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A. PURPOSE 
 
The purpose of this policy is to establish requirements and procedures for the use of University 
vehicles, including those controlled by departments, offices, and student organizations with the 
University community for University business. 
 

B. AUTHORITY 
 
Code of Virginia Section 23.1-1301, as amended, grants authority to the Board of Visitors to make 

http://law.lis.virginia.gov/vacode/title23.1/chapter13/section23.1-1301/
http://www.odu.edu/content/odu/about/bov/bov-manual/bylaws.html
http://www.jmu.edu/riskmgmt/wm_library/state_police_memo.pdf
https://townhall.virginia.gov/L/GetFile.cfm?File=C:%5CTownHall%5Cdocroot%5CGuidanceDocs%5C194%5CGDoc_DGS_6170_v1.pdf
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MOU (Memorandum of Agreement) or other formal agreement to drive a University Vehicle and 
have satisfied the requirement of the Office of Risk Management (ORM) to drive a University 
Vehicle, Loaned Personal Use Vehicle or Personal Vehicle. 
 
Driver Transcript
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University Vehicle – Any vehicle owned, leased, or rented by the University, including unlicensed 
vehicles. 
 
Unlicensed Vehicles – Any University, Foundation, or University-agent owned golf cart or other 
small all-terrain utility vehicles placarded for street use with the Safety Flag Slow-Moving Vehicle 
Emblem – red triangle. 
 
Volunteer – An individual who has completed the Volunteer Agreement – Non-research form and 
is approved by the Human Resources Department to volunteer and perform services on behalf of 
the University. See related University Policy 6023, Policy for the Use of Non-Research Related 
Volunteers. 
 

D. SCOPE  
 
This policy applies to all employees, students, volunteers, agents, and visitors to the institution. 
Employees include all staff, administrators, faculty, full- or part-time, and classified or non-
classified persons who are paid by the University. Students include all persons admitted to the 
University who have not completed a program of study for which they were enrolled; student 
status continues whether or not the University’s programs are in session. Visitors include vendors 
and their employees, parents of students, volunteers, guests, uninvited guests and all other 
persons located on property, owned, leased, or otherwise controlled by the University. Any use 
of State-
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i. Upon completion of the Driver Authorization Form, the form is to be routed to the 
driver’s supervisor or University contact. If completed online, the ORM system will 
automatically route the form to the supervisor in Banner or the University contact of 
record. Otherwise, the driver is to deliver the completed form to their University 
contact. 

ii. The supervisor or University contact will then complete the supervisor section of the 
form and submit it to the ORM at Risk@odu.edu. 

iii. When submitted online (or completed manually), the driver authorizes ODU and the 
ORM to access the driver’s transcript (“MVR”) from the Virginia Department of Motor 
Vehicles or from the state(s) in which the driver is licensed to operate a motor vehicle. 

iv. The ORM reviews the driver’s transcript annually to ensure the driver remains eligible 
to drive. Additionally, the ORM enrolls the driver into the Division of Motor Vehicles 
(DMV) Driver Alert Program to allow the ORM or University contact to receive 
immediate notification of suspension or revocation of driver’s license, as well as 
conviction of DUI/DWIs. 

v. Should the driver’s driving record change, it is incumbent upon the driver to notify 
their supervisor or University contact and not to rely on the ORM to make that 
notification. 

vi. Should the driver hold an out-of-state license, it will be incumbent on the supervisor 
or University contact to obtain from the d
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vii. Newly hired employee drivers will complete the Driver Authorization Form (reference 
in F.1.b. above) on the first day of employment and be enrolled by their supervisor in 
the Old Dominion University Police Department’s (“ODUPD”) four-hour DMV course 
to be taken during the first 30 days of employment. 

viii. If a newly hired driver fails to complete the four-hour training, they will no longer be 
authorized to drive, and the ORM will notify their supervisor as to next steps, which 
could include a request for an additional period for the driver to complete and pass 
the four-hour training or dismissal of the driver. 

ix. Once fully authorized as a University driver, the driver will be enrolled in the DMV’s 
Driver Alert program. 

x. The ORM should be consulted with any questions as to whether authorization should 
be granted or denied. 

e. Staff, faculty, and volunteers seeking reimbursement or travel advances for travel, 
whether using a University, rental, or personal vehicle, shall submit a travel authorization 
in Chrome River prior to the planned trip. 

f. Drivers who plan to rent vehicles for use on university business are to complete the Driver 
Authorization Form and upon review and approval by risk management will be assigned 
online driver trainer for Defensive Driving and Distracted Driving. 

g. Current University Driver Requirements 
i. Current drivers (existing drivers of University vehicles) will complete the Driver 

Authorization Form (reference in F.1.b. above), which will authorize Risk Management 
to enroll them into the DMV’s Driver Alert program to provide notification to the ORM 
on suspensions, DUI/DWI convictions, etc. 
a) The driver will also be enrolled in online driver trainer, which can be taken online 

through the Risk Management/Environmental Health learning management 
system for Defensive Driving and Distracted Driving. 

b) Current drivers will have 30 days to complete the online training. 
c) Additional courses will be assigned depending on the class of vehicle being driven. 

ii. The University’s Accident Review Committee may require the driver to enroll in and 
pass the eight-hour DMV approved Driver Improvement Course available through 
ODUPD for any driver determined to have been involved in a preventable accident. 

iii. Supervisors and managers may enroll their drivers in either the four- -



Policy 3250 – Vehicle Use Policy  6 
 

4. UNLICENSED VEHICLE REQUIREMENTS 
 

a. Purchases of unlicensed vehicles are governed by the Golf Cart Procurement Policy. 
b. Drivers must possess a valid driver’s license and be authorized through the same process 

as described in Section F.1. a & b. 
c. An annual safety inspection managed by the Facilities Management & Construction’s 

Vehicle Service Center must be completed for all unlicensed vehicles. 
d. Unit supervisors and managers are responsible for providing an updated list of all 

unlicensed vehicles and their drivers to the ORM by August 31 of each year. 
e. Prior to operating a vehicle on campus, drivers must attend the Unlicensed Vehicle Safety 

Training and pass the written test. 
f. Additional information and requirements are detailed in the Unlicensed Vehicle Safety 

Program training document. 
 
5.  USE OF UNIVERSITY VEHICLES 

 
a. Drivers may not use a University vehicle for personal use, including the transport of family 

members or friends for non-University business purposes. 
b. Vehicle Safety Checks 

i. University units must have each vehicle inspected under the Virginia motor vehicle 
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c. Driver authorization for use of personal vehicles requires: 
i. Certification that the driver has a valid driver's license, 

ii. Information about driving history to supplement the MVR, 
iii. Confirmation that the driver has read and agrees to comply with this policy, and 
iv. Certification of vehicle insurance and condition of vehicle, including valid inspection. 

d. All University units including Student Activities, Student Volunteer Services, and 
Recreational Sports may impose additional requirements and restrictions on use of 
personal vehicles. 

 
9. UNIT RESPONSIBILITIES 

 
a. Hiring units will review, approve, or decline Driver Authorization Forms and forward to 

the ORM for review and approval. 
b. 
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11. RENTAL VEHICLES 
 
a. All domestic and international vehicle rentals are governed by the Business Travel 

Reimbursement Policy No. 1051 section Proc # 6-713. 
b. Domestic Rentals - the University currently participates in the state’s LeaseCare program, 

which covers physical damage to lease and rental vehicles when driven for authorized 
University business or approved University activities. 

c. International Rentals – Although the University’s Liability and Physical Damage Insurance 
is applicable overseas, travelers must purchase Liability and Collision Damage Insurance 
at the destination. The purchase of such rental vehicle insurance is a State-approved 
reimbursable expense. 
 

12. INSURANCE AND LIABILITY 
 

a. Liability Coverage – The Commonwealth of Virginia’s Division of Risk Management 
protects the University from liability, including automobile liability, through the 
Commonwealth Risk Management Plan.  
 

i. University Agents – The Commonwealth Division of Risk Management does not 
provide coverage to University vehicles when driven under contract by Agents of 
the University. In all such contractual arrangements, the contractor must carry 
Automobile Liability and General Liability Insurance naming the University and 
the Commonwealth of Virginia as Additional Insureds. Additionally, the 
vendor/contractor is to provide a Worker’s Compensation Coverage Waiver of 
Subrogation benefitting the University and the Commonwealth of Virginia. 

ii. A Certificate of Insurance must be sent to the Office of Risk Management along 
with the Driver Authorization Form for review and approval. 

 
b. Personal Vehicles and Loaned Personal Use Vehicles - Accidents involving personal 

vehicles, even when used for University business or in the course of approved University 
activities, are the responsibility of the vehicle owner; any insurance claims arising from 
such an accident are the responsibility of the owner’s insurance carrier. 

c. Physical Damage Coverage – The University currently participates in the State's CarCare 
Program, which covers physical damage to scheduled State-owned vehicles. 

 
G. RECORDS RETENTION 

 
Applicable records must be retained and then destroyed in accordance with the Commonwealth’s 
Records Retention Schedules. 

                                                                                                                                                                                                                                                                  
H. RESPONSIBLE OFFICER 

 
Director of Risk Management 
 

I. RELATED INFORMATION 
 
University Policy 3230 – Vehicular Access to University Property 
University Policy 3240 – Accident Review Committee 
University Policy 6023 – Policy for the Use of Non-Research Related Volunteers 
University Policy 6600 – Standards of Conduct for Classified Employees 
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