Policies for Use of Geoscience Department Vehicles

June 26, 2013 
The following policies guide the use of Geoscience Department Vehicles.

A. Vehicle Usage Priorities and Restrictions.


The following priorities for the use of department vehicles are listed from highest


to lowest. Use will be limited to Geoscience Department faculty, staff,


postdoctoral scholars, and students. All drivers must be employed by UNLV, have 
experience driving a four-wheel drive and must abide by the speed limit.


1. Department teaching needs. Within this group, our Field classes (GEOL 

GEOL 371, GEOL 372) have highest priority


2. Faculty and Graduate Student Research


3. Visitor transportation to and from hotel and airport


When vehicles are to be used for research needs, a general 2-week limit will be


imposed on consecutive days of use. Exceptions to this limit may be allowed


depending on vehicle use needs and approval of the department chair.


Vehicles may not be taken out of the country (use in Mexico and Canada is


prohibited).


Irresponsible use of department vehicles may lead to suspension of privileges of


vehicle use.

B. Costs for Vehicle Use.

Use of the Department vehicles will be charged $56.5 cents/mile. Costs will be reviewed at the end of each fiscal year, and modified as needed.


For vehicle use related to classes, the Department will pay for gas. Gas can not be 
purchased using a P-Card.
Gas may be purchased using a gas card that can be checked out from department office or personal funds. No P-card use for gas.  Vehicles must be returned with a full fuel tank.
C. Costs for Maintenance and Repair.


Revenue from vehicle use charges will accumulate in a recharge account and will


be used for vehicle maintenance and for eventual vehicle replacement.


The vehicles are covered by the self-funded University state insurance. There is a


$300.00 department deductible when a UNLV vehicle is damaged while being


operated on a regular public road. There is a $3,000 department deductible


for damages to a UNLV vehicle as a result of an off-road accident. Should


damage to vehicles be incurred when vehicles are used for research, it is the


faculty member’s and/or research project’s responsibility to cover the deductible.


UNLV / NSHE is also self-insured with the State of Nevada for auto liability


coverage for bodily injury or property damage sustained by others resulting from


the negligence of a UNLV authorized user. There is no deductible for auto


liability claims.

D. Reservation and Return Procedures.


Reservations are made using the reservation calendars in the Department Office.


Please use “good faith” in the scheduling of vehicles, i.e. only schedule if you are


certain it is needed, and cancel and free the vehicle promptly if no longer needed.


Keys can be picked up from Elizabeth Smith or Maria Figueroa.

Departure and return mileage are to be entered on the vehicle log sheet that is handed to you with keys and gas card, along with any comments on vehicle performance or problems that require attention.


Vehicle use record sheets are to be filled out in the department office and given to


office staff when keys are returned.


Vehicles must be returned with a full gas tank along with gas receipts.

Return vehicles promptly as scheduled.


The interior of vehicles must be cleaned upon return, and the vehicle exterior

must be washed if needed. The department will pay for car wash only for field trips, account numbers are needed when vehicles are used for research.

Vehicles should be parked as close as possible to Lilly Fong Geosciences. If no


staff parking spaces are available, the vehicles may be parked in the metered

spaces by HRC, but not in reserved parking spaces or handy cap no yellow parking zones. Please let the office staff knows where the vehicles are parked.  
E. Responsibilities and General Operating Guidelines.

The Department will not be responsible for reimbursement of vehicle expenses


resulting from running out of fuel; charges for lost or misplaced keys; parking


charges; towing, when not a result of mechanical failure; or citations issued for


violations of traffic laws or parking ordinances.


please treat Department vehicles as you would your own vehicle. Undercarriage


clearance is limited on some vehicles, and should dictate appropriate use.


Remember that you are representing the University when you use these vehicles,


so please follow all safety regulations in the State in which you are traveling.


Absolutely no alcohol may be consumed in any University vehicle.


Absolutely no smoking is allowed in any University vehicle.

F. Risk Management forms


All drivers must complete Risk Management Vehicle Waiver on line prior to driving department vehicles. Complete, submit, and print for department records. 

http://rms.unlv.edu/insurance-and-claims/vehicleusage/
Sample page of acknowledgment
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NSHE BUSINESS CENTER SOUTH

Department of Risk Management and Safety

4505 Maryland Parkway, Box 451042, Las Vegas, Nevada 89154-1042, Phone (702)-895-4226, Fax (702) 895-4690

EMPLOYEE ACKNOWLEDGEMENT OF STATE VEHICLE USE RULES
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The following applies to individuals authorized to drive Nevada State or NSHE owned vehicles.
DRIVERS MUST:
· Be either an employee, volunteer or have permission to drive a Nevada State or NSHE owned vehicle. 

· Have a current valid driver's license.

· Inform the department head of any changes in their driving status within twenty-four (24) hours or next business day that would include suspension, cancellation or revocation of a license from the date of the action. 

· Wear seat belts during vehicle operation and ensure all passengers wear seat belts in accordance with NRS 484D.495. 

· Not use a cell phone or any electronic device in accordance with NRS 484B & SAM 1320. 

· Not drive while impaired which would include use of prescription drugs, alcohol, illegal drugs, and illness and sleep deprivation. 

· Not smoke in the vehicle.

· Not use a vehicle for personal use.

· Report vehicle accidents to their immediate (or available) supervisor and the BCS Risk Management Office within 2 hours or as soon as possible if hospitalized or in a remote location. The driver may be required to submit to an alcohol and drug test.

· Transport only passengers who are conducting work related to formal State or NSHE business activities.
· 
In Addition, the driver:
· May be required to take a defense driving refresher class or a regular class within three (3) months of the accident if the driver has one or more at-fault traffic accidents. 

· May be asked to provide a copy of their motor vehicle driving record for review prior to being allowed to continue to operate a vehicle for work purposes if involved and at fault more than one accident while working in a one year period of time. 

· Is personally responsible to pay for any driving or parking citations, regardless if it is received while driving a vehicle and performing State or NSHE related business. 

Violation of the above rules may jeopardize the driver's future use of Nevada State or NSHE owned vehicles.
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	Employee Signature 
(Type your name as your signature.)
	Date and Time
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	Employee ID 
	Department

	(Enter "No ID" if no id has been issued yet)
	

	If you do not know your Employee ID number, click here
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