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1.0 REGULATORY AUTHORITY 
 
This program aligns with policies and procedures of the California State University Stanislaus Defensive 
Driver Program, the State of California Department of General Services (DGS) Office of Fleet and Asset 
Management, and the California Department of Motor Vehicles (DMV). 
 
2.0 ADMINISTERING AGENCY 
 
California State University Stanislaus and the Department of Safety & Risk Management (S&RM). 
 
3.0 PURPOSE   
  
Prevention of vehicle related accidents, injuries and property damage is a primary purpose of this program. 
The majority of accidents involving small vehicles are the fault of the operator. In some instances, the 
operator had not been properly trained. More often, accidents result from careless acts. The potential of an 
accident is increased due to a high center of gravity and low vehicle weight. Training is required to inform 
users of their safe operation. 
 
4.0 SCOPE 

 
The Small Vehicle Safety Program affects all who operate small vehicles for University business. 
Department leadership is responsible for compliance with this program. “Small Vehicles” include but are 
not limited to three or four wheeled electric or gas-powered golf carts, utility vehicles, all-terrain vehicles, 
small maintenance vehicles, escort shuttles, or disabled transport carts. 

 
Driving small vehicles on campus is a privilege and should be treated as such.  

 
Vehicle Code Section 670 defines a vehicle as a device by which any person or property may be propelled, 
moved, or drawn upon a highway, excepting a device moved exclusively by human power or used 
exclusively upon stationary rails or tracks. 

 
Carts are considered a small vehicle and all rules of the road should be followed no matter if driving on a 
pathway or roadway. Individuals who are seen driving inappropriately can have their privileges revoked. 

 
This program applies to only University employees and enrolled students who meet the following criteria:
  

• Valid California State Driver’s License   
• Good driving record 
 

University employees are individuals who have completed all prerequisites for Stanislaus State 
employment. This includes all faculty, staff, and student assistants. 
 
5.0 POLICY 
  
Under this program the University is to establish rules and regulations for University employees and 
students in the safe operation of small electrical or gasoline powered vehicles. 
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6.0 RESPONSIBILITIES 
 

6.1 Safety & Risk Management 
a. Develop and administer the Small Vehicle Safety Program. 
b. Coordinate the program with departments and their employees. 
c. Establish and oversee a Train the Trainer program 
d. Provide an in person practical exercise for first time drivers. 
e. Review the Rules for Safe Operation of Small Vehicles (Appendix F) and Vehicle Operator 

Training Record (Appendix G) with first time drivers. 
f. Ensure departments are obtaining copies of training records. 
g. Maintain database and ensure all drivers are up to date with their training. 
h. Maintain Small Cart Inventory 
i. Review and update this policy as needed. 

 
6.2 Capital Planning & Facilities Management Auto Mechanic Shop 

a. Assure proper mechanical maintenance and that any problems discovered during operation, 
safety check or during routine maintenance are immediately scheduled for an Auto Mechanic 
diagnosis (Appendix C). 

b. Will report maintenance issues to S&RM related to their misuse. 
c. Will collect maintenance records from campus areas that oversee departmental small vehicles 

and will submit these records to the Chancellor’s Office according to Executive Order 691 Motor 
Vehicle Inspections – Delegation of Authority. 

 
6.3 Departments 

a. Department Owned Small Vehicles 
1. Must ensure that all department purchased small vehicles are on record with University 

Property Control and S&RM. 
2. Notify Capital Planning & Facilities Management the small vehicle needs to be added to the 

preventative maintenance schedule. 
b. Supervisors/Managers/Department Chairs 

1. Ensure operators are approved with Defensive Driver Clearance and are trained in the 
operation of small vehicles prior to their use. 

2. Review the Rules for Safe Operation of Small Vehicles (Appendix F) with operators and 
provide signed copies to S&RM. 

3. Monitor the safe driving habits of operators. 
4. Must take the small vehicle out of service if there are any maintenance concerns reported. 

c. Reporting Accidents 
1. Upon receiving notification from the operator, the Supervisor must complete the State of 

California Form STD. 274-State Driver Accident Review (Appendix I).  
2. Submit all documentation to S&RM as soon as reasonably possible after the accident. 

d. Small Vehicle Maintenance 
1. Assure that small vehicles under your department’s control are properly and routinely 

maintained. If you have any problems with your vehicles, do not attempt to do the work 
yourself. Call Capital Planning & Facilities Management (209-667-3211) for assistance. 

2. Ensure that inspections of vehicles are occurring and will submit records to Capital Planning 
& Facilities Management in accordance with Executive Order 691. 

3. Assure that a copy of the SVS Campus Route Map (Appendix A) is posted in each vehicle at 
all times. 

https://www.csustan.edu/safety-risk-management/defensive-driver-program/reporting-accidents
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4. Assure that all small vehicles that are used after dark have lights. No vehicle and/or trailer 
shall be operated at night without properly working headlights and tail lights. 

5. Charging of Electrical Vehicles - Batteries emit explosive gases. All electric vehicles must be 
charged in well ventilated areas.  During normal operation, the concentration of these gases is 
rarely sufficient to be considered dangerous unless flame or sparks occur in the battery 
compartment close to the vent holes in the battery caps. It is important that this is not allowed 
to occur at any time. During the charging process, emissions are greatly increased. Any area 
in which charging batteries are confined must be well ventilated, and flame, sparks, or 
lighted cigarettes must be kept out of the charging area and away from ventilator openings 
associated with the charging area. Battery connections must not be disturbed while batteries 
are being charged. 

 
6.4 University Advancement and Event Services 

a. Must notify S&RM of all small vehicles brought to campus by vendors or third-party renters of 
University facilities. 

b. Ensure that vendors and/or third-party renters of University facilities are provided a copy of the 
Small Vehicle Safety Program. 
 

6.5 Vendors/Third-Party Renters of University Facilities 
a. Must comply with the safe operation and rules as set forth in the Small Safety Vehicle Program. 
b. Must ensure that vendors comply with all agreements as outlined in their rental contract, 

particularly insurance, as it relates to small vehicles on campus property.  
 

6.6 Operators 
a. Must complete a Driving Safely, Driving Smarter and CSU Powered Carts Safety online CSU 

Learn courses. 
b. Must complete an in-person practical exercise before getting behind the wheel of a small vehicle. 
c. Must complete the Rules for Safe Operation documentation. 
d. Must complete the online courses every 4 years. 
e. Must abide by all University rules and regulations. 
f. Must immediately report all accidents to their Supervisor and confirm that the University Police 

Department has been contacted. 
g. Complete a daily safety check: 

1. Windshields and windows shall be kept clear of anything that may obstruct the vision of the 
operator. 

2. Brakes shall be tested by the operator before driving. 
3. The accelerator pedal shall be checked prior to driving for smooth and non-binding 

movement (in neutral position). 
4. Lights and other signaling devices shall be inspected prior to driving. 
5. Operators must immediately report any maintenance concerns to their supervisor and the 

department responsible for the vehicle. 
h. Reporting Accidents 

1. Contact the University Police Department (209-667-3114) to report and investigate all 
accidents.  

2. Notify your supervisor about the accident and any injuries immediately. 
3. The operator at the time of the accident must complete the State of California Form STD. 

270-Vehicle Accident Report (Appendix H) 
4. The operator must turn this completed form into their supervisor as soon as possible. 

 

https://www.csustan.edu/safety-risk-management/defensive-driver-program/reporting-accidents
https://www.csustan.edu/safety-risk-management/defensive-driver-program/reporting-accidents
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7.0 UNIVERSITY POLICE DEPARTMENT SHUTTLE CART PROGRAM 
 

7.1 The University Police Department (UPD) Shuttle Cart Program was established to enhance campus  
      safety and provide the following: 

a. Night-time rides for CSU students, faculty, and staff, primarily entering and leaving campus 
buildings, facilities, and parking lots.  

b. Vehicles that run continuously through the core of campus, providing high visibility to deter 
unauthorized or illegal activity. 

c. Trained operators that provide transportation, and report suspicious or illegal activities 
throughout campus. 
 

7.2 Students applying for a position as a Shuttle Vehicle Operator shall complete an application form  
available at the UPD. Information provided on the application shall be reviewed and verified by the 
program supervisor. 
a. A summary background check shall be conducted on the applicant, including the following: 

1. “Live Scan” fingerprinting that locates any criminal background through DOJ and the FBI. 
2. “All systems” check, including a DMV review, and any outstanding local warrants. 

b. Any information provided on the application found to be inaccurate or untruthful may be 
grounds for rejection of the applicant. 

 
7.3 Shuttle Vehicle Operators must adhere to and follow all procedures within the Small Vehicle Safety  

Program, including: 
a. Having a valid California Driver’s License. 
b. Registering for Defensive Driver. 

 
7.4 The shuttle program supervisor shall provide written copies to the operator of the following: 

a. Small Vehicle Safety Program 
b. University Parking & Traffic Ordinance brochure (PTO Guide) 

 
7.5 Prior to solo operation of a shuttle vehicle, the program supervisor shall ride with the new operator a 

minimum of one complete shift, and complete all items outlined on the Vehicle Operator Training 
Record (Appendix G). 
a. This training record shall be completed and signed by the Shuttle Vehicle Program supervisor.  
b. The shuttle vehicle operator shall sign this form, acknowledging completed orientation and 

training.  
c. A copy of the completed form shall be forwarded to S&RM. 

 
7.6 Supervisors shall monitor the safe driving habits of the shuttle operators, and provide training or 

corrections, as necessary.     
 

8.0 TRAIN THE TRAINER PROGRAM 
 

The following program is intended to assist trainers in training individuals on the safe operation of all small 
vehicles used on campus. 

a. Ensure that operators have completed the online Drive Safely, Drive Smarter and CSU Powered 
Carts online courses. 

b. Explain the purpose of the Small Vehicle Safety Program as outlined in Section 2.0. 
c. Provide a copy of the Small Vehicle Safety Program to the operator. 
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d. Explain that if they have any problems with their vehicle do not attempt to do the work yourself. 
Notify Capital Planning & Facilities Management (209-667-3211) for assistance. 

e. Use the Vehicle Operator Training Record (Appendix G) to conduct an in-person practical exercise 
with the new operator until they can satisfactorily operate the vehicle. 

f. The operator must sign the Rules for Safe Operation of Small Vehicles (Appendix F) and the 
Vehicle Operators Training Record (Appendix G) verifying they have been instructed on the above 
information. 

g. All signed copies of the Rules for Safe Operation of Small Vehicles (Appendix F) and the Vehicle 
Operators Training Record (Appendix G) should be sent to S&RM. 

h. Attend the annual Train the Trainer meeting. 
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Appendices 

 
Appendix A: SVS Campus Routes Map 
Appendix B: SVS Campus Restricted Routes Map 
Appendix C: SVS Campus Map Res-NonRes 
Appendix D: Shuttle Stop Locations 
Appendix E: Preventative Maintenance Schedule/Safety Inspection Worksheet 
Appendix F: Rules for Safe Operation of Small Vehicles 
Appendix G: Vehicle Operator Training Record 
Appendix H: Form STD.270-Vehicle Accident Report 
Appendix I: Form STD.274-State Driver Accident Review 
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Appendix A: SVS Campus Routes Map 
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Appendix B: SVS Campus Restricted Routes Map 
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Appendix C: SVS Campus Route Map Res-NonRes (to put in small vehicles) 
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Appendix D: Shuttle Stop Locations 
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Appendix E: Preventative Maintenance Schedule/Safety Inspection Worksheet 
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Appendix F: Rules for Safe Operation of Small Vehicles 
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Appendix G: Vehicle Operator Training Record 
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Appendix H: Form STD.270 – Vehicle Accident Report 
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Appendix I: Form STD.274 – State Driver Accident Review 
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