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1.0 REGULATORY AUTHORITY 
 
This program aligns with policies and procedures of the California State University Use of University 
and Private Vehicles Guidelines document and state employee travel requirements as described in the 
ICSUAM 3601.01 Travel Policy. 
 

2.0 ADMINISTERING AGENCY 
 
California State University Stanislaus and the Department of Safety & Risk Management. 
 

3.0 SCOPE 
 
This program only applies to University employees, enrolled students and official volunteers age 18 and 
over (age 21 and over for rental vehicles) and who meet the following criteria, may drive for University 
business:  

• Valid California State Driver’s License   
• Good driving record 
• Insurance 
• Completed Defensive Driver Training 

 
University employees are those persons who have completed all prerequisites for Stanislaus State 
employment.  This includes all faculty, staff, student assistants, and those on volunteer status. 
 

4.0 POLICY 
 
Under this program the University is to establish rules and regulations on driving privileges for 
university employees, students, and volunteers using state vehicles (including carts, tractors, etc.), 
personal vehicle, or rental vehicle for University business purposes. 

 
5.0 PURPOSE   

 
Defensive driving utilizes safe driving strategies to enable motorists to address identified hazards in a  
predictable manner. These strategies help employees, students or volunteers learn to improve upon their 
driving skills in order to reduce their driving risks by anticipating situations and making safe well-
informed decisions.  

 
6.0 RESPONSIBILITIES 

 
6.1 Safety & Risk Management (S&RM) 

a. Develop and administer the Defensive Driver Program. 
b. Coordinate the program with departments and their employees. 
c. Ensure the validity and status of individual driver’s licenses. 
d. Place all drivers in the Department of Motor Vehicles (DMV) Employer Pull Notice (EPN) 

Program to monitor driving records. 
e. Coordinates Defensive Driver Training (DDT) online accessibility and maintains records of 

drivers who complete DDT. 
f. Provides consultation regarding vehicle-use policy, insurance and accident issues. 
g. Review and update this policy as needed. 
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6.2 Departments 

a. Authorize travel. 
b. Assure compliance with state driver requirements as described in this program. 
c. Verify the Form STD.261, Authorization to use Privately Owned Vehicles on State Business 

(Appendix A) is current and on file. 
 

6.3 Drivers 
a. Complete travel request and obtain authorizations prior to trip in a timely manner. 
b. Complete the Form STD.261, Authorization to use Privately Owned Vehicles on State Business 

(Appendix A). 
c. Comply with driver clearance requirements (DDT, DMV check, personal vehicle use insurance, 

etc.) 
d. Must abide by all University rules and regulations. 
e. Must immediately report all accidents to their Supervisor and the S&RM Director. 

 
7.0 UNIVERSITY OWNED VEHICLES 

 
a. University vehicles are vehicles designed for land transportation and are owned, leased or rented by 

Stanislaus State. University vehicles include all motorized or self-propelled equipment including 
lawn mowers, golf carts, etc. 
 

b. Motorcycles do not qualify for use as University vehicles, except for motorcycles used by the 
University Police Department for law enforcement purposes and approved by the University 
President. 
 

c. The University vehicle fleet manager oversees the approval for use, assignment and release of 
University vehicles. 

 
d. The use of cell phones is not allowed while driving. 

 
e. No smoking is allowed in University vehicles. 

 
f. No animals, except seeing-eye dogs, are allowed in University vehicles. 

 
g. Use of 10-passenger vans requires a Class B Driver’s license with a passenger endorsement before 

employees will be allowed to operate them. This clearance is obtained from the DMV. 
 

8.0 PRIVATELY OWNED VEHICLES – AUTHORIZATON TO USE FOR UNIVERSITY 
BUSINESS 
 
A completed Form STD.261, Authorization to use Privately Owned Vehicles on State Business (Appendix 
A) is required when the employee is using his/her private vehicle on University business. Form STD.261 
is the vehicle owner’s statement that the vehicle used will always be:  

a. Covered by liability insurance in at least the following amounts: 
• $15,000 for personal injury to, or death of, one person 
• $30,000 for personal injury to tow or more person in one accident 
• $5,000 for property damage 
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b. Adequate for the work to be performed. 
c. Equipped with safety belts in operating condition. 
d. In safe mechanical condition as required by law. 
e. Form STD.261 (Appendix A) will be valid for a period not to exceed one (1) year.  Once 

completed, the form may be signed and dated annually by the employee to certify that the 
information is current. This document is retained on file by the department. 
• When there is a change in department or supervisor, a new Form STD.261 must be completed. 

 
Note:  The vehicle owner’s liability insurance is primary, the state’s insurance is secondary. 

 
9.0 USE OF RENTAL VEHICLES 
 

a. University employees may rent a vehicle under the CSU’s car rental agreement negotiated by the 
CSU. 

b. Rental car drivers for University business, must comply with all Defensive Driver requirements, and 
must be 21 years of age and older. 

c. Rentals must be covered by the insurance policy provided by the car rental agency as a provision of 
the CSU contract.  

d. Employees who are in an accident while driving a CSU contracted rental car must complete the 
Form STD.270, Vehicle Accident Report (Appendix B) and Form STD.274, State Driver Accident 
Review (Appendix C); in addition to the rental agency accident reporting requirements. 

e. 15-passenger van prohibition: Vans that carry 15 passengers may not be used, rented, purchased, or 
leased by the University.  

 
10.0 REPORTING ACCIDENTS 

 
10.1 Drivers 

a. At the accident scene, drivers should not admit fault or make any promises that the state will 
pay for any damages.  Drivers should use the Form STD.269 Vehicle Accident ID Card 
(Appendix D) to write down as much information as possible.  Tear off the part about the 
state insurance contact and give it to the other driver. 

b. The University driver must report the accident immediately to their supervisor and the 
S&RM Director. 
1. If the accident happened on-campus: 

• The driver should call the University Police Department (UPD) at 209-667-3114, who 
will investigate the scene, take photos, and complete a Form STD.270, Vehicle 
Accident Report (Appendix B). 

• Driver reviews and signs the completed Form STD.270, Vehicle Accident Report 
(Appendix B) within 24 hours following the accident, and submits it to their 
supervisor who will make copies and submit to S&RM. 

2. If the accident happened off-campus, the driver must complete the Form Std.270, Vehicle 
Accident Report within 48 hours following the accident and submit it to the S&RM. 

3. If the accident happened in a Rental Vehicle: Drivers must report the loss immediately to 
the rental car agency. The contact information should be located on the rental agreement. 
Refer the rental agency to the State Office of Risk and Insurance Management (ORIM) to 
expedite the claim. 

c. If the University driver is contacted by the other driver, their insurance company or their 
attorney: 
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• The caller must be referred to the ORIM claims adjuster (916-376-5302 or 1-800-900-
3634) to expedite the handling of their claim. 

• Their insurance company may elect to repair the damage and then can press their claim 
against the State ORIM (generally faster than making a claim vs. the state directly). 

• If the vehicle is drivable, then the claimant may elect to gather two repair estimates and 
give them to S&RM who will forward them to ORIM with the other report documents. 

d. If the University driver has been served with a Small Claims Court summons and complaint: 
• The driver will have to appear as ordered.  S&RM, ORIM or CSU General Counsel cannot 

appear either with the driver or on the driver’s behalf in Small Claims Court. 
• Notify your supervisor. 

e. If the University driver has been served with a Municipal or Superior Court summons and 
complaint 
• The driver must call the S&RM Director (who will notify Campus Counsel and ORIM) to 

obtain instructions on how to obtain defense counsel.  An answer must be filed within 30 
days of service to avoid a default judgment. 

f. If the accident has attracted media attention, refer them to the University Communications 
Public Information Officer in the University Advancement and Communications department. 

 
10.2 Supervisors 

a. Review and co-sign the Form STD.270, Vehicle Accident Report (Appendix B) to attest to the 
fact that the employee was on official University business. 

b. Complete the Form STD.274, Supervisor’s Review Vehicle Accident (Appendix C) and 
forward it to S&RM. 

c. If there are injuries, the supervisor must complete the Supervisor Report of Injury 
immediately, including Workers’ Compensation Claim procedures. 

d. If the University driver has been served with a Small Claims Court summons and complaint 
and once the driver has notified the supervisor: Notify S&RM. 

e. If the accident has attracted media attention, refer them to University Communications Public 
Information Officer in the University Advancement and Communications department. 

 
10.3 Safety & Risk Management 

a. S&RM will obtain any additional accident reports filed by the UPD, local police, or the 
California Highway Patrol.   

b. S&RM will send the Form STD.270, Form STD.274 and other accident reports, if applicable, 
to the ORIM Claim Handling Contact.  Send initial claim info to: Claims@dgs.ca.gov or 
call 916-376-5300. 
• When non-state vehicles are involved, the ORIM will open a claim and 

investigate to determine fault and handle liability claims using state insurance. 
The ORIM will follow up with the claimant directly. 

 
11.0 DMV EMPLOYER PULL NOTICE PROGRAM 

 
Every employee and volunteer are added by S&RM to the DMV Employer Pull Notice (EPN) Program 
that provides notification of any change in license status or offenses. When an employee has been 
involved in accidents or received traffic citations of such numbers or gravity as to be a matter of 
concern, permission to drive University vehicles or drive on university business may be restricted or 
revoked. 
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12.0 DEFENSIVE DRIVER COURSE 
 

12.1 Drivers employed by the University will need to register for Defensive Driver through the 
Defensive Driver website.  
a. Drivers must have a valid California driver’s license to verify with the DMV that the driver 

has a clear driving record. 
1. Drivers who do not have a valid California driver’s license are required by the DMV to 

apply for a California driver’s license within 10 days of becoming a resident.  
• Residency is established in a variety of ways, including the following: 

o Being registered to vote in California elections. 
o Paying resident tuition at a California college or university. 
o Filing for a homeowner’s property tax exemption. 
o Receiving any other privilege or benefit not ordinarily extended to nonresidents. 

2. Drivers with a current out of state license will need to provide a photo copy of their 
license to S&RM in order to add them to the DMV EPN. 

b. Drivers needing to operate small vehicles on campus should designate this on the registration 
form by selecting the appropriate box (Please refer to the Small Vehicle Safety Program for 
further responsibilities). 

c. Upon DMV clearance, the driver will be assigned the Driving Safely, Driving Smarter online 
CSU Learn course. 

• Drivers needing the small vehicle safety course will also be required to take the CSU 
Powered Cart Safety online course. 

d. Drivers should complete the course(s) within 30 days. 
 

12.2 Drivers not employed by the University but working on behalf of the University in a Volunteer 
capacity: 
a. Must register for Defensive Driver through the Defensive Driver website. 
b. Must take the Department of General Services (DGS) online course and send their certificate 

of completion to S&RM at risk@csustan.edu. 
• Important note: This is a 2.5-hour course and must be completed in its entirety.  The 

certificate of completion is S&RM’s only way of knowing that the course is complete. 
 

12.3 After fulfilling all the requirements, a driver will be cleared to drive and placed on the Defensive 
Driver Log located at https://www.csustan.edu/safety-risk-management/health-and-safety/driving-
university-business. 

 
12.4 The online course must be renewed every four years as stated in the California State University 

Use of University & Private Vehicle Guidelines. 
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Appendices 

 
Appendix A: Form STD.261 Authorization to Use Privately Owned Vehicles on State Business 
Appendix B: Form STD.270 Vehicle Accident Report 
Appendix C: Form STD.274 State Driver Accident Review 
Appendix D: Form STD.269 Vehicle Accident ID Card 
  



CALIFORNIA STATE UNIVERSITY, STANISLAUS 
Defensive Driver Program 

Page 7 of 12 
 

Appendix A: Form STD.261 Authorization to Use Privately Owned Vehicles on State Business 
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Appendix B: Form STD.270 Vehicle Accident Report (2 pgs.) 
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Appendix C: FORM STD.274 State Driver Accident Review (2 pgs.) 
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Appendix D: FORM STD.269 Vehicle Accident ID Card (2 pgs.) 
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