








I. PURPOSE
The purpose of this FSSP is to outline Facilities Services policy regarding reimbursement of costs associated with a Facilities Services employee’s commercial drivers license.  

II. PROCEDURES
A. Renewal of CDL

Facilities Services employee will be reimbursed for the minimum renewal fee of a commercial drivers license (CDL) if both of the following conditions are met:

1. employee’s current position description requires a CDL OR the employee is identified as a back-up operator

2. employee is in good standing with the University and Department of Transportation.  An employee in good standing means that the employee has no documented disciplinary actions against him/her within the preceding 18 months or any disciplinary actions pending.

B. The Assistant Director shall identify employees as back-up operators based on the Department’s need for CDL operators and the employee’s standing with the University and Department of Transportation.  If required, a back-up operator may need additional equipment training   
C. Initial CDL 

1. Existing employee

If an employee whose job description does not require a CDL (i.e. general utility worker) seeks promotion to a position that requires a CDL (i.e. grounds worker), the employee may request Facilities Services cover the cost associated with an initial CDL.  The employee should submit the request to the Assistant Director prior to incurring any expense associated with the CDL.  The Assistant Director will consider each request individually.  The Assistant Director shall consider employee’s standing with the University and Department’s need for CDL operators as back-ups and in anticipation of opening and new positions.

If the employee has not promoted to a position that requires a CDL and is not considered a back-up driver upon renewal of the CDL, Facilities Services will not reimburse an employee for the minimum renewal fee of a CDL. 

2. New employee
If a newly hired employee is required to obtain a CDL, Facilities Services may reimburse the cost associated with an initial CDL.  The Assistant Director will consider each situation individually and may place time requirements (i.e. end of probationary period) on obtaining the CDL. 
D. Each Facilities Services Department shall maintain a summary detailing CDL information including the following information:

· employee’s name 

· position number 

· whether employee is considered a primary driver (no indicates the employee is considered a back-up driver). 

· license number

· class 

· endorsements 

· expiration date

· transgressions reported by DOT, etc. 

Each Facilities Services Department shall forward a list with social security number, employee name, employee job class and employee type to Human Resources quarterly as requested.  
E. Employee shall present his/her license and receipt for renewal to the appropriate Facilities Services Administrative Assistant for reimbursement.   Reimbursement of initial CDL issue and renewal shall be considered a priority and Facilities Services shall expedite the process as much as possible. 
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