LOYOLA COLLEGE

NEW DRIVER CLEARANCE PROCEDURES

(PROCESS TAKES A MINIMUM OF TWO WEEKS)

Everyone must complete this process:

· New driver acquires “Authorized Driver Information Sheet” from sponsoring organization.

· New driver completes and signs ADIS, sponsoring organization verifies information, makes a copy of the driver’s license and faxes to Tim Evans @x1158.

· Tim faxes ADIS to St. Paul Insurance and waits for OK from St. Paul.

· Tim does/does not receive clearance from St. Paul.  Tim notifies sponsoring department and updates master driver file.  If clearance is refused, it is sponsoring department’s duty to notify driver and not forward any requests for vehicles.

· St. Paul requires Clearance re-check every 3 years.

· Process is finished for drivers of cars, minivans, cargo vans, and pick-ups.

New driver Process for 15 passenger vans

Requires these additional steps:
· New driver signs up for 2 hour class with Transportation and Parking Instructors @ ext. 1156.  Instructor checks for clearance.

· Driver reads, understands, and signs “15 passenger van policy statement” and “Rules of the Road.”

· New driver, after passing class and driver clearance, signs up for driving test @ est. 1156.

· New driver takes driving test (up to 2 hours total time) and passes.

· Freshmen are not permitted to drive 15 passenger vans.

After passing all tests, student is issued “Loyola Van Training” card.  Transportation & Parking notifies sponsoring organization and updates master drivers’ list.

Returning 15 passenger van drivers must take the 15 passenger recertification road test on or before the anniversary of their previous test every year.

Returning car and minivan drivers must re-submit “Authorized Driver Information Sheet” every 3 years as per our insurance company.  After 3 years, name is automatically removed from authorized driver list.  Any lost card needs to be replaced.

11/2002

