








I. GENERAL
East Carolina University is committed to creating and maintaining a safe environment for University students, staff, faculty, and the general public. In keeping with this commitment, the University Vehicle Operator Policy sets forth minimum standards for the operation of University Vehicles in a safe and responsible manner; the adherence to all applicable motor vehicle laws; and the proper, careful, and prudent use of vehicles purchased with funds under the custody and control of the University. 

The University Vehicle Operator Policy applies to the operation of University-owned vehicles, vehicles loaned to or leased to the University, or vehicles leased on behalf of the University by any University employee including student employees and graduate assistants. This University Vehicle Operator Policy does not apply to the operation of Motor Fleet Management vehicles. 

The University Vehicle Operator Policy is available in the Business Manual as Policy Statement 11 in the Risk Management section at http://www.ecu.edu/business_manual/Risk_Mgmt_Policy11.htm#pol11.
Driver Verification Forms (DRV-1) may be obtained at http://www.ecu.edu/parking/forms.cfm  or by contacting the Central Motor Pool. 

II. PURPOSE

This COSP does not intend to restate information included in the University Vehicle Operator Policy.    

The purpose of this COSP is to document Campus Operations procedures ensuring that all Campus Operations personnel, including newly hired employees, temporary employees, students, and graduate assistants, submit to a driving record verification as frequently as required by the University Vehicle Operator Policy to operate a University vehicle. 
III. PROCEDURES

A. Directors and Assistant Directors:
1. Campus Operations Directors are responsible for having driving record verifications performed for members of their staff prior to operating a University vehicle and each fiscal year.
2. Campus Operations Directors are responsible for having driving record verifications performed for students and graduate assistants prior to operating a University vehicle and each semester.

B. Annual requirement for SPA and EPA employees
1. A driving record verification shall be performed each July for each Campus Operations employee, regardless of whether a driving record verification was completed within the year as with a newly hired employee or temporary employee.  

2. Risk Management shall email the Campus Operations Directors the following reminder in July:
The University Vehicle Operator Policy requires that the driving record verification shall be performed annually for each University employee whose job requires the operation of a University Vehicle. 

Submit a Driver Verification Form for each driving employee to the Central Motor Pool by the end of August, YYYY.  
Notify Risk Management by the end of August that Driver Verification Forms for all driving employee have been submitted to the Central Motor Pool.  

Notify Risk Management of any employees determined to be driving with an invalid license. 

The University Vehicle Operator Policy requires that the driving record verification shall be performed each semester for all student employees and graduate assistants whose job requires the operation of a University Vehicle.   

Please make sure that driving record verifications are performed for all student employees and graduate assistants each semester. 
3. Campus Operations Directors, or his/her designee(s), shall notify Risk Management by the end of August that driving record verifications for all employees on their staff have been submitted.   

C. Newly hired employees or temporary employees
1. Campus Operations Directors, or his/her designee(s), do not need to notify Risk Management when a driving record verification is performed on a newly hired employee or temporary employee during the course of the year. 
2. Regardless if a newly hired employee or temporary employee has had a driving record verification performed within a year of July (the beginning of the fiscal year), another driving record verification shall be performed in July to ensure that the employee’s driving record verification is updated in the same cycle as others in the department/shop. 
D. Student and graduate assistants

1. Campus Operations Directors are responsible for having driving record verifications performed each semester for students and graduate assistants.  

2. Campus Operations Directors, or his/her designee(s), do not need to notify Risk Management when a driving record verification is performed on a newly hired student or graduate assistant during the course of the year.
3. Campus Operations Directors, or his/her designee(s), do not need to notify Risk Management when a driving record verification is performed each semester on a student or graduate assistant.  

E. Invalid Licenses

1. Any employee including student or graduate assistants found to have an invalid license shall immediately cease operating University vehicles.  Appropriate disciplinary action shall be initiated.

2. Report the situation to Risk Management.

F. Copies of the driving record verifications

1. The Campus Operations Directors, or his/her designee(s), should NOT send copies of driving record verifications to Risk Management.  
2. Copies of the most current driving record verifications for Campus Operations employees, including newly hired employees, temporary employees, students, and graduate assistants, shall be maintained by the department or shop as directed by the Campus Operations Director, or his/her designee(s). 
3. Information concerning invalid licenses actions shall be likewise filed.
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