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Motorized Utility Cart Safety Policy

	
	

	
	

	Purpose:

Scope:
	The purpose of this policy is to establish proper safety procedures and practices and to ensure the safe operation of motorized utility and golf carts (“Carts”) on the University of the Sciences (“University”) campus.

This policy applies to anyone operating a Cart on the University campus. 

	
	

	Procedures:

Responsibilities:

Responsibilities:
Driving 

Procedures:

Cart Inspections:
	All operators of University Carts must be at least 18 years of age.  
Students are not permitted to operate University Carts.
A valid driver’s license is required to operate a University Cart. [Sodexo employees should check with their Department’s license requirements.]
University-owned Carts are to be used for University business only. 

Supervisor:
The Department Supervisor is responsible for maintaining a signed Acknowledgement Form (attached) for each employee in their department whom they have authorized to operate a Cart, and to update this training and license information annually.  The Supervisor should send a copy of the signed acknowledgement form to the Environmental Health and Radiation Safety Office, Box 85.  
The Department Supervisor is responsible for designating operators of the Cart(s) in their department and has authority to apply appropriate disciplinary action and/or suspend/revoke driving privileges if the Operator fails to adhere to the Policy. 
The Department Supervisor is responsible for ensuring that the Cart Operator is capable of handling the vehicle and has been instructed on and follows the procedures outlined in this policy.  Hands-on training for Operators must also be provided by the Supervisor, or his or her designee, prior to operating a cart. 
The Department Supervisor is responsible for adhering to the manufacturer’s recommendations, ensuring Carts are routinely inspected, and that all original equipment and safety features of the Cart are kept in good working order. (View the section on Vehicle Inspection) Carts shall not be modified in any manner that affects the manufacturer’s recommended mode of operation, or the speed or safety of the vehicle. 

The Supervisor is responsible for promptly reporting accidents involving the Cart to the Office of Risk Management, Box 53, ext. 7461 and for promptly completing a Human Resource’s Supervisor Accident Investigation Report form. 
Operator:
Review and understand the requirements contained in this policy.

Sign the Motorized Utility Cart Safety Information Acknowledgement Form (attached).

Operate Cart in a safe and responsible manner in accordance with this policy.

Maintain a valid driver’s license.
Ensure that the vehicle is in safe working order before each use and complete a Motorized Utility Cart Operator’s Daily Checklist (attached). 

Report mechanical or equipment defects to their supervisor as soon as possible. 

Promptly report accidents involving the Cart to your Supervisor and to the Department of Public Safety. 

Follow and adhere to the Driving Procedures listed below. 
Operators must limit the speed of the Cart to 5 m.p.h. on walkways and in pedestrian areas and must maintain a safe distance from pedestrians and other vehicles.  
Pedestrians have the right-of-way at all times.  Carts must yield to pedestrians on sidewalks. The Operator must stop the Cart when there are approaching pedestrians and must wait until the pedestrians have passed. 
Carts are prohibited from operating on the public roadways except when crossing the street or utilizing a roadway where no sidewalk exists.
Carts are to be operated with the utmost courtesy and consideration for the safety and convenience of pedestrians.  

Operators should maintain a safe distance from other vehicles and from pedestrians.  

Operators are to observe the rules of the road, including, stopping at intersections and other areas where pedestrian traffic may be obstructed.

Operators may not wear headsets or use a cell phone while operating a Cart.

Operators are prohibited from operating Carts outside the boundaries of the campus.

Carts are not to be overloaded, i.e. carrying more passengers than recommended or exceeding the Cart’s recommended load capacity.

Operators and passengers must remain seated, and hands, feet, arms and legs must be kept inside the Cart while it is moving.  The Operator is responsible to apply these safety rules to all passengers of the vehicle.

No Cart is to be operated with more passengers than manufacturer approved seating permits. 

Carts should not block entrances to buildings, stairways, walkways, disability ramps or main thoroughfares or be parked within 6 – 8 feet of the entrance or exit of any building, except at loading docks.

The Operator is required to turn off the ignition when the Cart is parked.  Keys are the responsibility of the Operator and should not be left in the Cart when it is unattended.  
Never back up without making sure there are no persons or obstructions behind the Cart. 

Failure to adhere to this policy could result in appropriate disciplinary action and/or suspension/revocation of the Operator’s cart driving privileges.
A Cart inspection to include visible and functional items should be conducted by the Operator prior to each use.  Items that should be reviewed include, but are not limited to:  tire pressure, rust damage, fluid leaks, loose parts, working brakes, signals and lights, and a properly charged battery. 

A Cart inspection form should be completed with each inspection.  The generic motorized utility cart Operator’s Daily Checklist is attached and may be used or modified for your department’s specific type of cart(s). 

Ensure that all records of inspections and records of maintenance and repairs are maintained.  

If a Cart is not operating properly, it must be immediately taken out of service and your Supervisor must be notified.  Tag or label the cart “Do Not Use” until it is properly repaired.   
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Motorized Utility Cart Safety Information 
Acknowledgement Form

Please review this policy with your staff prior to assignment to operating a motorized utility cart. EHRS will forward this for completion to Department Managers on an annual basis as documentation of training and information provided to Cart Operators. 
Employee Name: _________________________________________        ____

Department: __________________________________________    _________

By signing below I acknowledge that:

· I read and understand the procedures and conditions contained in the University of the Sciences’ Motorized Utility Cart Safety Policy and will adhere to all the requirements of this policy.

· I have been provided with the opportunity to ask questions related to this policy. 

Please attach a copy of your driver’s license and complete the information below:
Date of Birth_________________________________________________________________

Driver’s License State and Number: ______________________________________________


______________________________________________________     _______________________

Employee Signature




                                            Date

______________________________________________________    ________________________
Supervisor Signature








Date

Motorized Utility Cart

Operator’s Daily Checklist

Conduct a motorized utility cart daily vehicle inspection using a checklist for the type of cart used, to include all applicable visible and functional items.  Use this generic checklist or only use it as a guide in developing a checklist for your department’s specific type of cart. [NA = not applicable]
Vehicle ID ____________ Operator____________________ Dept._________________ Date____________

	Visual Checks
	OK
	No
	NA

	Obvious damage or leaks (including rust)
	
	
	

	Tire condition
	
	
	

	Battery water level
	
	
	

	Head and tail lights
	
	
	

	Warning lights
	
	
	

	Life and lower system:
	
	
	

	     Condition of chains, hoses, cables
	
	
	

	     Limit switches, attachments
	
	
	

	General Safety:
	
	
	

	     Body harness, tether, seat belt
	
	
	

	     Guards and covers
	
	
	

	     Decals, warning and operational
	
	
	

	     Oil leaks, engine oil level
	
	
	

	No loose or visibly defective items noted
	
	
	


	Operational Checks
	OK
	No
	NA

	Horn
	
	
	

	Travel/directional controls:
	
	
	

	     Can properly control speed/direction
	
	
	

	     Moves smoothly without binding
	
	
	

	     Returns to neutral when released
	
	
	

	Service brakes operative
	
	
	

	Parking brake operative
	
	
	

	Steering operation:
	
	
	

	     No noise, binding, excessive play, or is not loose
	
	
	

	Battery charged
	
	
	

	Mirrors (not cracked, fogged, loose, dirty)
	
	
	

	Safety: 
	
	
	

	     Operation and warning or hazard lights work
	
	
	

	     Signals
	
	
	

	     Limit switches functioning
	
	
	


	Remarks/Comments/Items needing attention or repair.  [If any motorized utility cart is not operating properly, notify your supervisor, take the cart out of service and it should be tagged or labeled “Do Not Use” until properly repaired.]

	

	

	

	

	

	


