VEHICLE USE POLICY

College of Social Sciences and Interdisciplinary Studies

Purposes and Scheduling Priorities

1. Department vehicles may be used for the following purposes:

a.) class field trips

b.) faculty and staff attendance at professional meetings and events

c.) research related activities

2. When vehicle use must be limited due to budget constraints or competing requests, use priority will be:

a.) upper division class field trips

b.) lower division class field trips

c.) student and faculty research activities

d.) attendance at professional meetings and events

Scheduling and Use Approval Process

1. Proposals for vehicle use and dates of proposed use will be submitted through your Department Chair, to the Dean for approval.

2. After your Department Chair has signed the proposal, it will be forwarded to the Dean's Office no later than the Monday of the first week of the semester.  Late requests will be accommodated in the order received.

Vehicle User Responsibilities

1. Before a vehicle can be used , an Application for Vehicle Operation Authorization (copy attached) must be completed, approved by the Dean’s Office and submitted to Risk Management (zip 6008)
2. Before a vehicle can be used, a Vehicle Use Request Form (copy attached) must be filled out and approval must be obtained by your Department Chair as well as the Dean's Office.  (Additional copies of this form can be obtained in your Department Office or the Dean's Office)  

3. Warning, Waiver, Assumption of Risk and Release of Liability form (copy attached) must be filled out by the instructor or field trip supervisor, signed by all participants, and filed in Department Office before departing on the field trip

4. Student drivers must be CSUS employees with the appropriate license.  A student must complete a Volunteer Employee Appointment Form to be considered an employee for purposes of Workers' Compensation and state liability coverage.

4.
All students participating in the field trip must complete the Emergency Form (copy attached), return it to their instructor and forward a copy to the Department Chair, prior to leaving on their field trip.  (Additional copies of this form can be obtained in your Department Office or the Dean’s Office)

5. If you drive more than once a month or more than twelve times a year, you must complete the CSU approved Defensive Driving Course on a quadrennial basis.   
See: http://www.csus.edu/riskmanagement/  A copy of your completion certificate must be submitted to the Dean’s Office.

6. The user is responsible for checking vehicle oil, tire pressure and condition, coolant, gasoline, lights and battery before leaving campus.
7. Upon returning to campus, the vehicle user is also responsible for cleaning the vehicle, filling the vehicle with gasoline, checking and restoring other fluid levels, returning the keys and a completed Vehicle Check-Off form (on which you will report any vehicle problems) to the Dean's Office (Amd 255).
Vehicle should be returned washed if trip results in excessive accumulation of dirt on the vehicle.  Payment of gasoline expenses should be worked out between the driver and Department.  The Dean's Office does not fund gasoline expenses.  If trip ends after University business hours, vehicle and keys should be returned at the beginning of the next business day.  
8.
If the planned vehicle use was canceled, it is the responsibility of the vehicle user to inform the Dean and Chair's office.  Canceled vehicle use can be rescheduled if the vehicle is available and funds permit.

Important please take note:

· Volunteer drivers must self-certify the following on the Vehicle Use Request Form: 

a. no more than 2 moving violations in the previous 3 years, 

b. no more than 1 at-fault accident in the previous 3 years, and 

c. 0 driving-under-the-influence (DUI) or felony traffic convictions 

· The only authorized participants of a CSUS field trip are CSUS faculty, CSUS staff, CSUS volunteer employees, regularly enrolled CSUS students, and students enrolled in the extended education program at CSUS

· Any other participants must be approved in writing by the Dean or Associate Dean

· University’s motor vehicle insurance program covers only liability and property damage awarded to other parties involved

· There is no coverage for damage to CSUS vehicles or private vehicles used on CSUS business

· Chancellor’s Office policy: No alcoholic beverage or chemical substance (drugs) shall be transported in a State/University vehicle at any time, nor shall they be transported in a private vehicle that is being used in support of a University-sponsored academic or athletic related activity (FSR 84-15)

SSIS Field Trip Policy

The following policy governs the conduct of all student field trips, whether optional or required as part of a course.

A. Before the trip.

1. Required field trips must be announced to students at the beginning of the course, before the drop deadline.  Field trip fees can be charged only for required trips.

2. THE FACULTY MEMBER CONDUCTING A FIELD TRIP MUST FILE A TRAVEL REQUEST FORM FOR PERMISSION TO BE OFF CAMPUS ON STATE BUSINESS, EVEN IF THE TRIP IS ON A WEEKEND OR OVER VACATION, AND EVEN IF THE FACULTY MEMBER IS NOT PLANNING TO SUBMIT A CLAIM FOR TRAVEL EXPENSE.  Note: Field trips within the local area which do not involve an overnight stay can be handled by a single “blanket” travel request submitted at the beginning of the semester.  The trip dates, if known, should be listed on this form.

3. If privately owned vehicles are driven on State business (and transporting students on a required field trip is State business), the driver must read and complete form Std. 261, Authorization to Use Privately owned Vehicles on State Business.  This form calls for an employee signature.  All students driving vehicles (whether State or privately owned) to transport themselves and others as a part of a field trip must be an approved volunteer employee or a student paid to drive on the field trip.  (Copy of Volunteer Employee Form attached.)

4. Each participant on a field trip shall read and sign the Warning, Waiver and Release Liability Agreement (copy attached).  This will become the official manifest for the trip, and is required by the underwriter of the student travel accident insurance.  The faculty member shall retain a copy of this agreement, and another copy shall be left in the Department Office before departing on the trip.  Immediate access to this list by the University administration will be necessary in case of an accident or other emergency on the field trip.

5. Some field trips involve special hazards and risks to the participants.  Each participant on the trip shall sign a statement that he/she has been informed of the particular risks of the field trip and trained in safety procedures to minimize such risks.  (Sample form from the Department of Biological Sciences attached.)

6. The University must be aware of, approve, and accept liability for any non-State passengers in State vehicles or privately owned vehicles being used for State business (e.g., spouses, children, friends, former students).  The approval level is the Dean or Associate Dean of the appropriate College.

B. During the trip.

1. State vehicles may not be driven by anyone who is not a State employee.

2. The driver and all passengers must wear seat belts during the trip.  The driver shall drive safely and within the posted speed limits.

3. The faculty supervisor of the field trip is expected to take all normal and reasonable precautions to be aware of any unsafe conditions that might affect the safety of the students under his/her supervision (e.g., a bald tire, driver appearing drowsy or otherwise impaired).

4. The State of California does not permit alcoholic beverages (even closed) to be transported anywhere within a State vehicle, including the trunk or a locked compartment.  

5. Faculty who request a State vehicle are responsible for it, no matter who drives it.  There is a significant risk that students transported in a University vehicle will be considered to be on a University field trip, whether or not the course instructor is present.  Therefore, faculty should make every effort to remain with State vehicles.

Note regarding multi-vehicle trips:  Driving in a tight “convoy” is not necessary, or even desirable from a safety standpoint.  However, some kind of contact (e.g., via cell phone, an intermediate checkpoint) should be maintained to avoid the possibility of stranding one of the vehicles for an extended period.  

C. After the trip.

All signed, dated records referenced in Section A, above, shall be maintained in the department office for a minimum of three years.

Approved by the SSIS Academic Council 4/7/99.

TODAY’S DATE:








VEHICLE USE REQUEST FORM

College of Social Sciences and Interdisciplinary Studies

NAME:





DEPARTMENT:





PHONE:





E-MAIL:





DATE OF


TIME OF


TIME OF
TRIP:



DEPARTURE:


RETURN:



DESTINATION:












COURSE:











PURPOSE OF TRIP:











INSTRUCTOR(S):









NAME OF DRIVER(S):










NUMBER OF VEHICLE(S) REQUESTED:    ONE (       TWO (
MARK ONE:
 FACULTY (       STAFF (
I certify that I have a current, valid California Driver’s License; that I am familiar with the contents of the Defensive Driver’s Manual, and the CSU Vehicle Manual.  I further certify that I have not been issued more than three moving violations or have been responsible for more than three accidents (or any combination of more than three thereof) during the past twelve-month period.  As a student driver, I have signed the Volunteer Employee Form required by the University.

DRIVER’S SIGNATURE:





DATE:



DEPARTMENT CHAIR’S APPROVAL:




DATE:



DEAN’S OFFICE APPROVAL:





DATE:




DEAN’S OFFICE USE ONLY:

Date Received

   Initials


Approved
   
Denied


         Vehicle #
                 OnTime
               Requestor Notified






Notes:
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