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Thank you Lisa for that introduction.

As the Health & Safety Specialist  - All Occupational Health & Safety Programs including the DD/SVS programs

Ask the question: Is anyone new to the Defensive Driver Speedway?
	     How long have you overseen your DD program?
		Raise hand if 1-3 years, 3-5 years, over 5 years?




Objectives

Registration to 
Reimbursement

Small Vehicle Safety01 02 Who’s Driver is it, 
Anyway?03

Audit Process04 Future
Enhancements05 Q&A06



New Employee Orientation

Registration

Database

DMV EPN

Assign Training

FROM REGISTRATION TO REIMBURSEMENT
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Every month, S&RM attends NEO
We talk about who S&RM is and what we do, including the IIPP which incorporates DD/SVS.

Individuals register through a Microsoft form How many of you use an online registration process?
Pros: Make changes on the fly, keeps all the history, give access to others as backup
Cons: Email only goes to the person who created the form, access the registration through excel, limited settings

Enter the individual in SharePoint Database  What Database programs do you use?
Downside: Doesn’t allow for a lot of error, once you delete there is no way of getting it back
Changes only apply to the new entries
Allows for uploads

DMV EPN
Web based – Allows for inquiries, out-of-state licenses, EPN all in one place.  24-48 hours 
Downside – Every person must have their own login
Every person gets entered in the EPN, I don’t mess around with inquiries (too time consuming)

Assign Training – Auto assign’s every 4 years




CSU Learn – Weekly 
Reports
Database Updates
Defensive Driver Log
Monthly Reports

FROM REGISTRATION TO REIMBURSEMENT
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Weekly Reports from CSU Learn; allows to see who has completed the training
DD
SVS

Update DB weekly 
Options are Pending, Completed, and Separated
Pending: When they initially register
Completed: When they have completed the training
Separated: When they have separated from the University

Create DD Logs
Allows departments and individuals to see when their current certification expires; less calls and emails
Weekly, bi-weekly, or monthly updates

Monthly Reports
3 reports from HR
Separation: Individuals are marked as separated, wait 3 months and verify with Active Directory, Remove from EPN.
Department Changes: Allows Db to be kept up to date on individuals that change departments
Student Assistant Listing: 
Db Excel
Expirations for the month; Marked as pending and verify they have been assigned training
Separations with expirations over a year; delete from Db




Small Vehicle Process 
mirrors Defensive Driver 
with two exceptions:

Access email
In-person Exercise

SMALL VEHICLE SAFETY
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Registration
Check box with additional questions

Can’t assign right now, working campus specific CSU Learn course

In person exercise
Show where they can and can’t drive
Show me they can handle the cart and drive
Don’t hesitate to not pass someone (only 3)

Cleared to drive when both DD and SVS courses and in person exercise is completed
Must have forms sent back to me (Rules for safe operation and Trainer Record)

Train the Trainers – Departments with numerous drivers




Employees

Faculty, Staff & Student 
Assistants

Students

Actively Enrolled 
Warriors

Volunteers

Campus Community 
Volunteers

WHO’S DRIVER IS IT, ANYWAY?
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How many of you have a dedicated person just for DD?

Employees – Faculty, Staff, and Sas

2 other groups:
Students – Drive for Departments or program: Conferences, grants, MSW (Reimbursement may or may not)
Volunteers – Those that drive others, can include students driving other students to field trips, athletic events
Must have a volunteer contract on file with HR
Sent to S&RM 




WARNING! 

Weekly Report
Concur Watch Audit Findings

CONCUR & THE AUDIT PROCESS

When requesting personal car mileage, in 
addition to this travel request, make sure you 
have a STD261, Authorization to Use Privately 
Owned Vehicles form on file within your 
department and verify that you have completed 
Defensive Driver. Contact Safety & Risk 
Management with any related questions.
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How many campuses use Concur as their travel platform?

When travel request is created: Warning message comes into play when entering personal car mileage, rental car, gas, etc.

Weekly Report from Concur that shows who entered requests with such.
Review for expirations or no DD on file
Update the spreadsheet with expiration dates
Send to Financial IT person to update Concur
Audit Findings – All findings are sent to the Concur Travel Administrator
1st Notice – Warning; Need to register, complete training assigned
2nd Notice – Supervisor is also notified, possible hold on reimbursement
3rd Notice – Supervisor and Dean/VP notified; all future reimbursement held




STD 261

Certificate of Completion

Streamline Small Cart 
Process

Future Enhancements
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Who can tell me the one thing I haven’t discussed since I started?

The STD261
Who is responsible for this on your campus?
At Stan State, the departments are responsible for obtaining this and getting them signed annually.

Future Enhancements: 

Send annual notices to the campus via email in June, reminding them that the 261 needs to be renewed July 1.

For travel purposes, we are looking at having the individuals submitting for reimbursement to upload their 261 and DD certificate of completion in concur as another way to verify it has been completed.

Streamline the small cart process
Department’s must have their own cart in order to be trained to drive a cart
No loaning of carts 
Rental of carts will be going away



Questions?
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Any Questions?



CREDITS: This presentation template was created by 
Slidesgo, including icons by Flaticon, infographics & 
images by Freepik and illustrations by Stories

THANK YOU!
APRIL DUNHAM-FILSON, MPA, CSHO

adunhamfilson@csustan.edu 
209.667.3689

www.csustan.edu/safety-risk-
management/defensive-driver-program

http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
https://slack-redir.net/link?url=https%3A%2F%2Fwww.freepik.com%2F
https://slack-redir.net/link?url=https%3A%2F%2Fstories.freepik.com%2F
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