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Driving Policy and Procedures 

Policy Number 3001 
 

 

Effective Date:   May 15, 2024 

Revised:   March 26, 2024 

 

 

I. General 

 

Vehicle accidents can seriously impact the lives of those involved both as drivers and as passengers.  

Administration of University business related to driving requires the consistent implementation of strong 

policies and procedures, to ensure that drivers and departments know their responsibilities and carry them 

out.  The following policy and procedures have been implemented to protect the safety of our Dominican 

community and to reduce risks to the public and the University as a whole. 

 

II. Scope 

 

This policy and procedures applies to all individuals (employees, volunteers, students, etc.) driving in 

support of, and on behalf of, University business, including
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III. Policy and Procedures 

 

A. Best practices for Local Trips & Alternative Off-Campus Class Locations  

1. Faculty should ensure the course description in the course catalog notes when a course meets 

off campus and that students need to provide their own transportation.  

2. Students should determine amongst themselves (faculty member should not facilitate) how the 

students will travel to the field trip location.  

If the best practices described here cannot be followed, refer to section B. Distant Location Trips 

of this policy and procedures.   

 

B. Distant Location Trips  

 

If the trip is to a distant location, from least risk to most risk, here are the alternatives:  

 

1. Have students determine amongst themselves (no faculty member intervention) how the 

students will travel to the trip location.  

2. Contract a third party chartered bus. 

3. Have an authorized employee driver drive students in a University vehicle. 

4. Have an authorized employee driver drive students in the employee’s personal vehicle and the 

institution reimburses faculty member for mileage.  

5. Have an authorized student driver drive students in a University vehicle.  

6. Have an authorized student driver drive students in the student’s personal vehicle and the 

institution reimburses student for mileage.  

The following options are considered high risk and should be avoided: 

  

1. An individual, who is not an institution authorized driver, driving a University vehicle. 

2. An employee requesting a student, who is not an institution authorized driver, to drive a 

University vehicle.  

3. Any driver, who is not an institution authorized driver, driving students in the employee’s 

vehicle.  

C. Authorized Drivers 

Only authorized drivers may drive on University business as described in the IV. Eligibility section 

of this policy and procedures.  Individuals will be authorized to drive after the following steps 

have been completed: 

 

1. A Driver Authorization Request Form (Appendix 1) is provided to the Department Driver 

Coordinator or Human Resources Office (with copy of DMV record, if applicable).  

2. The individual reviews this policy and procedures and provides a signed Driver Commitment 

Statement (Appendix 2) to Department Driver Coordinator or Human Resources Office.   

3. The individual has and maintains a good driving record. 
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4. The individual completes an online Defensive Driver training course) and passes a post-test 

with a score of at least 80%.  The training must be completed prior to driving on University 

business. 

D. Supervisor’s Responsibilities 

The number of authorized drivers for any one program or department must be limited to the 

expected number needed and to a reasonable number of alternates.  Supervisors will certify the 

necessity of individuals requesting authorization to drive on behalf of their departments. Arranging 
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o Name, address and telephone number of each driver and any passengers  

o Make, model and license plate number for each vehicle involved 

o Insurance company name and policy number for each vehicle involved 

 

IV. Definitions  

 

University Business includes travelling to and from any location in support of University related and 

sponsored activities.  Examples include: to attend conferences, meetings, training courses, retreats, to 

purchase supplies, to transport people or items around campus, to lead field trips or student events, etc.  It 

does not include driving to and from your regularly assigned place of work or travel to attend University 

events on your own personal time.  

  

Institution or University Vehicles include vehicles owned, leased or rented with University funds to 

conduct University business. 

 

Personal Vehicles Use: It is recommended that employees do not use their personal vehicles for 

University business and instead use a University vehicle. 
 

 
A. Only Authorized drivers are allowed to use their personal vehicles when driving on  University 

business. 

B. The University has requirements per our insurance carrier. If you are not able to maintain the 

following, you are required to use a University vehicle.: 

I.Maintaining auto liability insurance with minimum limits of $100,000/$300,000 for property damage with 

a combined single limit of $500,000. 

II.Maintain current state vehicle inspections when required. 

III.Maintain your own vehicle in a safe operating condition when driven on University business. 

These personal automobile limits will be primary in the event of a liability claim. The University 

does not provide protection from damage to any personal vehicles, it is the authorized driver’s 

responsibility to insure any damage to personal vehicles is included in their personal automobile 

policy. 

 

A local trip is 30 miles or less from campus.   

 

A distant trip is more than 30 miles from campus. 
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Essential Duty Drivers are employees and volunteers who drive as an essential duty of their position.  The 

list of these individuals is maintained by Human Resources and the Business Services Office.     

 

V. Eligibility 

 

All individuals driving on University business must have a current driver’s license, appropriate for the type 

of vehicle they will be driving. 

 

To help select and authorize only well-qualified drivers, Human Resources 
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o If driving is an essential function of the employee or volunteer job description, he/she may no 

longer be eligible or otherwise qualified to hold that position and may be terminated.   

o The individual may be prohibited from driving on University business.   

If an individual provides documentation that the DMV has removed a violation or points from the driver’s 

record, Human Resources will review driver eligibility.  

   

On a case-by-case basis, eligibility rules may be temporarily over-ridden by specific authorization of the 

Vice President for Finance and Administration or his or her designee. Such authorization must be in writing 

and will be maintained in the driver’s personnel file.  Additional driver requirements, such as attending a 

comprehensive driver training program at the driver’s expense, may be imposed.  

 

 

 

VI. Coordination 

 

The Human Resources office, in conjunction with the Vice President for Finance and Administration, is 

authorized to coordinate and make revisions and/or exceptions to this policy and procedures,
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Appendix 1 

Driver Authorization Request Form 
 
All drivers of University owned, leased or rented vehicles must complete this form and complete the driver authorization process 
prior to driving. 

http://dmv.ca.gov/portal/dmv/detail/online/dr%20for%20$2
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Driver Signature:   _______________________________________________________  Date:  ____________________  

Print Name:     DOB: _______________ 

I approve this request for driver authorization: 

Supervisor Signature:   ___________________________________________________  Date:  ____________________  

Print Name:   _____________________________________________________________________________________  

Human Resources has received completed form and all required attachments: 

HR Signature:                                                                                                     Date:  __________________________________  

Print Name:   _____________________________________________________________________________________ 



9 

Appendix 2   

Driver Commitment Statement 

 
It is important for all drivers to recognize their responsibilities for operating vehicles on University 
business in a safe and sober manner. We require each authorized driver to sign the following commitment 
statement.   
 
As authorized University driver I pledge: 
 

1. That I have read, understand and will comply with Dominican’s Driving Policy and Procedures 
when operating a vehicle on University business.  Notably: 
 

a. That I may never drive a van larger than 10 passengers. 
b. That transportation of children under 14 years old or 80 pounds is prohibited. 
c. Prior to first use each day, I will make a brief inspection of the vehicle.   

 
2. To report any and all vehicle defects and safety concerns.   

 
3. To not use a vehicle with defects that may affect safety. 

 
4. To comply with all applicable federal, state and local regulations, including regarding drug and 

alcohol use, when operating a vehicle on University business.  No driver authorized by the 
institution may be under the influence of alcohol, or drugs that interfere with safe operation of 
vehicles, while operating a vehicle on University business at any time. 
 

5. To report all accidents and traffic violations, including while driving my own personal vehicle and 
not on University business, to Human Resources within 3 days.    

 
6. That I understand that failure to follow this policy and procedures will result in discipline up to, 

and including, termination. 
 

Driver Signature:  __________________________________________  Date:_______________________  

Print Name:  ___________________________________   Driver’s License #: _______________________  

 
 
 
The following to be completed by Department Driver Coordinator or Human Resources Office: 
 

❑ Driver’s Motor Vehicle record has been reviewed and eligibility criteria has been met 

❑ Driver completed online Defensive Driving course 

 
Driver Authorized by: 

Signature: ______________________________________________   Date: ________________________ 

Print Name: ___________________________________________________________________________






