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University of Idaho
College of Natural Resources
MOTOR POOL POLICIES AND PROCEDURES
ATTENTION DRIVERS!
YOU MUST READ THIS!
Driver Responsibilities

The driver will be held responsible for any damage to the vehicle. U of I
vehicle insurance carries a $500 deductible.
Passengers
Must be an active participant in the event. No pets, children, or non-essential
riders (friends, spouses, etc.). They are not covered by U of I vehicle
insurance.
Mechanical Problems
Any mechanical problems should be reported on the Vehicle Checkout Sheet
located inside the vehicle notebook.
Gravel Roads
The maximum speed on gravel roads is 35 mph, in a CNR vehicle.
Picking Up A Vehicle
Vehicle use begins when the “Vehicle Checkout” form is signed and the keys
to the vehicle are issued to the signer. The daily charge begins when the
vehicle is removed from the lot where you pick it up.
Returning The Vehicle
• Park the vehicle back in the location from which it was taken. On the log
sheet** record the date and time the vehicle is returned to its designated
parking area. The daily charge ends at that time (e.g., If you return from
a trip on Saturday, but park the vehicle in front of your house until
Monday morning, you will be charged for Sunday also).
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• CNR Services has possession of the vehicle book and keys. (NOTE: If
our office is closed, there is a drop box for vehicle books located on the
wall outside of our office.)
Return the vehicle book with the keys to CNR Services, U of I College of
Natural Resources, room 22. The vehicle is considered **‘returned’** when:
Added charges you can avoid:
Vehicle must be returned to the same location from which it was taken.
(NOTE: a late fee will be charged if we have to hunt for the vehicle.)
$20 fueling charge: Vehicle must be returned with a full tank of gas. Failure to
do so will result in a charge for the price of filling or topping off the tank, plus a
$20 fueling charge.
$25 cleaning charge: Upon return of the vehicle, the interior must be free of
debris and excess dirt, and the windshield must be cleaned, or a charge of
$25 will be assessed. (NOTE: Absolutely NO PETS are allowed in this
vehicle. We may be able to vacuum up the hair, but many of our users have
allergies or nice clothes, and the dander from the animal remains for a long
time.)
$10 late charge: If the vehicle is due to be returned at 8:00 a.m., we allow for a
‘grace’ period until 8:45 a.m. Vehicles returned between 8:45 and noon will be
charged a $10 late charge. After 12:00 p.m. the user will be charged for an
additional day.
$10 hunting charge (see “Picking up and returning vehicle”)
Long-term users
• Change the oil every 3,000 miles, per the vehicle odometer or a sticker
with the information in the upper left portion of the windshield.. Give the
receipts to CNR Services and we will reimburse your budget.
• If the vehicle needs servicing and you’re out of the area, contact CNR
Services for instructions.
Repair costs could be incurred if drivers fail to reasonably maintain the
vehicle while in their care.
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Excerpted from

U of I Administrative Procedures Manual
05.09 -- University-Owned and Rental Vehicles – Usage
Last updated July 26, 2005
A. General. Except as provided in this subsection, U of I vehicles may be
used only for official U of I business. The use of university vehicles for
personal or other non-official business is strictly prohibited.
A-1. University Vehicles Defined. A “university vehicle” is any licensed
vehicle owned, rented or leased for official university business or
officially sanctioned student activity.
i) The president and certain other U of I employees designated by
the president (e.g., persons who are subject to emergency call) are
authorized to drive U of I vehicles between the campus and their
homes and to keep the vehicles at their residence.
ii) When not in use, U of I vehicles are to be kept in assigned
parking areas.
A-2. Vehicle Availability. … the College of Natural Resources…[has] a
number of vehicles that may be available to other U of I units on a rental
basis…; information on procedures and charges can be obtained by
calling [885-6799]. [Note: Vehicles used for official business must carry a
certificate of liability insurance, Citizens Claim Procedure, & an accident
report claim form.]
A-3. Passenger Restrictions. Only the following persons may ride in
U of I vehicles: U of I employees, persons cooperating in U of I projects
or programs, and students participating in authorized travel.
i) In the event persons other than U of I employees, persons
cooperating in U of I projects or programs, or U of I students
participating in authorized trips are to be carried in a vehicle rented
or leased for official U of I business, approval by the driver’s
supervisor is required before the trip. If passengers in this category
will be transported, please see 05.08 (E), for guidance on medicalpayments insurance coverage.
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A-4. ASUI Student Vehicle Usage. Students may be authorized to drive
ASUI vehicles by procedures duly approved by the ASUI; names of
students authorized to drive ASUI vehicles must be filed in writing, in
advance, with the Risk Management Office (MS 3168). Student drivers
must meet the U of I driver qualifications listed below [see Section B].
A-5. Non-Employee Drivers. In situations where the president, provost, a
vice president, dean or director, acting as the president’s designee,
determines that use of a U of I vehicle (excluding 12 and 15-passenger
vans) is for official purposes, individuals who possess a valid driver’s
license and who are not U of I employees may be authorized to drive
U of I vehicles. A University of Idaho Authorization of Approved Driver of
University-Owned Vehicle(s) [Sample Form] must be completed. All such
authorizations must be approved in writing in advance by the provost,
vice president, dean or director, or authorized designee. Persons
authorized to drive vehicles under this section are considered to be
authorized volunteers for purposes of financial responsibility and for
purposes of the Idaho Tort Claims Act, Idaho Code §6-901 through 6929. Examples of situations that may be approved under this section
include use of U of I vehicles by members of boards or councils
performing services for the university.
B. Requirements for Driving University-Owned Vehicles. A driver must
meet the following qualifications before he/she is permitted to drive a vehicle
on official university business or officially sanctioned student activity.
B-1. Driver’s Record Check (Required). A Driver’s Record Check is
conducted when the employee is first hired or before the employee’s
initial use of a university vehicle. [Sample Form] for employee’s
authorization to complete a driver’s record review. Recommend that this
process be repeated at least once every three years thereafter. Driver’s
Record Checks for the state of Idaho may be made by designated and
approved unit personnel over the Idaho Department of Transportation’s
website: [http://www.itd.idaho.gov] at no charge to the unit.
i) The Responsibility Center Manager (RCM) of the driver’s unit or
department is responsible for making sure that the policies and
procedures governing vehicle use and driver qualifications and
training are observed. A current list of RCMs may be viewed by
going to the EHS homepage at http://www.uidaho.edu/safety/ and
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selecting “Driving Policies and Information.” The unit RCM or
his/her designee must ensure that the driver is qualified per U of I
policy and the following criteria has been met.
ii) Unit RCMs and/or authorized designees may obtain the
authorization and password for individuals in their department given
the responsibility for conducting Drivers Record Checks by
submitting a written or emailed request to the Risk Management
Officer (csalonen@uidaho.edu). [Note: RC Managers are
responsible for ensuring the individuals assigned the responsibility
for conducting Driver’s Record Checks understand that information
obtained is CONFIDENTIAL, is not disclosed to any other person or
source, and is only used to determine that an individual meets the
qualifications for driving university vehicles as described in this
policy.] Out-of-State license holders and/or International license
holders are responsible for providing a current copy of their driving
record.
iii) Based on the Driver’s Record review, any of the following
conditions disqualify any potential designated driver:
a. Accumulated on their Idaho driver’s license record, six (6)
or more points within the past twelve (12) months; nine (9) or
more points within the past twenty-four (24) months; or twelve
(12) or more points within the past thirty-six (36) months [see
IDPA §39.02.71]; or
b. Accumulated on their out-of-state driver’s license record,
one-half (½) the point total that would trigger suspension or
revocation of their out-of-state driver’s license; or
c. A suspended or revoked driver’s license within the past
three (3) years for driving-related conduct (i.e., no driving for
one (1) year from the most recent suspension/revocation
date); or
d. A conviction for an alcohol or drug-related offense while
driving; (First offense, no driving for two (2) years from date of
conviction; second offense/conviction, driving university
vehicles is prohibited).
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B-2. Other Driver Requirements.
i) Driver must be at least 18 years old. [Note: 16 years old if the
vehicle does not exceed 6,000 lbs.; driving is incidental (not
essential) and occasional to the minor’s employment; restricted to
daylight hours; the minor has completed a state approved driver’s
education course; and the minor holds a state license valid for the
type of driving being performed.] In addition, the vehicle must have
seat belts for the driver and passengers, and be used. These
exceptions do not apply to any occupations that involve driving or
towing vehicles, driving around mining operations, logging or
sawmill operations, or excavation areas of any type.
ii) As required, ensure drivers have successfully completed the
appropriate driver training, see below [Section D], or have a valid
Commercial Driver’s License (CDL).
iii) Ensure each driver follows all Driver Safety Requirements (See
Section E).
iv) A Vehicle Use Agreement [Sample Form] is signed and
approved. [Note: Copies to department and Risk Management
Office (MS 3168).]
v) In case of an accident involving a U of I vehicle, ensure that
reports are filed as required by law and described below [Section B3].
vi) Drivers must report to their departmental supervisor any
violations that disqualify him/her as a designated driver, see above
[Section B-1(iii)].
B-3. Driver Responsibility for Reporting Accidents. The driver is
responsible for reporting all accidents to his/her supervisor, obtaining a
police report, as necessary, and filing an accident report with the Risk
Management Office (MS 3168). See 05.01 D and 05.08 G (regarding
rental vehicles) for information about U of I’s liability insurance and
procedures applying to any accidents that may result in damage claims
against U of I. It is also the driver’s responsibility to make reports to law
enforcement agencies as required by law.
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B-4. Driver Responsibility for Reporting Vehicle Damage. The driver is
responsible for reporting any damage that occurs while a university
owned/leased vehicle is being used to an appropriate representative of
the department/agency where the vehicle is permanently assigned.
B-5. Penalties and/or Sanctions for Driving Infractions. University
employees are subject to the following sanctions and/or penalties if
found negligent or guilty of any of the following driving behaviors.
i) If an employee accumulates more driving points than allowed by
this policy, such employee will receive written warning from the
supervisor and will be required to take a Defensive Driving Course,
see below [Section D], before driving a University-owned vehicle. If
the disqualified employee accumulates additional points or
becomes disqualified a second time, the employee will be subject
to further disciplinary action, up to and including dismissal.
ii) If an employee becomes disqualified due to a suspended or
revoked license, or a conviction of an alcohol or drug-related
offense while driving, such employee will be subject to disciplinary
action, up to and including dismissal.
C. Requirements for Driving Rented/Loaned/Leased Vehicles. A driver
must meet the following qualifications before he/she is permitted to drive a
rented, loaned, or leased vehicle on official university business or officially
sanctioned student activity.
i) Driver must meet all requirements for university-owned vehicles
noted above, see [Section B].
ii) Driver must meet any specific requirements of the rental agency
or loaning organization (e.g., valid driver’s license, credit card, etc.).
D. Driver Training Requirements.
D-1. Defensive Driving Course.
i) All employees whose job description specifies that they drive
university vehicles on a regular basis as part of their regularly
assigned duties are required to take an approved Defensive Driving
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Course upon initial employment unless they already possess a
valid Commercial Drivers License (CDL). Defensive Driving courses
are offered and/or approved by the Environmental Health and
Safety Office. Departmental supervisors are responsible to ensure
that employees attend.
ii) Any university employee found at fault for an accident while
driving a university-owned vehicle is required to complete a
Defensive Driving Course.
iii) Any university employee who drives a university-owned vehicle
in the course of employment and becomes disqualified to drive
because of an accumulation of driver points that exceed the
allowable amount under this policy will be required to complete a
Defensive Driving Course before allowed to drive a university
vehicle.
iv) Other university employees who occasionally drive university
vehicles are encouraged to take a Defensive Driving Course.
D-2. Van Driver Safety Training Course.
i) This course is required for any employee or registered volunteer
who plans to drive a 12 or 15-passenger van for official university
business or officially sanctioned student activity, unless they
already possess a valid Commercial Drivers License (CDL).
Employees who drive vans must retake this training course every
five years.
D-3. Departmental Responsibility for Monitoring Driver Training. Departments are responsible to ensure that their employees or approved ASUI
student drivers complete the appropriate training before driving a
university-owned vehicle or vehicle rented, loaned or leased for official
university business or officially sanctioned student activity.
E. Driver Safety Requirements.
E-1. Responsibilities and/or Driver Restrictions.
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i) Driving time per driver is limited to a maximum total of 8 hours per
day. It is recommended that uninterrupted driving times do not
exceed 2 hours, separated by a minimum 15 minute break.
ii) Drivers may not use a cell phone while driving.
iii) Smoking is not permitted in a university vehicle.
iv) Open containers of alcohol are not permitted in a university
vehicle nor will the driver drive under the influence of drugs or
alcohol, except any medications, as long as they do not impair the
driver’s ability or cause drowsiness.
v) Drivers and passengers must wear seat belts and/or shoulder
belts at all times while driving or riding in all vehicles.
vi) Drivers must adhere to all conditions listed in the Vehicle Use
Agreement [Sample Form].
vii) State and local traffic laws, and university regulations must be
obeyed at all times. A U of I employee or authorized volunteer who
violates such laws or regulations may, under certain circumstances,
be personally responsible for any consequent damages or fines
and may be subject to disciplinary action.
F. Responsibilities of Units with Vehicles for Official Use. Those units with
vehicles must ensure the following requirements before releasing a vehicle.
i) Obtain a completed and signed Vehicle Use Agreement [Sample
Form] form or obtain verification that a signed Vehicle Use
Agreement form is on file in the driver’s department, along with the
necessary vehicle rental paperwork.
ii) Ensure that each vehicle has a copy of the following:
a) State of Idaho Auto Accident Report Guide
b) Citizen’s Claim Procedure Form
c) State of Idaho Certificate of Financial Responsibility
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iii) Post cautionary, safe-use guideline signs provided by the
Environmental Health & Safety Office in conspicuous locations in all
12 or 15-passenger vans.
iv) Immediately report all accidents to the Risk Management Office,
(208) 885-7177, and when appropriate, assist the Risk
Management Office in any accident investigation or information
gathering activity.
v) Maintain vehicles, update maintenance records, and inspect
vehicles on a regular basis. All university vehicles must pass
inspection by a qualified inspector at least annually. An Annual
Vehicle Inspection Checklist [Sample Form] must be used to
document a university vehicle has passed an annual inspection in
order for it to remain in service. It is recommended that checklists
that are at least as comprehensive as those provided in the Idaho
Office of Insurance Management’s Statewide Safety and Loss
Control Program Model
[http://www2.state.id.us/adm/insurance/risk_index.htm] are used to
perform weekly, monthly and quarterly inspections.
vi) Ensure that each university-owned vehicle is equipped with a
first aid kit and a fire extinguisher.
G. Procedures for Vehicle Usage. All vehicle usage forms must be
completed and authorized in advance of vehicle use. To obtain a vehicle from
the University motor pools, an employee should:
i) Call the motor pool to reserve a vehicle and confirm the
paperwork that must be submitted to obtain a vehicle
ii) Prepare the appropriate motor pool paperwork and secure the
appropriate signature of the authorizing administrator, including the
Vehicle Use Agreement.
H. Information. Questions regarding these policies or the use of U of I
vehicles for university official business may be referred to the Risk
Management Office at (208) 885-7177. For information about Defensive
Driving and Van Safety courses, as well as additional information on these
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policies, visit Environmental Health & Safety’s website at
[www.uidaho.edu/safety], select “Register for Training” to view a list of classes
currently available or “Driving Policies and Information.”
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Revision 7-15-02.1

UNIVERSITY OF IDAHO
VEHICLE USE AGREEMENT
As a driver of a university vehicle owned, rented or leased for official University business
and/or student activities, I agree to abide by the University policies and procedures,
including the following:
I certify that:
1.
I have a driver’s license that is valid in the United States.
2.
I am at least 18 years old (or 20 years old if driving a 12 – 15 person passenger van
on roads with designated speed limits that exceed 35 mph).
3.
If I will be driving a 12 – 15 person passenger van, that I have a alid CDL or have
attended a Van Driver Defensive Driving course presented or approved by
Environmental Health & Safety within the past 5 years.
4.
I will not permit any unauthorized person to drive the vehicle.
5.
I will not permit any unauthorized passengers in the vehicle (only U of I employees,
persons cooperating in U of I projects or programs, and students participating in
authorized trips are authorized).
6.
I will use a seat belt or other available occupant restraint and require all passengers
to also use occupant restraints in accordance with state law, and not operate the
vehicle unless all occupants are wearing the appropriate restraints.
7.
I will operate the vehicle in accordance with University policies and procedures and
know and observe all applicable traffic laws, ordinances and regulations.
8.
I understand that I may be responsible for all traffic violations and fines resulting
from my use of a University vehicle.
9.
I will not allow open containers of alcohol in the vehicle or drive under the influence
of drugs or alcohol except any medications as long as they do not impair my driving
ability or cause drowsiness.
10. I will not use a cell phone while driving.
11. I will not exceed the speed limit or drive the vehicle at speeds that are unsafe for
road conditions.
12. I will be well rested. I will not drive more than a total of 8 hours per day, and will limit
periods of uninterrupted driving to no more than 2 hours, separated by breaks of at
least 15 minutes.
13. I will not drive the vehicle “off road” unless it is designed and intended for that use.
14. I will turn the vehicle off, remove the keys, and lock the vehicle when it is left
unattended.
15. Before leaving the parking area or garage, I will inspect the vehicle for safety
concerns, checking the tires, wipers, lights and other safety equipment for
observable defects. I will report any defects immediately to the appropriate authority
to determine if the vehicle is safe to operate.
16. I will immediately report all accidents, property damage, or violations to the
prescribed authority.
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17.

I will immediately report to my supervisor any change in my driving status that
places me outside the University’s driving qualifications.
These include:
• Accumulating on my driver’s license record, 6 or more points within the past 12
months; 9 or more points within the past 24 months, or 12 or more points within the
past 36 months; or
• Having my license suspended or revoked within the past 3 years;or
• Being convicted for an alcohol or drug-related offense while driving within the past
2 years or being convicted for these offenses more than once.
18. As a University employee or student, I understand I am subject to all applicable
university disciplinary procedures for violations of University policies and
procedures.
By signing below, I certify the foregoing is true and correct. I understand that
misrepresentations or omissions may be cause for disciplinary action, up to and including
dismissal.

Name of Driver (Please Print)

Signature of Driver

Drivers License Number

Department

Vandal Card Number

Date

By signing below, I verify that my department has completed or been provided with a
driver’s license background check as required.

Signature of Unit RCM or designee

Department

15

Date

