Averett University Vehicle Utilization Policy

(Policy Subject to Update as Needed)

Purpose:
To provide standards for the use, care, and maintenance of all Averett University vehicles.

Scope:   
This policy shall apply to all members of the faculty and staff, and to all students who operate or otherwise assume responsibility for any Averett University vehicles.

Use:
Vehicles are to be used solely in the conduct of business or authorized activities of Averett University.  They shall not be reserved for personal use, or by groups not connected with the university.   Averett University vehicles may not be driven by anyone other than Averett University, Aramark or Bon Apetit employees or Averett students.  The Executive Vice President or the President of the University must make all exceptions.

Operation:
Any person picking up vehicle keys or planning to drive an Averett University vehicle must be approved in advance by submitting a valid driver’s license issued by one of the United States.  A Department of Motor Vehicles check will be conducted on all prospective drivers.  A list of authorized drivers will be kept in the Security Office, in Human Resources and with the staff member who requested the approval and will be checked before keys are provided.  Staff members authorized to validate drivers are: Wanda Haynes, Faculty Secretary; Danny Miller, Asst. Athletic Director; and Ashley Gayles, Administrative Asst. for the Student Center.


(See instructions below.)
Priority list for vehicle use:


1)  Academic Activities (classroom use/field trips)


2)  Athletic Department*/Equestrian Department


3)  Admissions

4)  Student Development Activities, including recognized campus organizations


5)  Aviation


6)  All Others

(*Athletic teams may use vans only for travel to games or matches.  Exceptions may be made for specific situations at the discretion of the Vice President for Administration and Finance.)

If the following instructions are not followed, keys will not be provided:

· Vehicle Reservation forms for vans may be picked up from and returned for approval to the Vehicle Coordinator in the Athletics Office (Room 101, Grant Center at the North Campus) between 8:30 a.m. and 4:00 p.m., Monday through Friday.  The Vehicle Coordinator may be reached at 434-791-5700.  Other vehicles are reserved through the Security Office or Student Life Office on the main campus. Forms are available online at the Business Forms link: http://www.averett.edu/fac-staff/forms/formlink.htm.

· In addition to the Vehicle Reservation Form, a Travel Itinerary and Group Contact Information Form must be completed and submitted to the Security Office on Woodland Avenue before the group leaves campus.  This form is located online in the Business Forms link: http://www.averett.edu/fac-staff/forms/formlink.htm.

· The driver of any Averett University vehicle must hold and carry a valid driver’s license issued by one of the United States.  The Driver’s License must have been cleared with the State Department of Motor Vehicles in advance, at least ten days prior to driving any Averett University vehicle, by submitting his/her driver's license to Security on the main campus or to the Payroll Coordinator in the Business Office.  Averett students must be cleared each academic year; however, once a faculty or staff member has been cleared, his/her license is automatically filed for clearance the following year, provided he/she is still employed by Averett University.  Sponsors of group trips are responsible for ensuring that all of their vehicle drivers have been cleared. 

· Any person found driving an Averett University vehicle, who has not been cleared as stated above, will be held solely responsible for any issues arriving during the use of the vehicle and will lose future privilege to drive any Averett University vehicle. 

· Vehicle Notebooks and keys for vans may be picked up by the Vehicle Driver from the Vehicle Coordinator in the Athletics Dept., Room 101, Grant Center at North Campus when the vehicle is needed.   The Vehicle Coordinator may be reached at 791-5700.
· All Gas Receipts must have an authorized signature before purchasing gas.  The van gas receipts will be signed by the Vehicle Coordinator and are located along with instructions for the Gas Receipt Process in the Vehicle Notebooks.  Gas Receipts for use with other vehicles or equipment must also have an authorized signature.  For more information on the Gas Receipt and authorized signatures, refer to the Gas Receipt Process located online in the Business Forms link: http://www.averett.edu/fac-staff/forms/formlink.htm.

· Fines may be assessed in the following situations: 

1. A $25 fine will be assessed to the budget of the sponsoring organization if a vehicle is not returned in a timely fashion. 

2. A $25 fine will be assessed to the budget of the group, sponsor, coach, or faculty member reserving a vehicle if it is not returned to the space where it is picked up.  On return, vans are to be parked in the reserved spaces where they are picked up, in the back parking lot at the North Campus.  

3. A $25 fine will be assessed to the budget of the group, coach, faculty member or sponsor reserving a vehicle if vehicles are not free of debris when returned.  Sponsor/Supervisor is responsible for returning vehicles after each use free of trash, articles of clothing, equipment, etc., to have them ready for use.  

4. A $25 fine will be assessed to the budget of the group, coach, faculty member or sponsor reserving a vehicle if the vehicle is not returned with a full tank of gas.  Sponsor/Supervisor is responsible for returning vehicles with a FULL tank of fuel. 

· Sponsor/Supervisor will report to the Vehicle Coordinator any deficiency or problem with the vans immediately upon return to the campus, as well as making a notation on the Van Check Form located in the front of the Van Notebook assigned with each van.  The coach, faculty, or sponsor will also report to the Vehicle Coordinator any accident involving the van or any damage to the vehicle. Current Motor Vehicle Registrations and insurance cards are also in the notebooks assigned with each van.  Any deficiency or problem with other vehicles or equipment should be reported immediately to the person who issued the vehicle or equipment. Current Motor Vehicle Registrations and insurance cards are located in the pocket of all vehicles.

· If there is an emergency of any type during use of the vehicle, the Sponsor/Supervisor or the Driver of the vehicle must notify Averett Security (434-791-5888) as soon as possible so that someone on the Averett campus will have record of the incident.  The Sponsor/Supervisor should also notify their Leadership Committee member of the incident as soon as possible.   

· Vehicle drivers will observe all local, state, and/or federal laws regulating the operation and use of motor vehicles.  The vehicle driver is solely responsible for the violation of any motor vehicle law and/or any citation or fine for such violation.

· Use of cell phones while driving an Averett University vehicle is prohibited, is a violation of University Policy and will result in suspension of driving privileges.

· The driver and all passengers must wear seat belts at all times when the vehicle is in motion.

· No one shall operate an Averett University vehicle within eight (8) hours of using any alcoholic beverage, controlled substance, or other medicine that would impede driving.  This includes medication that has a tendency to make one sleepy or drowsy.

· No Averett University vehicle shall be used to transport alcohol, tobacco or any controlled substance.

· Use of any vehicle will be restricted to anyone who has violated this policy, misused a vehicle, or has been reported as a poor driver. 

AVERETT UNIVERSITY

Vehicle Reservation Form
· THIS FORM MUST BE COMPLETED AND SIGNED BY THE SPONSOR AND RETURNED TO THE VEHICLE COORDINATOR IN THE ATHLETICS OFFICE AT THE NORTH CAMPUS.



NOTE:  This form must have handwritten signatures.   ALL Vehicle Drivers must be pre-approved. 
· NO VEHICLE RESERVATION WILL BE CONFIRMED UNTIL THIS COMPLETED FORM IS SUBMITTED TO AND APPROVED BY THE VEHICLE COORDINATOR AT NORTH CAMPUS.   

· A SPONSOR MUST BE A FULL TIME EMPLOYEE OF AVERETT UNIVERSITY.  ANY RESERVED VEHICLE TRAVELING FURTHER THAN A 30-MILE RADIUS FROM DANVILLE, VIRGINIA, MUST HAVE A SPONSOR ON BOARD.  Sponsors should read the Vehicle Utilization Policy and the GAS PROCESS carefully and understand their responsibilities. 
· BEFORE LEAVING ON A TRIP, SPONSORS MUST ALSO COMPLETE THE TRAVEL ITINERARY AND GROUP CONTACT INFORMATION FORM AND SUBMIT IT TO THE SECURITY OFFICE ON THE MAIN CAMPUS.   

· AUTHORIZED GAS RECEIPT FORMS ARE ISSUED WITH THE VEHICLE NOTEBOOK AND KEYS, AND MUST BE COMPLETED, SIGNED BY THE SPONSOR AND TURNED IN TO THE BUSINESS OFFICE AFTER VEHICLES ARE RE-FUELED AT THE END OF THE TRIP.

Please Print

1.
ORGANIZATION/DEPARTMENT:___________________________________________________________________

2.
SPONSOR:(Print)____________________________________________________PHONE:______________________

3.
 DATE DEPARTING: ____________________________ TIME DEPARTING: ________________________________


DATE RETURNING: ____________________________ TIME RETURNING:
________________________________

4.
PURPOSE OF TRIP:_______________________________________________________________________________

5.
DESTINATION: ____________________________________________  ESTIMATED MILES: __________________

6.
DRIVER(S): _____________________________________________________________________________________  

7.
NUMBER OF VEHICLES  NEEDED: _____________________    NUMBER OF PASSENGERS: ________________

   ======================================================================================

I certify that the above information is complete and accurate and I have read, understand and agree to all 
of the conditions stated in the Vehicle Policy and Gas Process.  I ACCEPT FULL RESPONSIBILITY FOR THE VEHICLE.


___________________________________________
___________________________



         (SPONSER SIGNATURE)



           

 (DATE)

   ======================================================================================

VEHICLE DRIVER:

In accepting the keys to the vehicle(s) ___________________________________________________________________, 

I agree to follow the conditions as stated in the Vehicle Policy. 

___________________________________________________________________________________________________

(PRINT NAME)



     (SIGNATURE)


       
(DATE)

___________________________________________________________________________________________________

(PRINT NAME) 



     (SIGNATURE)


                 (DATE)

___________________________________________________________________________________________________



(PRINT NAME)



     (SIGNATURE)



(DATE)


========================================================================================

COMMENTS: _____________________________________________________________________________________

__________________________________________________________________________________________________
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