Motor Pool Reservations

The following information is needed to reserve a car:  

1. Date and time needed and date and time of return.

2. Drivers’ name and for whom driving.

3. The WOU index number to be charged.

4. The destination.

No reservation will be made unless all of the above information is provided.  Reservations can be cancelled by notifying ASWOU in advance.  A late charge may be applicable for reservations cancelled at late notice.

Drivers

Anyone who wishes to drive a state vehicle must apply at University Public Safety for a driving record evaluation before using a vehicle.  

Vans

Anyone (faculty, staff, student, or volunteer) driving a van with one or more passengers, must possess a National Safety Council sanctioned Defensive Driver card dated within three (3) years as offered by the SAIF Corporation or the DMV.  Western Oregon University employees must also possess a State Driving Permit issued through WOU’s Public Safety Office.

Use of State-Owned Vehicles

It is vital for students to know that the university has policies surrounding alcohol and other behavior while traveling on university business.  Those policies can be found specifically by contacting the Vice President for Student Affairs office.

The Department of Administrative Services is directed to control and regulate the acquisition, operation, and maintenance of passenger motor vehicles and to establish rules and regulations related thereto.  The following rules (as excerpted) will govern vehicle usage:

1.
State equipment is subject to all traffic laws and ordinances of the State of Oregon and its political subdivisions.

2.
Subject to written agency authorization, an authorized driver may be accompanied in a state vehicle by a spouse.  Transportation of juveniles requires a form available through ASWOU.

3.
Permission to use a State vehicle may be withdrawn:

a)
From person with unacceptable driving histories.

b)
From persons using state vehicles for purposes other than official state business.

c)
From persons whose conduct in connection with the use of State vehicles is not in the best interest of the State of Oregon.

4.
State agencies authorizing the use of vehicles will be financially accountable for all costs resulting from the violation of the administrative rules relating to the use of State-owned vehicles.

5.
Safety devices, including seat belt systems, shall be operational at all times and shall be used by the driver and passengers.

6.
For all Motor Pool vehicles, the Transportation and Distribution Division shall assess the responsible user agency and department the $1,500 insurance deductible for all vehicle damage.  Agencies failing to report accidents to the Division within 48 hours of an accident, and finding an Insurance Fund Claim disapproved, will be assessed the full repair charges.  Repair costs relating to any extraordinary vehicle damage may be assessed to user agencies, and to the driver's department index number.

7.
Use of vehicles by students is regulated as follows:

· Reservations for student groups are to be made by the group advisor, department head, or the ASWOU Office Coordinator with authorization for index number use.

· Use by student drivers on State business should be restricted to activities necessary to daily operation of school, such as delivery or pick up of supplies, mail, publications, etc.  Students pursuing studies, even between schools in different locations, should not be provided transportation.

· Field trips and extracurricular travel, such as transportation to athletic events, should be limited to direct participants.  Vehicle occupants should comply with all State and Department of Motor Vehicles policies while traveling.

· All students driving a State vehicle should have a current driver's license in good standing.  Such students should be carefully selected as drivers for vehicles.  Students and authorized volunteers need to apply at the Office of Campus Public Safety for a State Driving Permit before driving a state vehicle.

· Any student driving a State van, carrying one (1) or more passengers, must possess a National Safety Council sanctioned Defensive Driver Card dated within the last three (3) years, as offered by SAIF Corporation or the Department of Motor Vehicles.

Additional Policies

· The use of state vehicles is encouraged for institution-approved student travel to activities.  It is understood, however, that on occasion, borrowed vehicles will need to be used.  Prior written approval for the use of borrowed vehicles must come from the appropriate Dean, Director, or Division Chair (Vice President for Student Affairs office).

· A faculty or staff advisor should accompany students on every trip.  If a faculty or staff advisor is unavailable, the proper Dean, Director, or Division Chair may approve a WOU student, or authorized volunteer (as defined by current college policy), in lieu of the faculty or staff advisor by signing the Western Oregon University Driver Authorization Form for State vehicles.

· Should an accident occur the travelers shall telephone 838-8007 to inform the Public Safety office of the time, location, estimate of number of people involved, and severity of injury and damage sustained.  Public Safety will then immediately contact the Vice President for Student Affairs and the appropriate Director, or Division Chair.  The Director or Division Chair, in conjunction with the Vice President for Student Affairs, will be responsible for assessing family contacts to be made in case of any injured students.

· If the State Motor Pool in Salem closes and issues no further automobiles because of hazardous driving conditions, no vehicles will be released.  The President or his designee (i.e. the appropriate Dean, Director, or Division Chair) may also determine conditions prohibiting safe travel.

