
Common Rules for College-owned and Rental Vehicles 

• The driver’s responsibilities include, but are not limited to, the following:

o Operation of the vehicle in a manner consistent with reasonable practices
that avoid abuse, theft, or neglect of the equipment.

o In all cases, vehicles are to be operated in strict compliance with motor
vehicle laws of the jurisdiction where the vehicle is driven and with the
utmost regard for the vehicle’s care and expense of usage.

o Attention to and practice of safe driving techniques and adherence to
current safety requirements particularly given current and foreseeable
weather, road, and lighting conditions. Cell phone usage while driving is
not permitted unless it is hands free.

o Adhering to manufacturer’s recommendations regarding service,
maintenance, and inspection. Vehicles should not be operated with any
known defect that could inhibit safe operation.

o No trailers of any kind are to be pulled without prior permission from the
Director of Facilities Management.

o Possession, transportation or consumption of alcohol or illegal drugs by
anyone in the vehicle is strictly prohibited.

• No vehicle may be driven while under the influence of alcohol or any controlled
substance.

• The driver and all passengers must always wear available personal restraints
(seat belts and shoulder harnesses) when the vehicle is in motion.

• No one may ride in an open bed of a pick-up truck or similar vehicle without
proper personal restraints.

• The College’s insurance coverage allows only the following individuals to be
passengers in any College-owned or rental vehicle: current employees, current
students, spouses, family members, or any person or persons reasonably
engaged in official College business or activities, for example: admission visitors
and campus guest speakers.

• Cargo should be placed forward of the rear axle; avoid overloading the van or
placing any loads on the roof.

• Never allow more than 15 people total (includes driver) to ride in a 15-passenger
van. Fill the seats from front to back: when the van is not full, passengers should
sit in seats that are in front of the rear axle.

• No one may drive a Bard-owned vehicle unless they are on the approved driver’s
list maintained by Transportation.

Rules Specific to Rental Vehicles 

• For all rentals originating in the U.S. and Canada please DECLINE the Loss or
Collision Damage Waiver and the Additional or Supplemental Liability Insurance,
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however, please ACCEPT the coverage if renting a twelve (12) or fifteen (15) 
passenger van. 

• For travel outside the U.S. and Canada, obtain counsel from a travel agent and 
the College’s Business Office prior to your trip on which coverage(s) should be 
accepted in that specific foreign country for all vehicles. 

• In general, a rental day consists of each twenty-four (24) hour period and there is 
a one-hour grace period on returns. If rental vehicles are kept longer than one (1) 
hour after the rental period, there are additional hourly charges as outlined in the 
rental agreement. 

• Rental charges start at the time the vehicle is rented and cease when the vehicle 
has been properly returned. Generally, there are two (2) day minimum on rentals 
starting on Friday, Saturday, or Sunday. 

• Not all rental companies allow or provide vehicles with unlimited mileage in all 
states. Please be sure to verify the rental companies’ rules and regulations for 
trips to multiple states. 

• Please allow time to refuel rental vehicles at a gas station well away from the car 
rental drop off point to ensure the lowest gas charges and avoid fuel service 
charges levied by most rental companies. 

Rules Specific to Non-College owned Vehicles 

• Employees are not authorized to transport other employees or students for 
official College business or activities unless the driver is listed on the College 
approved driver’s list. 

• Employees must carry sufficient insurance on non-College owned vehicle(s) 
used for official college business or activities. Authorized drivers must carry limits 
of no less than: Bodily Injury of $100,000/300,000 and Property Damage of 
$100,000. 

• The College does not automatically assume any liability for bodily injuries or 
property damage arising out of an accident occurring in connection with the 
operation of a non-College owned vehicle. Please note: Depending on the nature 
of an accident, the driver’s insurance may be primary and possibly joint with the 
College for coverage of damage to their personal vehicle, property damage, 
and/or any bodily injury to themselves, passengers, or others. 

• The College cannot authorize use of an unsafe vehicle at any time. Preventive 
maintenance such as regular oil changes, lubrication and tire pressure and fluid 
checks determine to a large extent whether a vehicle is reliable and safe to drive. 

• The College does not reimburse repairs, maintenance, insurance, or other costs 
associated with non-College owned vehicles. 
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Traffic Violations 

• Drivers are required to report all moving violations and damages involving the 
use of any vehicle (College-owned, personal, or rental) while on college business 
to the College’s Risk Manager with oversight to your department or division and 
to the Business Office within twenty-four (24) hours of occurrence. Failure to 
report violations may result in disciplinary action. 

• Each year, violations and claims will be reviewed.  After two claims, rental 
privileges may be revoked. 

• All accidents must be reported to the head of transportation and to the College’s 
Risk Manager within twenty-four (24) hours of occurrence. The College’s Risk 
Manager will file any necessary claim documents with the College’s insurance 
carrier. 

• Additionally, if a rental vehicle is involved in an accident, please follow the 
instructions in the rental agreement for reporting. 

• The College does not reimburse fines, court costs, parking tickets, traffic or other 
violations. 

• Please be aware that traffic violations incurred during non-business (personal 
use) hours will affect your driving status since MVR’s may be randomly checked 
throughout the year. 

• Call the police if injury to others is involved, whether real or suspected — medical 
attention should be sought immediately. The College recommends that you call 
the police to file a police report even when there are no injuries. 

• Do not give any statements to claimants, insurance adjusters, private 
investigators, or attorneys without first obtaining permission from the College’s 
Risk Manager in the Business Office. 

• Do not attempt settlement, regardless of how minor. 

• Exchange vehicle identification, insurance company name and policy numbers 
with the other driver. 

• Get the name, address and phone number(s) of the other party(s) and any 
witnesses, if possible. 

• Take multiple photographs of the scene of the accident, if possible. 

• Complete the driver’s report (in the glove box of college-owned vehicles) while at 
the scene of the accident, if possible. 
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