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I. Purpose	  
The	  purpose	  of	  this	  policy	  is	  to	  set	  forth	  the	  requirements	  applicable	  to	  all	  drivers	  of	  Skidmore	  
College	  owned,	  leased,	  or	  rented	  vehicles	  or	  of	  personal	  vehicles	  while	  on	  College	  business.	  
This	  policy	  is	  intended	  to	  ensure	  the	  safety	  of	  drivers,	  passengers,	  the	  public	  as	  well	  as	  
minimize	  losses,	  damages,	  and	  claims	  against	  the	  College.	  
	  
Driving	  a	  Skidmore	  College	  owned,	  leased	  or	  rented	  vehicle	  is	  a	  privilege	  and	  the	  College	  
reserves	  the	  right	  to	  deny	  or	  revoke	  the	  driving	  privileges	  of	  any	  driver	  in	  the	  event	  that	  the	  
driver	  does	  not	  meet	  the	  requirements	  of	  this	  policy.	  

	  
II. Scope	  

This	  policy	  applies	  to	  all	  College	  faculty,	  staff	  and	  students	  to	  whom	  the	  College	  grants	  the	  
privilege	  of	  operating	  a	  College	  owned,	  leased	  or	  rented	  vehicle.	  

	  
III. Sponsoring	  Department	  Responsibility	  &	  Oversight	  

Sponsoring	  departments	  shall	  appoint	  a	  representative	  who	  will	  be	  responsible	  for	  maintaining	  
a	  list	  of	  their	  authorized	  drivers	  and	  work	  with	  Business	  Services	  to	  ensure	  compliance	  with	  the	  
Motor	  Vehicle	  Policy	  and	  it’s	  training	  requirements.	  	  In	  addition,	  it	  is	  recommended	  that	  
department	  supervisors	  meet	  annually	  with	  each	  of	  their	  approved	  drivers	  to	  review	  the	  Motor	  
Vehicle	  Policy,	  their	  responsibilities	  and	  safe	  driving.	  
	  	  	  
Departments	  will	  be	  held	  responsible	  should	  an	  accident	  occur	  involving	  an	  Unauthorized	  
Driver.	  	  The	  department	  will	  be	  expected	  to	  pay	  the	  deductible	  amount	  for	  any	  insurance	  
claim	  that	  may	  arise.	  
	  

IV. Driver	  Eligibility	  
Drivers	  must	  be	  at	  least	  eighteen	  (18)	  years	  of	  age,	  have	  had	  a	  valid	  US	  driver's	  license	  or	  
an!International	  Driving	  Permit	  (IDP)	  issued	  by	  either	  the	  American	  Automobile	  Association	  
(AAA)	  or	  American	  Automobile	  Touring	  Alliances	  National	  Automobile	  Club.	  
Drivers	  are	  required	  to	  report	  any	  change	  in	  license	  status	  (e.g.,	  convictions,	  license	  suspended	  
or	  revoked)	  to	  their	  supervisor	  immediately.	  
	  

V. Authorization	  Procedures	  
To	  start	  the	  authorization	  process,	  faculty,	  staff	  and	  student	  must	  complete	  a	  “Driver	  
Authorization	  Application”	  (Employee	  or	  Student	  specific).	  	  Additional	  paperwork	  is	  necessary	  
for	  drivers	  with	  licenses	  from	  states	  other	  than	  New	  York.	  
The	  completed	  form(s)	  are	  to	  be	  returned	  to	  Business	  Services	  along	  with	  a	  copy	  of	  the	  
applicant’s	  driver’s	  license.	  	  A	  review	  of	  the	  driver’s	  records	  will	  be	  conducted	  through	  the	  
Department	  of	  Motor	  Vehicles	  covering	  the	  most	  recent	  3-‐year	  period.	  
Approval/denial	  will	  be	  communicated,	  by	  email,	  to	  the	  sponsoring	  department	  and	  applicant.	  
Reauthorization,	  for	  students,	  is	  required	  at	  the	  beginning	  of	  each	  academic	  year.	  

	  
VI. Motor	  Vehicle	  Record	  (MVR)	  Standards.	  

The	  College	  reserves	  the	  right	  to	  deny,	  suspend	  or	  revoke	  privileges	  to	  drive	  a	  College	  owned,	  
leased	  or	  rented	  vehicle,	  based	  on	  the	  initial	  or	  subsequent	  review	  of	  the	  motor	  vehicle	  record	  
for	  any	  faculty,	  staff	  or	  student	  requesting	  driving	  privileges,	  per	  the	  eligibility	  criteria	  below	  for	  
assessing	  motor	  vehicle	  record	  acceptability.	  	  
Anyone	  with	  the	  following	  violations	  within	  the	  last	  three	  years	  on	  their	  motor	  vehicle	  record	  
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• Comply	  with	  NYS	  Seat	  Belt	  Laws	  for	  driver	  and	  passengers.	  
• Agree	  to	  comply	  with	  no	  smoking	  or	  the	  use	  of	  tobacco	  in	  accordance	  with	  the	  NYS	  

Clean	  Indoor	  Air	  Act.	  	  
• Agree	  to	  comply	  with	  no	  use	  of	  handheld	  electronic	  devises	  (cell	  phones/texting)	  while	  

driving	  in	  accordance	  with	  NYS	  law	  
• Assume	  the	  responsibility	  for	  payment	  of	  all	  driver	  related	  traffic	  violations	  and	  citations	  

received	  	  
• Agree	  that	  any	  unauthorized	  use	  of	  Skidmore	  owned,	  rented	  or	  leased	  vehicles	  for	  non-‐

College	  related	  purposes	  would	  result	  in	  revocation	  of	  driving	  privileges.	  	  
	  

Fleet	  Vehicle	  Use	  
In	  addition	  to	  the	  vehicle	  uses	  outlined	  above,	  the	  following	  is	  expected	  when	  using	  College	  
owned	  vehicles:	  	  
• Routine	  vehicle	  maintenance	  and	  inspections	  will	  be	  completed	  or	  arranged	  by	  Facilities	  

Services.	  
• Vehicle	  registration	  and	  insurance	  will	  be	  maintained	  by	  Business	  Services.	  
• At	  the	  beginning	  and	  end	  of	  vehicle	  use,	  the	  driver	  will	  be	  expected	  to	  sign-‐in/out,	  to	  

include	  name,	  date,	  time,	  mileage	  out,	  and	  mileage	  in.	  
• Inspect	  the	  vehicles	  tires,	  fluids,	  lubricants	  and	  fuel.	  
• After	  fueling	  vehicle,	  give	  fuel	  receipt	  to	  department	  secretary	  and	  include	  your	  name,	  

vehicle	  information,	  and	  account	  number	  to	  be	  charged.	  
• At	  the	  end	  of	  vehicle	  use,	  vehicle	  should	  be	  cleared	  of	  any	  trash	  or	  debris.	  
• Vehicle	  warm-‐up-‐time	  is	  to	  be	  limited	  to	  10	  minutes.	  
• For	  events	  of	  snow	  or	  ice,	  scrappers	  and	  snow	  brooms	  are	  to	  be	  used	  to	  avoid	  damage	  

to	  wiper	  units/blades.	  	  
	  

X. Reserving	  a	  Fleet	  Vehicle	  
The	  College	  maintains	  fleet	  vehicles	  available	  for	  use	  by	  departments	  and	  students	  for	  
approved	  College	  related	  business.	  
Reservations	  are	  made,	  by	  the	  department	  authorizing	  the	  travel,	  by	  contacting	  Facilities	  
Services	  at	  580-‐5860	  and	  providing	  the	  following	  information:	  date	  of	  trip,	  destination,	  pick-‐up	  
time,	  return	  time,	  name	  of	  driver,	  #	  of	  occupants	  if	  applicable	  (note:	  due	  to	  the	  limited	  number	  
of	  vehicles,	  availability	  is	  on	  a	  first	  come	  –	  first	  serve	  basis).	  
Should	  weather	  be	  inclement,	  or	  forecasted	  to	  be	  inclement



 

XII. Personal	  Vehicle	  Usage	  
Individuals	  who	  drive	  his	  or	  her	  



 

	  
• Don’t	  admit	  fault	  or	  liability	  for	  the	  accident.	  

	  
• Complete	  an	  Accident	  Report	  Form	  (MV104)	  located	  in	  all	  College	  owned	  vehicle	  glove	  

boxes	  or	  available	  at	  Campus	  Safety.	  
	  

• Notify	  the	  drivers	  Supervisor	  and	  Business	  Services	  (x5812)	  of	  the	  accident	  as	  soon	  as	  
possible.	  	  If	  the	  accident	  occurs	  on	  campus,	  contact	  Campus	  Safety	  (x5566).	  

	  
• The	  College’s	  insurance	  company	  may	  contact	  you	  to	  obtain	  accident	  information,	  please	  

respond	  as	  promptly	  as	  possible.	  
• Information	  and	  records	  regarding	  accidents	  will	  be	  maintained	  by	  the	  Business	  Services	  

Department.	  
	  

• Other	  considerations	  when	  involved	  in	  a	  vehicle	  accident:	  
Do	  be	  courteous	  
Don’t	  discuss	  any	  conditions	  or	  defects	  of	  the	  automobile	  



 

o Operation	  of	  the	  vehicle	  is	  restricted	  to	  Skidmore’s	  main	  campus	  and	  College	  
properties	  located	  immediately	  adjacent	  to	  the	  main	  campus.	  Specifically:	  vehicles	  
are	  permitted	  to	  cross	  North	  Broadway	  only	  to	  access	  locations	  north	  of	  the	  
Scribner	  House.	  Clinton	  Avenue	  is	  strictly	  prohibited.	  	  

	  
	  

VIII. Vehicle	  Insurance






