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N RTl{WEST RN STATE UNIVERSITY
DRIVER'S SAFETY PROGRAM & POLICY

Northwestern State Univ rsity is ci)

mmitted to ensuring a safe workplace for all employees. NSU is required
to develop a comprehensive loss p

| evention program to comply with the Louisiana Revised Statute Title 3q,
Section 1543 (LA R.S. 1543). DriveAs Safety is g required component of the Loss Prevention Program.

Students, contractors, vendors, candidates for future employment, and volunteers shall not be authorized to
drive for the University. Only Employees, who|are required to drive in the course and scope of their
employment with the University may become Authorized Drivers.

APPLICABILITY

The NSU Driver Safety program ap

plies to all e(nployees who operate a motor vehicle on official University
business in the course an scope of]

their emplayment. A State Vehicle is any licensed motor vehicle owned,
leased/rented by the State of Louisiana and/or Northwestern State University.
Please note that not all employees will have a need to drive a University vehicle, a rented/leased vehicle or

their personal vehicle on University business, and therefore all em ployees are not automatically authorized to
drive. Each request will be evaluated independL

ntly for approval.

\
The Driver Safety Prograr‘P applies to all drivers of State Vehicles, and privately owned vehicles used on
official University business.

The Driver Safety Program is applicable to all employees that receive a paycheck from NSU and who drive a
motor vehicle on official University business.

This program applies to anyone who receives a paycheck from the University and who drives a motor vehicle
on official University busiq‘ess in the course and|scope of their employment.

DRIVER SAFETY COORDINATOR and/or DESGINEE RESPONSIBILITIES

The President of the University has The ultimate responsibility for the Drivers Safety Program. The President
has the option to designate an employee to oversee and enforce the Driver Safety Program.

At Northwestern State, thL President has designated the Environmental Health & Safety Officer-Emergency
Preparedness as the Driver Safety Coordinator. This designation is made in writing each year. Designation
letters are located in the files with the Driver Safety Policy.

Responsible for the implem%ntation ofqhe Driver Safety Program and shall stress the importance of
the Driver’s Safety Program |to all emplayees.

Responsible for aULhorizing employees to drive on University business, and ensuring that all
employees complete all steps in the drivier's authorization process.




Supervisor shall:

Verifies that each|driver has a
Obtains official driving record

Responsible for completing all the steps below in verifying an employee’s authorization to drive on
University business. ‘

valid and properly classed driver's license.
s (ODRs) no longer than every twelve (12) months, reviews

them no longer that forty-five (45) days from the date the ODR is obtained, and ensures that

allemployees meet all require
3. Certifies/that each employee
within 9o days of making a re
employees that ade requesting
training,|and provide the certi
for the authorization process.
4. Signs and dates the Driving A
used more than once if the Su
2054.
5. Notifies the employee and the
declared an unauthorized driv.
6. Maintains a list of employees
are not authorized to drive.
a. Employees who are hir
added or deleted from
Office of Risk Managen
b. The Internal Auditor at
updated periodically an
Office.
c. High Risk Drivers must

ments to be authorized to drive.

nas completed an ORM-recognized defensive driving course
juest to drive. Northwestern State would prefer that

j authorization to drive on University business, complete the
ficate or training transcript with the other required paperwork

pthorization and History Form (DA-2054). The DA-2054 can be
pplemental Signature Sheet is used and attached to the DA-

appropriate supervisor(s) which employees have been
er.

that are authorized to drive or a list of those employees that

ed or terminated during the audit year are not required to be

the list, except on an annual basis prior to the audit, per the
nent.

Northwestern State University requires that the list be
d that the list be distributed to the Motor Pool and the Travel

be added to or removed from which ever list Northwestern

State is upiating, and that must take place as soon as a High Risk is identified,

7. Ensuring that policies and pro
necessary to comply with the
8. Ensuring that training courses

SUPERVISORS OF DRIVTRS RESF“ONSIBILIT

| ‘
Provide time Tr the en’Tponee to c¢

Allow only authorized
Report any reyocation or suspensio
Coordinator iVEmediately.

cedures are established, implemented and updated as
requirements of the Office of Risk Management.
are available, conducted, and documented.

IES

omplete the ORM online defensive driving course.

mployees to drive on University business.

n of an employee’s driver's license to the Driver Safety

Ensure that University vehicles are in safe operating condition, including completing the monthly

inspection checklist.

Ensure that all deficiencies noted o
and all is documented an the prope
Ensure that al| accidents and incide
is made, and photos of the vehicles
Ensure that agt

requirement qf ORM.

n the checklist and any preventative maintenance is completed
r forms.

nts are promptly reported to University Police, a police report
are taken.

er an accident/incident that the employees involved are all drug tested, as thisis a




EMPLOYEES RESPONSI‘BILITIES

\

Only operate vehicles on University

Employees shall:

: 18

of their job duties for the University.

Only operate those vehicles for wh
Be responsible for the safe operatia
Report any unsafe condition to thej
Report all accidents to l;Jniversity P
contacted at 318-357-5431.

a. Report acciden%'s to Motor |

i woN

completed tor

b. Comp
rented
Complete and
a.

port the ac¢
ete DA-2041: Accide
[leased thicles, orp
sign the DA-2054: Dr
By signing the form the em
i.. The employee has a
vehicle.

ii.. The employee’s sup
University business,
Agree to notify Sup
license, see form for

iv. | Authori{e Universit

. comply with the Sta

V. Received a copy of t

Employees with Out-of-State Driver
Driver’s Licensf, then the employee
state that issued their driver's licens
and will be required each year, in orﬁ
issuing state is not provided to the E
become unauthorized to drive, until
Immediately rsTport any revocation a
violations to their super\)isor, but no
NOT USE A TELECOMMUNICATION

?ool Administrative Assistant

o)

business if they are required to do so in the course and scope

ch they are licensed and insured.

n of vehicles while on University business

I supervisor.
plice, no matter where the accident happens. They can be

SO proper paperwork can be
ident to ORM.

Nt Reporting Form—for accidents in University vehicles,
ersonal vehicles on University business.

iving Authorization and History Form.

loyee indicates the following:

t least the minimum liability insurance on their personal

ervisor must approve the use of a personal vehicle on

A University vehicle or leased vehicle is encouraged.

ervisor if there is a change in any aspect of their driver's

specifics.

to obtain/access Official Driving Records from Louisiana, to
e’s Loss Prevention Program.
he Northwestern State University Driver Safety Policy.
s License: If the employee possesses an Out-of-State
is responsible for obtaining an official driving record from the
- The employee is required to do this at their own expense,
erto continue as an authorized driver. If an ODR from the
nvironmental Health and Safety Office, the employee will
such is provided.
ftheir driver’s license or any convictions for any moving
later than the next business day.

vehicle that is being driven on state

communication and engaging in a call. Use of a Wireless Telecomm
passengers in such vehicles.

permissible for

Exceptions

° a traffic crash, medic

Report
Report
Report
employ
Engage
lawfully
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®
ee or another person
in a call or write, sen

parked.

a situation in which tk
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IS DEVICE while driving in a state-owned, leased or private
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al emergency, or serious road hazard.
e employee believes his/her personal safety is in jeopardy.
ion or potential perpetration of a criminal act against the

d, or read a text-based communication while the vehicle is




DRIVER AUTHORIZATION PROCESS

EMPLOYEE RESPONSIBILITIES:

**Please remember that even though you go through this whole process, you may not be authorized

to drive, because driving on University business must be conducted in the course and scope of your
job duties at the University. **

The employee shall complete the following, prior to becoming an authorized driver.

1.

DA-2054: Drivihg Authorizition and History Form: This form must be completed and
signed by the EMPLOYEE ONLY. The information on this form is used to acquire the
official driving records (ODR) for the employee from the Louisiana Department of Public
Safety, Office of Motor Ve licles. This is only for employees have a Louisiana Driver's
Licenge. This form is required, and the original must be turned into the Environmental
Health & Safety Office. The form is explained in detail under the Employee’s
Responsibilities;section of this policy.

***1f the employee possesses an Out-of-State Driver's License, then the employee is
responsible for obtaining an official driving record from the state that issyed their
driver's license. The e !ployee is required to do this at their own expense, and will be
required each year, in Qder to continue as an authorized driver. If an ODR from the
issuing state is not provided to the Environmental Health and Safety Office, the

employee will become Jnauthorized to drive, until such is provided. **

PERSONAL INSURANCE INFORMATION: Must be provided and documented if a
personal vehicle is to be useﬁ on University business. Please submit a copy of your
insurance card, with other Dlriver Authorization documents. It is the employee’s
responsibility to provide a new card when the one provided expires. If proof of personal
liability insurance is not avai able, then the employee will not be allowed to drive their
personal vehicle, and must Use a University vehicle or a rented/leased vehicle.
DEFENSIVE DRIVING TRAINING: Employee must complete and pass am ORM

recognized defensive driving
Northwestern State requires
Louisiana Employee’s Online

course. ORM states that you have g0 days, but
that you take the course and provide the certificate or the
(LEO) Training Transcript at the time all other paperwork is

provided to request an Authorized Driver Status. Defensive Driver Training is required
every 3 years and the employee is responsible for knowing when their course expires.
Environmental Health & Safety WILL NOT notify employees of their course expiring. If
the course expires, the employee will be placed on the unauthorized driver list, and will

not be allowed to drive on unjiversity business.

DRIVER SAFETY COORDINATOR: The Driver Safety Coordinator shall within 45 days of obtaining the
Official Driving Records, review the ODR, and the DA-2054. If the employee meets all the requirements of the
program, then the DA-2054 will be signed and dated. The DA-205, Supplemental Sheet maybe signed on

subsequent years if all of the qualifications are met.

LISTING OF DRIVERS: The Driver Safety Coordinator will maintain a list of authorized or
unauthorized drivers, as the University sees fit. Any person that is determined within the fiscal year
to be a high risk driver will be removed from the authorized list and placed on the authorized list,

whichever list the agency is updating.



* Employees who are hired dr terminated during the audit year are not required to be
added or deleted from the list, except on an annual basis prior to the audit, per the Office
of Risk Management.

* The Internal Auditor at No thwestern State University requires that the list be updated
periodically and that the list be distributed to the Motor Poo| and the Travel Office.

* High Risk Drivers must be added to or removed from which ever list Northwestern State is
updating, and that must take place as soon as a High Risk is identified.

MOTOR POOL ADMINISTRATIVE ASSISTANT: Shall establish a policy for employees to obtain a Fyel Trac
card in order to purchase fuel for vehicles. This|policy is required by the NSU Internal Auditor to be

OTHER ASPECTS OF THE DRIVER SAFETY PROGRAM:
MOTOR POOL ADMINISTRATIVE ASSISTANT:

e Shall establish a policy for employees to obtain a Fuel Traccard in order to purchase fue| for
vehicles. This policy is required|by the NSU Internal Auditor to be established, implemented
and documented by the Motor Pool Administrative Assistant. Please contact the Motor Pool
for a copy of that policy. |

* Shall ensure that unauthorized drivers do not use University vehicles or rented/leased
University vehicles.

HIGH-RISK DRIVERS: High risk Drivers shall not be authorized to drive vehicles on state business
from the date of discovery for a minimu| of 12 months. High-Risk drivers are those individuals:

1. Having three or more convictio s, uilty pleas, andfor nolo contendere pleas for moving
violations within the previous 12month period, or

2. Having a single conviction, gquilty plea, or nolo contender plea for operating a vehicle while
intoxicated, hit and run driving, vehicular negligent injury, reckless operation of a vehicle, or
similar violation within the previous 12 month period.

3. Ifan Authorized Driver becomes a high risk driver, they shall immediately be removed from
the authorized drivers list for a 12 month period from the date of discovery.

4. High Risk Driver to Authorized Driver-

Once the 12 month period has passed, an employee may begin the process again to become
an authorized driver for the Univ rsity. This includes the following steps:

Official Driving Record must be clear. Employee should ensure this is done.

Take online Driver's Safety T aining Course, and print certificate.

Complete and sign a new DAq2054.

Turn all required paperwork to the Driver Safety Coordinator.

The Authorization Process will then start.

UNAUTHORIZED DRIVERS: If an employee is not authorized to drive, that employee and his/her
supervisor shall be notified in'writing that they shall not be driving on state business. If driving is not a
part of the course and scope of the employees written job duties, then the employee will be an
unauthorized driver.

The Motor Pool Office and the Trave| Office are also notified of an Unauthorized Driver status.



The letters and all documentation related to the Unauthorized Status is maintained in the employees
file in the Driver Safety Coordinator’s Qffice.

The employee is not cleared to drive until confirmation is received by e-mail from the Driver Safety
Coordinator. !

Official Driving R:ecords (QDR)
Once a completed and signed DA-2054 form is received, the Driver Safety Coordinator shall request

an Official Driving Record (ODR) for ear:h University driver from the Louisiana Office of Motor
Vehicles. |

An employee’s signature on a DA-zo_c,z,E remains in effect until the form is revoked by the University or
until a new DA-2054 is executed.

Annually, the Driver Safety Coordmator will check the driving record of every University driver for

compliance with the Louisiana Office df Risk Management regulations. The Driver Safety Coordinator
shall maintain all of these records for ajminimum of three years.

You will only be contacted if a non-valid Official Driving Record is received.
---to clear up any discrepancies before authorization can proceed.

Out of State Driver’s License:

|

i
Employees with gut-of-state driver’s l|tense are required to obtain their Official Driving Record from
the Department of Motor Vehicles which holds their current driver’s license.

The out-of-state official driving recordimust be submitted to the Driver Safety Coordinator for review.
The employee must be authorized to drive prior to driving on any University business.

Any cost associated with obtaining a driving record for an out-of-state driver's license is the
responsibility of the employee.

i
Defensive Driver Training

Defensive driver training is required for every employee who is required to drive a motor vehicle on
state business in the course and scope of their job duties.

All University employee drivers should take a training course within go days of hire. Additionally, all
employees must take the training course every three years as a refresher.

Employees must all take the same course, but the location of the online course is different depending
on the employee’s classification.

|
Full Time Employees

Driver’s $afety is dffered via LLuisiana Employees Online (LEO).

The link for the course is: httﬁs:/[ieo.doa.Iouisiana.qovliri/portal




Accidents and Reporting

You will need your. LEO Personnel number. This can be obtained from the Human Resources
Office. Itis a number that begins with “P”. You must have it to take the course. Full time
employees must take the course via LEO, so that there is a cumulative record of employee
training. !

Then follow on screen instructlons. You will take the Defensive Driving Course.

All other Employees: Employees without a LEQ Personnel Number, "P* Number.

Driver’s Safety is offered via arj online course through the Office of Risk Management.

The link for the course is: .
httQ:[/doa.louisiané.qov/orm/dnline Courses/Defensive_Driving 313/player.html

Follow the online iﬁstructions to complete the course,

You will need to add your name to the "Certificate of Completion” and print certificate.

You mustprint the certificate, attach to the DA-2054, and the Driver Request Form,

All employees:

The certificate neleds to be sent to the EHS office with a completed DA-2054 form. All forms must
be completed in their entirety, please|leave nothing blank.

All items need to be sent at the same time, for timely approvals.

Vehicular Accident: Any incident in which the vehicle comes in contact with another vehicle, person, object or
animal - which results in death, personal injury, or property damage; regardless of: who was injured, what was
damaged or to what extent, where it occurred or who was responsible.

if you are driving on University business, which would be in the course and scope of your job duties at NSU, then
you must report the accident immediately.

On-Campus: Contagt Universiqy Police at 357-5431 and request an officer to complete and accident report.
Request that he takg photos ofithe accident%scene.

Off-Campus: Contact local law enforcement where you are located. All vehicular accidents should be reported
to local law enforcentent immediately. Contact local law enforcement by dialing g11.

Alt vehicular accidents should be reported by the driver/femployee, within the time frame listed. Report the
vehicular accident as listed below:

¢ Employee’s Jmmediate Supervisor—immediately

*  University Police Dispatcher—within hours of the accident, and

e Driver Safety Coordinator, via DA-2641 within 24 hours of accident.

Driver involved in vehicular accident must complete a DA-2041-Louisiana State Driver's Accident Report on the
day of the accident, unless injuries prevent c mpleting the form. If the driver cannot complete the form, the
employee’s immediate supervisor must complete and sign for the employee.

If an employee is injured in the vehicular accident, then a possible worker's compensation claim is involved. The
employee must report the injury to the Environmental Health & Safety Office and an Employee



Accident/Incident Form must be completed to initiate the claim. This must be done immediately so that all
paperwork will be filed in a timely manner| If the employee’s injuries prevent him/her from completing the
report, the employee’s superyisor must complete the form and send it to the EHS Office.

i
All Employees who are the driver of a University vehicle, rented/leased vehicle or their personal vehicle on
University business, MUST BE drug screened. NO EXCEPTIONS.

Contact the EHS Offite for Drug Screen paperwork.

DA-2041: Accident Reporting Form
Must be completed for each vehicle accident that occurs on University business

The DA-2041 must be typéd or printeq, so that it is easily read. It must also be signed.

Must be completed for all vehicular actidents, no matter how insignificant the damage to vehicles.

The DA-2041 must be completed, signed and turned into the Motor Pool Administrative Assistant
within 24 hours of the accident. No exceptions as there are time requirements to have vehicular

accident information reports to the OI?M Claims Unit or the Insurance Carrier that is contracted with
ORM., |

The DA-2041 may be faxed or e-mailed to the Motor Pool Administrative Assistant, but the original
must be sent via campus mail. The original must be in the accident files.

The DA-2041 and an Instructions to complete the DA-2041 are included with this policy. A DA-2041
and instructions are in each University vehicle. This form must be completed with as much
information as possible.

Failure of an authorized driver to report any vehicular accident may be cause for suspension of
driver’s authorization to drive on University Business.

Motor Pool Administrative Assistant Fax Number 357-5294

The Motor Pool Administrative Assistant will fax the DA-2041 to the ORM Claims Unit or the
contracted Insurance Carrier. SEDGWICK 855-563-2447, within 48 hours of accident.

Back-Up for Paperwork: ‘

The EHS Officer serves as the back-up for the Motor Pool Administrative Assistant and will file all
paperwork for accidents in the absence of the Motor Pool Administrative Assistant. if you are unable
to reach the Motor Pool at 357-5296, c!ontact the EHS Officer at 357-4424.

Accident Reports from Law Enforcement

The driver involved in the vehicular acd!:ident must also obtain a copy of the Uniform Motor Vehicle
Traffic Accident Report (police report)|fr0m the local, parishfcounty, or state law enforcement agency.
This report is usually available within 10-14 days after the vehicular accident. This accident report is
the responsibility of the driver, and if there is a charge associated with the report, the driver must pay
that charge. The University is not responsible for any charges related to accident reports.




The DA-2041 should be sent within 24 hours of the accident and then the police report can be sent

as soon as it is received from the originating agency. Do not hold the DA-2041 to wait on the

police report.

Recordkeeping

The Driver’s Safety Coordinator shall maintain all documentation associated with the university driver safety
program including:

¢]

o O C ©

DA-2054 Driver Authorization Forms

ODR records fromithe Office of Motor Vehicles

Certificate of Completion from Online Driver’s Safety Course.
DA-2041accident reports andlinvestigations

Any documentation for high-risk drivers

The records shall be kept for a minimum of 4 years.

Motor Vehicle Inspection Procedures

All Northwestern State University, state-owned motor vehicles are maintained by the Equipment Repair
Department within the Physical Plant. Equiprent Repair reports directly to the Physical Plant Director.

Inspection Reports are the responsibility of each department assigned a University vehicle, but the Motor
Pool Administrative Assistant is responsible fof the documentation of the reports.

All repairs of University vehicles are handled by the Equipment Repair Department. If the vehicle cannot be

repaired by the Equipment Repair Department, the department has the responsibility of taking care of the
vehicle and the repairs.

At least quarterly, each motor vehicle

ill be inspected for safety, to include at minimum:

It is important to keep these vehicles in safe wi/rking condition. Therefore:

o]
O
Q
O
o}

Check all lubricating fluids |

Check tires for proper inflation and condition

Check all lighting systems for proper condition

Check the battery for proper condition

Check the windshield wipers and vehicle glass for defects.

These inspections shall be documented along with corrective action, if any noted on this
documentation. |

If necessary, when motor vehicles are derviced for repairs, the items listed above shall be checked and
deficiencies noted on the corresponding work order.

Inspection Reports:

MV-4 form shouldibe used by departments for monthly inspections.

Should be completed by the employee that is assigned the vehicle or a specific person within
each department. |

All preventative maintenance and repair costs should be recorded on this form.
Are required on a monthly basis by the assigned departments.
Should be turned in by the 15" of each month to the Motor Pool Administrative Assistant.

| ;




Safety Audits and Compliance Reviews

e Maintained by the Motor Pool!Administrative Assistant.

Driver Safety Audits and Compliante Reviews are conducted by the State of Louisiana Office of Risk
Management, or FARA. Audits are conducted |on a 3 year rotation. In the years that audits are not conducted,
the Office of Risk Management conducts Compliance Reviews.

Documentation, at a minimum, associated with the program include:

(o]

cC OO 0 0 C O

Driver's Safety Policy ' .

DA-2054 & Supplemental Page |

Driver's Training Certificaté (ORM approved course)

Officia!l Driving Record Report (one forj each authorized driver)

High-Risk Driver Notification and sup;]_orting documents

DA-2041 (for each vehicular accident that has occurred)

Uniform Motor Vehicle Traffic Accider1t Report for each vehicular accident

Al of the documentation listed above Is kept on file in the Driver’s Safety Office.

Inspection Reports for vehicles are kept on fileJin the Motor Pool Office.

information regarding maintenance on vehicl

sis kept in the Equipment Repair Department.

Approval

This Driver’s Safety Program/Polin} is approved and shall be distributed to all employees via
e-mail, safety meeting, and/or new employee orientation.

!
All employees are required to comply with the requirements of this program in order to be
Authorized Drivers and to drive on University Business in the course and scope of their job

duties. Thisincludes University Vebicles, rented/leased vehicles, and personal vehicles used
on University business. '

The Driver's Safety Programiis app'icable to all employees and Authorized Drivers of
Northwestern State University on all campuses.

| 10




DEFINITIONS
|

Agency Head: The highest authority within a subsidiary of a Department. At Northwestern State University,
the Agency Head is the University President. The University President has the authority to designate a person
as the Agency Head for the signing:of the Driver Safety Authorization Forms.

Authorization and Drivind History Form (DA 20j54): Record that is maintained by the Agency on each
employee who drives on State Business.

!

Authorized Driver: An authorized drive is an employee of the University, that is required to drive a state-
owned, rented/leased vehicle or employee’s pe'LsonaI vehicle, in the course and scope of their job duties; that
has passed an ORF recognized Safe Driver Training Course; has a completed, signed and approved DA-2054

(Authorization and Driving History Form); and has an Official Driving Record that is clear of any high-risk
citations. |

Authorized Traveler: A nan-state employee, traveling in a state-owned, rented/leased vehicle or employee’s
personal vehicle on behalf of the University approved by the appropriate University Vice President on official
University business. The Authorized traveler is pot authorized to drive the state-owned, rented/leased vehicle
or employee’s personal vehicle at any time duriLg the approved trip. Authorized travels are required to sign a
Hold Harmless Agreement and thoge are to be kept on file in the departmental office.

Designee: Individual specifically designated by!the Agency Head to act on their behalf.

Driver Safety Coordinator; Agency Head or an Individual designated in writing by Agency Head to plan,
organize, direct, and control the Driver Safety Rrogram for the Agency.

Employee: Anemployee is any pergon that receives a paycheck from Northwestern State University. An
employee can be Faculty, Classified Staff, Unclassified Staff, Wages of Labor, Adjunct Faculty, Student
Workers, Graduate Assistants, and possibly any.other classification not listed, as long as that person receives
a payrolt check from NortHwestern. I

Guilty Plea: The admission of guilt from the defendant to each charge of the commission of a violation.

|
Hold Harmless Agreement: Thisis an agreemeﬂrt acknowledging the fact that the state assumes no liability
for any loss, injury, or death resulting from authorized travel, agreement must be signed as part of the

approval process. Hold Harmless Agreements rTmst be kept on file in the departments with the travel
authorizations. :

High-Risk Driver: Individuals having three or more convictions, guilty pleas and/or nolo contendere please for
moving violations or individuals having a single conviction, guilty pleas or nolo contender plea for operating a
vehicle while intoxicated, hit and run driving, vericular negligent injury, reckless operation of a vehicle or
similar violation, within the previous (12) month' period.

Hit and Run: The intentional failure of the driver of a vehicle involved in or causing any accident, to stop such
vehicle at the scene of the accident, to give his iLentity, and to render reasonable aid.

Motor Vehicle: A Motor Vehicle is a Universit ehicle, or a personal vehicle used for University business.
¢ Y P Y

Moving Violation: A moving violation occurs wf\'enever a vehicle is in motion.




Negligent Injury: The inflicting of any injury up!_on a human being when caused proximately or caused directly
. by an offender engaged in the operation of, or jn actual physical control of any motor vehicle, aircraft,
watercraft, or other mearﬁs of conveyance whepever any of the following conditions exist:
o The operator is under the inﬂuEnce of alcoholic beverages.
o The operator's blood alcohol concentration is 0.08 percent or more by weight based upon
grams of Ialcohol p+r one hundT')ed cubic centimeters of blood.
o The operator is under the inﬂufnce of any controlled dangerous substance listed in Schedule |,
1,1V, gr Y as setiforth inR.S. 40:964.
o The operator is under the inﬂance of a combination of alcohol and one or more drugs that
are not controlled dangerous substances and which are legally obtainable with or without a
prescription. |
o The operator is under the influence of one or more drugs that are not controlled dangerous
substances and which are legarly obtainable with or without a prescription and the influence is
caused by the opefator knowiggly consuming quantities of the drug or drugs that

substantially exceed the dosage prescribed or the dosage recommended by the manufacturer
of the dryg. '

Nolo Contendre - “No Colntest": Hds the same effect as a pleas of guilty, as far as the sentence is concerned,
but may not be considered as an admission of L;)uilt for any other purpose.

Official Driving Record (ODR): Record mainta‘ned by the Office of Motor Vehicles on each driver in the State

of Louisiana containing history of driver violations and accidents. Obtained from the Office of Motor Vehicles
in each state. |

Reckless Operation: The operation of any mo#or vehicle, aircraft, vessel, or other means of conveyance in a
. criminally negligent or reckless manner.

State Business/University Business: Any legal ’and lawfu! activity conducted/engaged in, by an employee or

agent of the State of Lodisiana, on behalf of aTd benefiting the state in the course and scope of their duties.
i .

State Vehicle: Any licensed owned, leased and/or rented by the State of Louisiana.

Unauthorized (NOT Authorized) Driver; A driver shall be considered “NOT" authorized if any of the following

occur: |

Meets the high-risk driver definition

Does not complete/pass the GRM-recognized driver course within the allowed time period
He/she dioes not hold a valid driver's license

The ODR isn’t clegred of all fldgs.

Has not completed a NSU Driyer Request Form.

The Autliworizatiod and Driver History Form (DA2054) has not been completed and signed by
both the employee and the Agency Head/Designee annually.

o s a student that is not employed by Northwestern State University.

0O 0o o0 0 0 0O

Vehicular Operation while Intoxicated: A vehitle operator shall be considered under the influence when:
o The operator is under the inflyence of alcoholic beverages; or
o The operator's blood alcohol |;oncentration is 0.08 or more by weight based on grams of
alcohol per one hundred cubig centimeters of blood; or
o The operator is under the inflyence of any controlled dangerous substance listed in Schedule |,
. I, IV or V as set forth in R'S. 40:964; or

| 12
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FAQ: Who needs to take the Driver Safety Course?
First we need to define some terms:

Employee: An employee is any person that regeives a paycheck from Northwestern State University. An
employee can be person receives a payroll cherk from Northwestern.

Motor Vehicle: A Motor Vehicle is a University|Vehicle, rented/leased vehicle or a personal vehicle used for
University business.

So who needs Driver's Safety?

Any University Employee who need to/drive any motor vehicle as a part of the course and scope of
their employment at Northwestern State must take the Driver Safety Course.

Who does not need Driver’s Safety?

Students who are Not Employed by the University do not need to take Driver's Safety.

Traveling to activities that gre part of the course duties (such as required field trips, student teaching,
club sports(Iintramurals areiclub sports), extracurricular activities etc.) are done at the risk of the
student and are NOT covered by the Driver's Safety Training Course or the Universities Liability
Insurance.

Driver’s Safety Training

Refresher Training for Drivers is required every 3 years.

Employees are responsible for knowing when they need to re-take the Driver's Safety Training Course. The
Driver’s Safety Coordinater will not send out nqtices.

Employees are required to take the Driver's Safety Training Course and submit a DA 2054 to the Driver Safety
Coordinator, within go days of employment. This is used to obtain the employee’s official driving record.

Annually, the Driver Safety Coordinator will check the driving record of every University driver for compliance
with the Louisiana Office of Risk Management egulations.

FORMS:

DA-2054: Driver Authorization Form & |nstructions to Complete DA-2054

DA-2041: Accident Report & Instructions to complete DA-2041
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