18.0 UNIVERSITY DRIVER SAFETY PROGRAM
18.1 General Information

Note: This section is in compliance with the Laansi Office of Risk Management, Loss
Prevention Unit’'s regulations as derived by LA B9%S1543.1C and R.S. 49:950-968
(commonly referred to as “PPM49”), which is enfodcBy the Louisiana Office of State
Purchasing and Travel. UL Lafayette employeeseapected to abide by these
regulations in addition to the information withini$ section. The purpose of this section
is to address driver safety, control the use oiateh on State business, reduce the
State’s exposure to liability, reduce loss expemsesto accidents, and achieve
accountability.

The policies in this section pertain to any uniitgremployee who needs to drive a motor
vehicle as part of their business. A State Vehglgefined as any licensed vehicle owned,
leased and/or rented by the State of Louisianade®its are not allowed to drive a motor vehicle
on state business unless the University employssthdent. Additionally, the need for student
workers to drive a motor vehicle must fall withhretjob duties of their employment. Examples
of these include:

» Shuttle Van drivers

» Busdrivers

* Print Shop Shuttle drivers

» A student worker who must travel for departmentsds, office needs, etc.
* Graduate Students working on approved research

» Pre-approved volunteers for University sanctiongtdvaies (ex: volunteer athletic

student trainers)

Undergraduate students not employed by the Uniyeaisé not allowed to drive any motor
vehicle, including their own, while conducting busss in the course and scope of the
University. Exceptions for this should be requéstewriting to the EH&S office by the
department head at least two weeks prior to angdsdhd travel.

These policies apply whether employees or studenkevs drive a state-owned motor vehicle or
their personal vehicle on University business. ti@gto the campus for work or returning from
the campus after wordkoes notonstitute state business. Driving to or retugrfrom any other
location for the purpose of conducting Universitisimesss considerediniversity business.
Additional information on this can be found by ddeading the articl&Vvho Has To Take The
Driver Safety Coursat www.safety.louisiana.edu.

The University driver safety program shall be adstared by the EH&S office. Supervisors
and administrators are responsible for making theeemployees and students they supervise



follow these procedures. University police argoesible for responding to motor vehicle
accidents that occur on the campus. Employee tadést drivers are responsible for
conducting themselves in a law abiding and protesdimanner when driving a motor vehicle.
Everyone is responsible for reporting unsafe dgwimthe proper authorities.

The University has the right to refuse anyone thtb@rity to drive any motor vehicle on
University business based on public or occupatieatdty over and above those listed in this
written program.

18.2 Driver Safety Procedures

* All University drivers must posses a valid Unite@t8s driver’s license. Out of country
driver licenses may not drive any motor vehiclemversity business.

* All University drivers must submit a completed DA202-04 (or a current revision) to
the EH&S office. (See section 18.3). This is tgtiy done when a University driver
takes an approved defensive driving training co(sse section 18.4). A copy of the
DA2054 form is available for download watvw.safety.louisiana.ed{click on forms).

» All University drivers must attend a defensive drtytraining course, preferably within
three months of their employment. All Universityvgrs must also attend a refresher
course every three years after that. (See sec8i@l).1An updated list of all authorized
University drivers will be sent to the Vice Presitdér Business Services monthly.
Travel requests for University employees that ideldriving a motor vehicle will not be
approved unless the driver training is complete.

» All University drivers must report any motor vel@@ccident to the EH&S office and
complete a DA-2041 form. (See section 18.5)

» All State owned university motor vehicles shallibgpected regularly for safe working
condition (see section 18.6)

» Authorized drivers may not drive State owned ursitgrmotor vehicles with passengers
who are not riding within the scope of universitysimess (ex: transporting family
members for personal reasons).

18.3 Driver History Authorization

Before an employee or student is allowed to driveo#or vehicle, he or she must complete the
DA2054 form entitledAuthorization and Driver History FormThis form is used to:

* Provide valid driver license information to the EB&ffice.
* Allow the EH&S Director to request a driving recdrdm the Office of Motor Vehicles.

» Determine whether the employee or student is a-hgghdriver. (See high-risk driver in
this section)

This document is normally completed during the @risafety course (see section 18.4). Blank
forms can also be requested at the EH&S office8at3B57 or http://www.safety.louisiana.edu.



Special Instructionsfor completing the DA-2054 Form

Note: This information will be presented to DSEspeanel at the Basic Departmental
Safety Coordinator Training Course. (See secti@) 7Mhis document can be
downloaded at the EH&S Websitevat/w.safety.louisiana.edglick on “forms”).

» License class, endorsements, and restrictions eabtained directly from any valid
Louisiana driver license.

* Under the “section” field, please indicate the Uamsity department you are employed
with. The “unit” field can be left blank.

» Driver applicants should answer “no” when askedl motor vehicle record is attached.

» Driver applicants should answer “no” when askedl motor vehicle record has been
verified as accurate.

» Drivers should read and understand the informatiotien in before any signature is
offered.

* The EH&S Director is the University’s designee.

» Once completed, mail this form to the EH&S offi¢dhe Facility management.

Obtaining an ODR, High-risk Drivers, Driver Approval, and Other Information

Once a completed DA2054 form is received, the EHEi®ctor shall request an Official
Driving Record (ODR) for each University driver incthe Louisiana Office of Motor Vehicles.
The ODR lists any conviction codes associated thigh driver. Based on those conviction
codes, a high-risk driver is one whose recordscatéany of the items listed below.

» Three or more convictions, guilty, or no contengr contest) pleas for any moving
violation within the past 12 months

* One or more conviction, guilty, or no contenderaphgthin the past 12 months for:

Operating or driving a motor vehicle while intoxied

Hit and run driving

Vehicle negligent injury, Negligent Homicide, or Melular Homicide

Reckless operation of a vehicle

Driving with a revoked or suspended license
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Authorized drivers who receive a revocation of ithieense or any conviction which changes
their status to high risk (based on the informaabove) must report this information to the
EH&S office immediately.

High-risk drivers will not be allowed to drive omiversity business for at least one year after
the latest conviction, guilty plea, or no contengliea. Once an ODR is obtained and reviewed,
the EH&S director shall notify in writing any higisk drivers and their department head or
supervisor the findings indicated in the ODR recofthis document shall indicate the reason for
classifying the high-risk driver and the duration fiis or her suspension. Once that suspension
has passed, the EH&S director shall review a neiR@ approval. Finally, high-risk drivers
shall re-take the driver safety course before #Hreyre-authorized to drive motor vehicles on
state business (see section 18.4).



The EH&S office shall request an ODR each yearetéer for every employee or student
driver, as well for each new employee or studeivedias necessary. The EH&S office shall
maintain all of these records for a minimum of gear.

18.4 DefensiveDriver Training

Defensive driver training is required for every dayee or student who wishes to drive a motor
vehicle on state business. Whenever possibl&rallersity employee and student drivers
should take a training course within three monthfi® determination of their need to drive
within the course/scope of the State’s businesdditionally, all employee or student drivers
must attend another training course every threesyea

The University offers the ORM approved defensivigalrcourse entitletNext Step Coaching
sponsored by the National Safety Council. Thi t&o-hour, classroom oriented training
course. Instructors for this course shall be Ursig personnel who have been appropriately
trained by ORM employees. If an employee wishdsetmome a defensive driver instructor, then
he or she should contact the EH&S office at 482753bhe EH&S Director shall coordinate all
defensive driver training.

Face to face defensive driver courses shall beegffat least once monthly to employees who
need to train for the first time, or re-fresh thte@ining. New employees shall be made aware of
defensive driver training as part of their orieim@attraining. Employees who wish to take the
defensive driver course can do so by calling th&Eldffice at 482-5357 or
safetyman@louisiana.edrhey can also check the EH&S website at wwwigdiisiana.edu

for an updated schedule of classes and RSVP foaaalable class listed.

In lieu of the face-to-face course, employees andents can also take the CD-Rom defensive
driver training course. Version 1.5 of this couiseurrently available at every University
department. Additional copies are available atBhi&S office by calling 482-5357 or
safetyman@louisiana.ediParticipants make take this course at theiuteisising any computer
and completion of this course meets ORM requiremBmtdefensive driver training.
Participants will be asked to complete paperwoidk take a test as part of this CD-Rom course.
This paperwork must be sent to the EH&S Directaorigher for the participant to receive credit
for the course.

Additional Training Requirementsfor University BusDrivers

University bus drivers must meet the same traingggirement as any other university driver.
Additionally, university bus drivers must posseSL driver license. Finally, all university bus
drivers must undergo additional field training styieed by Parking and Transit personnel
before they will be allowed to transport peoplduses. Parking and Transit personnel shall
conduct this field training at the Cajun Field pagklot under controlled conditions. During this
training session, university bus drivers shall destiate that they are capable of:

* Performing a pre-trip inspection

* Inspecting and identifying safety hazards on the bu



18.5

Parking and securing the bus

Controlling undisciplined bus riders

Driving the bus in wet and slick conditions

Driving the bus in heavy vehicle and pedestriaffitra

Driving professionally and courteously

Accident Reporting and Record Keeping for Driver Safety

Any university driver involved in a motor vehicleadent should:

Dial 911: The appropriate police department ammgioemergency personnel shall
respond accordingly.
Complete an ORM DA-2041 Driver's Accident Reportiiagsee guidelines below).
This document is available for download on the EH&&bsite at
www.safety.louisiana.edu
Contact the EH&S Office at 482-5357 as soon asipless
A blank copy of the DA2041 form is included in tjl@ve compartment of every state-
owned vehicle.
University drivers who use their personal vehidedtate business should keep a blank
copy of this form in the glove compartment of thezhicle in the event of an accident.
Once completed, please mail the DA-2041 form toBRH&S office via the Facility
Management Department for forwarding to ORM prdsgravithin 48 hours of the
accident.
The EH&S office shall maintain all documentatios@sated with the university driver
safety program including:

v' DA-2054 Driver Authorization Form (see section 18.3

v' ODR records from the Office of Motor Vehicles (seetion 18.3)

v Defensive driver training sign-in sheets (see sacti8.4)

v' DA-2041 accident reports and investigations

The DA2054 Authorization and Driving History Form

18.6

For detailed information on completing this docuin@hease see section 18.3

University Policy - Moving Violations By Electronic M easures
Revised: September 2009

University approved drivers are expected to foleliFederal, State, and Local laws,
regulations, and ordinances while operating anyclelm the course and scope of the State’s
business. This expectation also applies if enforo® is accomplished by electronic measures
such as cameras, speed sensors, etc. This docadrasses how the University will process
moving violations identified by these electronicaneres.



* Departments that operate State vehicles are ergpedita maintain and keep on file a
written log documenting date, time, driver namestishation, etc.

» The registered owner of the vehicle is typicallgts® Notice of Violation. For State-
owned vehicles, this notice will be sent to thevwgnsity along with any pictures
attempting to identify the driver.

» The University will make every effort to identifige driver of the vehicle at the time of
the violation. If successful, that driver will besponsible for paying any and all fees,
fines, and penalties associated with the violatibhe University EH&S Director shall
send written notice to the driver of the violatiamd the driver must pay these monies to
the authority sending the violation by check, cashmoney order within the time
allotted on the violation. The driver will be aftted any appeal opportunities allowed by
the authority having jurisdiction. However, if thenial or proceeding of that appeal
results in additional penalties, late fees, or taolddl fines, the driver will be responsible
for this additional cost.

» If the University cannot identify the driver of thehicle, the department responsible for
the vehicle will be charged the applicable feegdi and penalties.

» The only exception to this policy is a Notice oblétion given to a vehicle driven by a
University Police Officer who is acting in coursedascope of the State’s business, and in
the act of responding to an emergency.

* The University shall not report any Notice of Viota to the Louisiana Department of
Motor Vehicles or any insurance company. Howethex,University shall count the
Notice of Violation as a moving violation on thewdnr’s record in determining the
driving status of the University driver.

18.7 Motor VehicleInspection Procedures

All UL Lafayette, state-owned motor vehicles arentained by the Facility management
department. These vehicles included maintenanc&gy vans for University departments to
use, agricultural equipment for maintaining Univigrgrounds, and busses that support the
University transit system. It is important to kebpse vehicles in safe working condition.
Therefore at least monthly, each motor vehicle ballinspected for safety using the following
checklist:

Note — this document is available for download fribv@ University’s webpage —
www.safety.louisiana.ed(click on forms).




UL Lafayette Monthly Fleet Vehicle Preventative M aintenance Checklist
Revised September 2008

Date:

Fleet Vehicle #:

Completed By:

CHECK ENGINE OIL
TRANSMISSION OIL

ENGINE COOLANT

BATTERY

LIGHTS

BRAKES

TIRES

WINDSHIELD WIPERS

FIRST AID KIT (IF APPLICABLE)

Any Observations that need attention:




These monthly inspections are performed by the Beyetal Safety Coordinator, or a designee.
These inspections shall be documented along wittective action, if any noted on this
documentation. If necessary, when motor vehidlesarviced for repairs, the items listed above
shall be checked and deficiencies noted on thesponding work order.

18.8 Courtesy Vehiclesand Employees with Vehicle Allowances

University Policy Regarding the Use of Courtesy Vehiclesand a Vehicle Allowance
Revised October 2009

General

The University may offer, at its discretion, theeud a non-state owned vehicle (commonly
referred to as a Courtesy Vehicle) to employeegichlly, these vehicles are owned by
dealerships and assigned to the University thrdaghal arrangement. Alternatively, and some
times concurrently, some employees are given aleehllowance as part of their employment
compensation. This document outlines the rulesragdlations regarding the use of these
vehicles.

Courtesy Vehicles

Employees given a Courtesy Vehicle are encouragedd that vehicle within the course and
scope of the University’s business. However, gassumed that some trips in this vehicle will be
personal in nature. For example, driving a Coyriéshicle home from work and to work from
home is a personal matter. The University’s insaeawill cover any Courtesy Vehicle that is
damaged within course and scope. However, CouXehicles that are damaged on a trip inot
course and scope are mmaivered by the University’s insurance. Thereftle,employee is
requiredto provide the following coverage for Courtesy \oiés:

1. A Minimum 10/20/10 Liability Coverage

2. Comprehensive and Collision Coverage
Note — for accidents occurring on State busirntbesState will reimburse for Collision
deductible up to $1,000.00

For all accidents, this employee purchased inseranit be considered the primary coverage for
the vehicle. For accidents occurring while travglon State business, the University’s insurance
will serve as secondary coverage for liability.

Vehicle Allowance

A vehicle allowance given to a University employg@ monetary amount used to subsidize the
cost of transportation. This money may be usqultchase, lease, or rent a vehicle. Regardless,
the employee is responsible for the cost of fugintenance, insurance, etc. of this vehicle. This
vehicle_ musbe titled, registered, leased, or rented in thpleyee’s name. If the employee is
involved in an at fault accident in this vehicleimn the course and scope of their employment,
the employee’s insurance is the primary carriezaMerage for this accident. However, the
University’s insurance can provide excess cove(haeility coverage in excess of the

employee’s coverage), and will reimburse the emgxoyp to $1,000.00 for the Collision
coverage deductible on the vehicle (provided thecke has Collision coverage). The State does



notreimburse the employee for any Comprehensive ataideductible on vehicles it does not
own.

Documentation and Enfor cement

Employees given a Courtesy Vehicle OR a vehiclanadhce are requiretd sign an
acknowledgement form signifying they understandténms of this document. Employees are
strongly encouraged to regularly inspect their giehior damage, and report ALL incidents to
the local authority. Employees are requitegrovide the dealership with a Certificate of
Insurance from their personal insurance namingléadership and the University as additional
insured. Employees failing to follow the requirarteeof this document are subject to
disciplinary action to include, at a minimum, perabliability for any damages incurred, where
applicable.



Acknowledgement of a Courtesy Vehicle and/or Vehicle Allowance
Revised, October 2009

Date: Job Title
Name: Department:
Check ALL that apply

] Courtesy Vehicle

As part of your employment, the University is piivig you with the use of a non-State owned
vehicle. You are requirei personally insure this vehicle with a minimufri6/20/10 liability
coverage, collision coverage, and comprehensiverege as outlined in University policy. This
coverage is necessary to insure any incident ttaire while you are using this vehicle for
purposes that are nafithin the course and scope of your employmerai & accidents

involving the courtesy vehicle, this employee pas#d insurance will be considered the
primary coverage for the vehicle. For accidentuogng while traveling on State business, the
University’'s insurance will serve as secondary cage for liability.

l, acknowledge that | head (or have been read) the above
information and understand its content. Failuréotiow the requirements of this document will
result in disciplinary action, which may includertenation of my employment with the
University.

Signed:

] Vehicle Allowance

As part of your employment, the University is piivig you with a monetary allowance to
subsidize your personal vehicle expenses. Thgsenses may be used by you to purchase,
lease, rent a vehicle, and/or purchase insurananfpof these vehicles. In any case, you are
requiredto personally insure this vehicle with a minimufril6/20/10 liability coverage, and
other coverage as required by law. If you are ve in an accident using your own vehicle
while in the course and scope of your employmemty ypersonal insurance will be the primary
carrier of coverage, and the University’s insurawdebe secondary.

l, acknowledge that | head (or have been read) the above
information and understand its content. Failuréotiow the requirements of this document will
result in disciplinary action, which may includertenation of my employment with the
University.

Signed:




