted that van rollovers have declined since member institutions began implementing van driver training programs, Motor Vehicle Record reviews and checks for valid drivers’ licenses. Therefore, we feel this is a manageable risk. At this point, we do not feel there is a need to abandon fifteen-passenger vans as a mode of transportation.

Rather, institutions need to review their van safety programs to assure that their drivers are properly trained and driving properly maintained equipment. This of course begs the question, What does a good van driver safety program include?
A good van driver safety program should include the following:

A. Verification that all van drivers have valid driver’s licenses in the state (preferably where the institution is located but at least a domestic license).

B. At minimum, the institution should conduct a biennial review of each van driver’s Motor Vehicle Report.

C. Each van driver should receive proper training. This training should be van specific. Each van driver should complete the AlertDriving Training Program provided by EIIA. With the USDOT Consumer Advisory specifically noting that van drivers should be familiar with their vehicles, each van driver should receive behind the wheel (on-the-road) training in a vehicle with no passengers and at simulated maximum weight. (Simulated maximum weight can be achieved by loading the vehicle with sand bags or bags of salt).

D. All van drivers and passengers should be required to wear their seat belt while traveling in the van. The USDOT Consumer Advisory specifically addresses this point. Since this requirement can be difficult to enforce, the duty of enforcement lies with the driver. To promote enforcement, the institution can promise extension of its auto liability insurance to the driver only if all passengers wear their seatbelts.

E. Due to the USDOT ban on the sale of fifteen-passenger vans for the transportation of grammar school and high school students and the various state laws prohibiting transporting high school and younger age children in fifteen-passenger vans, fifteen-passenger vans should not be used to transport children under college age.

F. Vans should not be used for towing. Also, no gear should be transported on the roof of the van.

G. There should be a formal documented Vehicle Maintenance Program. A certified mechanic should review the condition of the brakes and tires and the vehicle’s suspension system every 3,000 miles (to coincide with oil changes).

H. Tire pressures should be adjusted each trip per manufacturer’s specifications to meet the demands of the trip.

I. All emergency and safety equipment including wipers, lights, horn, windshield solvent and flashers should be tested before each trip. All necessary repairs should be made before the van is used.

J. Drivers should be banned from using cell phones while driving.

K. Drivers should be reminded to obey speed limits and all other traffic laws.

L. For long trips, a navigator should be assigned to assist the driver. The navigator must stay awake while on duty. The entire driver/navigator team should be replaced every few hours.

M. The institution should limit the number of total hours a driver may drive and the total hours a van may be on the road in any 24-hour period. The institution should have a policy regarding how late in the night a group may travel and return to campus.

N. The institution should have clear guidelines to determine when to interrupt, postpone, or cancel travel if:

The schedule does not allow adequate rest for the driver(s).

There is bad weather.

The budget is inadequate to provide for overnight accommodations when needed.

A copy of the NHTSA analysis of the rollover characteristics of fifteen-passenger vans can be found at: http://www.nhtsa.dot.qov/people/ncsa/reports.html#2001. Information reported above was taken from this study. The accompanying press release can be found at http://www.nhtsa.dot.qov/nhtsa/announce/press/pressdisplav.dbm?vear=2001&filename=ca-010409.html 

For more information on the AlertDriving, Van Training Program, contact EIIA at 1.800.537.8410, extension 219.

Appendix 12-K

Automobile Coverage—General Rules of July 1, 1999

Automobile liability insurance follows the ownership of the vehicle. A vehicle operator is covered under the owner’s policy if they have permission from the owner to use the vehicle.

Who operates the vehicle?
Who owns the vehicle?





The Institution (owned or long term lease)
The Vehicle Operator 
(an employee, volunteer, or student)
A Borrowed Car 
(i.e., from another person/not owned by institution)
A Car Rental Firm

An Employee (includes faculty, staff and work study students)
The institution’s policy provides liability coverage to the institution and the employee.
The employee’s policy provides liability coverage to the employee and the institution. The institution’s policy will provide excess coverage if driving on institution business.
The other person’s policy provides liability coverage to the employee and the institution. The institution’s policy will provide excess coverage if driving on institution business.
The car rental firm provides liability coverage1. The institution’s policy will provide primary and/or excess coverage to both the institution and the employee.

A Volunteer (includes students while driving on institution business)
The institution’s policy provides liability coverage to the institution and the volunteer.
The volunteer’s policy provides liability coverage to the volunteer and the institution. The institution’s policy will provide excess coverage if driving on institution business.
The other person’s policy provides liability coverage to the volunteer and the institution. The institution’s policy will provide excess coverage if driving on institution business.
The car rental firm provides liability coverage1 to the volunteer. The institution’s policy will provide primary and/or excess coverage to both the institution and the volunteer.

A Student (while driving on personal business)
The institution’s policy provides liability coverage to the institution and the student.
The student’s policy provides liability coverage to the student.
The other person’s policy provides liability coverage to the student.
The car rental firm provides liability coverage1 to the student.

1
In some states, car rental firms transfer the liability to the renter of the vehicle. If an individual is renting for institution business, the institution’s policy provides liability coverage. Therefore, the liability coverage offered by the rental firm may be declined.

Automobile Physical Damage coverage also follows the ownership of the vehicle. In the case of rental vehicles, if the use of the vehicle is for institution business, the institution’s policy provides collision coverage to the rental vehicle. Therefore, the collision damage coverage offered by the rental firm may be declined.

Appendix 12-L

Safety Tips for Driving with a Trailer

Take time to practice before driving on main roads and never allow anyone to ride in or on the trailer. Before you leave, remember to check routes and restrictions on bridges and tunnels. Consider the following safety tips each time you drive with a trailer.

General Handling

Use the driving gear that the manufacturer recommends for towing.

Drive at moderate speeds. This will place less strain on your tow vehicle and trailer. Trailer instability (sway) is more likely to occur as speed increases.

Avoid sudden stops and starts that can cause skidding, sliding or jackknifing.

Avoid sudden steering maneuvers that might create sway or undue side force on the trailer

Slow down when traveling over bumpy roads, railroad crossings and ditches.

Make wider turns at curves and corners. Because your trailer’s wheels are closer to the inside of a turn than the wheels of your tow vehicle, they are more likely to hit or ride up over curbs.

To control swaying caused by air pressure changes and wind buffeting when larger vehicles pass from either direction, release the accelerator pedal to slow down and keep a firm grip on the steering wheel.

Braking

Allow considerably more distance for stopping.

If you have an electric trailer brake controller and excessive sway occurs, activate the trailer brake controller by hand. Do not attempt to control trailer sway by applying the tow vehicle brakes; this will generally make the sway worse.

Always anticipate the need to slow down. To reduce speed, shift to a lower gear and press the brakes lightly.

Acceleration and Passing

When passing a slower vehicle or changing lanes, signal well in advance and make sure you allow extra distance to clear the vehicle before you pull back into the lane.

Pass on level terrain with plenty of clearance. Avoid passing on steep upgrades or downgrades.

If necessary, downshift for improved acceleration or speed maintenance.

When passing on narrow roads, be careful not to go onto a soft shoulder. This could cause your trailer to jackknife or go out of control.

Downgrades and Upgrades

Downshift to assist with braking on downgrades and to add power for climbing hills.

On long downgrades, apply brakes at intervals to keep speed in check. Never leave brakes on for extended periods of time or they may overheat.

Some tow vehicles have specifically calibrated transmission tow-modes. Be sure to use the tow-mode recommended by the manufacturer.

Backing Up

Put your hand at the bottom of the steering wheel. To turn left, move your hand left. To turn right, move your hand right. Back up slowly. Because mirrors cannot provide all of the visibility you may need when backing up, have someone outside at the rear of the trailer to guide you, whenever possible.

Use slight movements of the steering wheel to adjust direction. Exaggerated movements will cause greater movement of the trailer and could result in jackknifing.  If you have difficulty, pull forward and realign the tow vehicle and trailer and start again.

Parking

Try to avoid parking on grades. If possible, have someone outside to guide you as you park. Once stopped, but before shifting into “Park”, have someone place blocks on the downhill side of the trailer wheels. Apply the parking brake, shift into “Park”, and then remove your foot from the brake pedal. Following this parking sequence is important to make sure your vehicle does not become locked in “Park” because of extra load on the transmission. For manual transmissions, apply the parking brake and then turn the vehicle off in either first or reverse gear.

When uncoupling a trailer, place blocks at the front and rear of the trailer tires to ensure that the trailer does not roll away when the coupling is released.

An unbalanced load may cause the tongue to suddenly rotate upward; therefore, before uncoupling, place jack stands under the rear of the trailer to prevent injury.

Appendix 12-M

Transportation of K through 12 Children

It is not uncommon for institutions to offer programs to children attending grades K through 12 and younger.  If the programs include transportation of these children, the institution should be aware of its state's laws regarding the transporting of children in these age ranges.

These laws are aimed primarily at pre-primary, primary and secondary schools. However, the law has not been firmly established on this issue and court decisions may result in the law being applied to any institution offering programs for K through 12 students. As a best practice, each institution is strongly encouraged to comply with the provisions of the state’s law.

The following table, as compiled by the National Association of State Directors of Pupil Transportation Services, provides a summary of state laws concerning the use of 12 and 15 passenger vans for transporting K through 12 students, as of February 2004.  This table should be used as a reference and the current state law should be followed.  Links to the Department of Transportation and state government web sites are available at: www.fhwa.dot.gov/webstate.htm
State
To & From School
To & From School Related Events
Comments

Alabama
No*
No*
* - State laws do not apply to private schools.

Alaska
No*
Yes
* - State laws do not apply to private schools.

Arizona
No
Yes


Arkansas
Yes
Yes


California
No
No


State
To & From School
To & From School Related Events
Comments

Colorado
Yes*
Yes*
* - State-wide, self-insurance pool for school districts will not insure vans after July 1, 2005.

Connecticut
No
Yes


Delaware
No
No


Florida
No*
No*
*- Does not apply to private schools or companies that contract directly with parents.

Georgia
No*
Yes*
* - State laws do not apply to private schools.

Hawaii
Yes
Yes


Idaho
No*
Yes
* - State laws do not apply to private schools. State statute allows for some exceptions, e.g., students with special needs in remote locations without school buses.

Illinois
No
Yes


Indiana
No*
Yes**
* - Special education students may be transported in vans.  

** - After June 30, 2006 vans will be prohibited. State laws do not apply to private schools.

Iowa
No
No


Kansas
No
No


Kentucky
No
No


Louisiana
No*
No*
* - State laws do not apply to private schools.

Maine
No
No*
* - Private schools are exempt from this state regulation.

Maryland
No*
No*
* - State law is not clear on private schools.

Massachusetts
Yes
Yes


Michigan
No
No


Minnesota
No
No


Mississippi
Yes*
Yes*
* - State law does not prohibit the use of vans, but Department of Education will not approve van purchases.

Missouri
No*
No*
* - State laws do not apply to private schools.

State
To & From School
To & From School Related Events
Comments

Montana
No*
No*
* - State laws do not apply to private schools.

Nebraska
Yes
Yes


Nevada
No
Yes


New Hampshire
No
No


New Jersey
No
No


New York
No
No


North Carolina
No*
Yes
* - Private schools not covered by state rules.

North Dakota
Yes*
Yes*
* - Not allowed after June 1, 2008.  Vans can no longer be purchased for these purposes after March 1, 2003. State laws do not apply to private schools.

Ohio
No
No


Oklahoma
No
No


Oregon
No
No


Pennsylvania
No*
No*
* - Unless the van was registered as a bus in Pennsylvania prior to March 1, 1993 or titled to a public, private or parochial school prior to March 1, 1993, and was registered as a bus to such school prior to September 15, 1993.

Rhode Island
No*
No*
* - Child care organizations are exempt, and can use vans for transportation to and from school. 

** - Vans purchased prior to January 1, 2000 can be used until January 1, 2008.

South Carolina
No*
No*
* - Vans purchased prior to July 1, 2000, can be used until June 30, 2006.

South Dakota
No
No


Tennessee
No
Yes


Texas
No*
Yes
* - Private schools not covered by state rules.

Utah
No
No


Vermont
Yes
Yes


Virginia
No*
No*
* - State laws only apply to public schools.

Washington
No*
No*
* - State laws only apply to public schools.

State
To & From School
To & From School Related Events
Comments

West Virginia
No
Yes


Wisconsin
Yes
Yes


Wyoming
No*
No*
* - State laws only apply to public schools.
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