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This material is provided to you for general informational purposes only. Maintaining safe operations and a safe facility in accordance with all laws is your responsibility. We make no representation or warranty, express or implied, that our activities or advice will place you in compliance with the law; that your premises or operations are safe; or that the information provided is complete, free from errors or timely. We are not liable for any direct,   indirect, special, incidental or consequential damages resulting from the use or misuse of this information. You are not entitled to rely upon this information or any loss control activities provided by us, and you may not delegate any of your legal responsibilities to us.

© 2013 by Berkley Technology Underwriters.  All rights reserved.

Sample Motor Vehicle Safety Policy

This sample motor vehicle safety policy is designed to help you address safety and risk management issues connected with your motor vehicle operations.  Claims from motor vehicle operations can be very costly to an organization and their insurers.  These claims impact the bottom line and also can reflect negatively on the reputation of the business and its management.  This sample policy is provided as a guide and is not to be construed as legal advice by Berkley Technology Underwriters, nor does it relive you of your responsibility to comply with applicable laws and regulations.
To achieve the desired effectiveness, company management should provide leadership and commitment to safety in the operation of motor vehicles by taking deliberate steps towards an organized safety policy.  Sufficient staff and financial resources should be allocated to support the overall motor vehicle safety program.  This program should be laid out in writing to define the organizational requirements for driver and motor vehicle safety.

We suggest your program include the following elements:

· Motor vehicle safety policy statement

· Responsibilities and expectations of drivers and management

· Driver authorization to include qualifications, MVR and screening

· Driver acceptability for qualification, required communication including accident reporting and determination of fault

· Organizational specific vehicle and driver safety rules

· New driver orientation and ongoing training policies

· Distracted Driving and Cell Phone policy

· Vehicle specifications, inspections and maintenance

· Disciplinary action for inappropriate operation of a motor vehicle
Motor Vehicle Safety Policy
(Sample)

(Company name) is dedicated to protecting all employee drivers, their passengers and the general public from injury arising out of the use of motor vehicles for company business.  Our Motor Vehicle Safety Policy establishes minimum procedures and requirements that must be followed by management and employees when using motor vehicles for business purposes.

Management Policy Statement
Our company considers the safety and health of employees and the general public to be of prime importance.  Safety contributes to the successful pursuit of our mutual goals and objectives.  By implementing the following Motor Vehicle Safety Policy, our goal is to protect and preserve our vital resources

The operation of vehicles is a daily part of conducting our company business and providing vital services.  However useful they are as an everyday tool of supporting our business, motor vehicles expose all of us to accidents, injuries, property damage, and direct/indirect costs.  We have responded to these hazards with an aggressive Motor Vehicle Safety Policy designed to reduce our potential for accidents as much as possible.  In order to achieve these goals, the policy mandates the active participation and support of us all.

Vehicle accidents are a waste of our time, equipment and human resources, in addition to potentially causing human pain and suffering.  As such, all employees, no matter what status or position, must play an active role in eliminating and controlling accidents.  We have a moral obligation to each other and ourselves to support the aims of this Motor Vehicle Safety Policy.

President:


Fleet Administrator:

Responsibilities
It is our expectation that everyone work toward our common goal of zero accidents by taking individual responsibility for the safe business use of motor vehicles.

Managers are responsible for:

1. Implementing and managing the Motor Vehicle Safety Policy at their location.

2. Designating employees authorized to drive for company business.

3. Ensuring that designated drivers meet minimum driver qualifications outlined in this program.

4. Ensuring that employees provide proof of insurance (in the amount of at least $300,000 for bodily injury coverage) on all personal vehicles used for company business.
5. Coordinating investigation of all accidents resulting from the business use of motor vehicles.
6. Coordinating driver training.

7. Ensuring that all designated drivers sign the “Vehicle Operating Agreement” (Appendix I) prior to driving on company business, and that a copy of the signed form is provided to (       ) (fleet coordinator or designated member of management).

8. Notifying (       ) (fleet coordinator or designated member of management) of all accidents involving the business use of motor vehicles.


Drivers are responsible for:

1. Following and cooperating with the requirements of this program.

2. Maintaining a valid driver’s license and following any license restrictions.

3. Informing the senior management of any driver’s license revocations, restrictions, or suspensions.

4. Driving at all times in a safe, defensive manner.

5. Assuring the safety of passengers and cargo.

6. Providing auto insurance with bodily injury limits of at least $300,000 on all personal vehicles used for company business, and providing proof of this insurance to the manager.

7. Reporting all accidents to the senior manager and cooperating with investigation of the accident.

8. Attending and participating in all company-sponsored or assigned drivers training.

9. Wearing their seat belts when driving vehicles on company business and ensuring passengers in all such vehicles also wear their seat belts.

10. Signing and adhering to the “Vehicle Operating Agreement” (Appendix I)

Driver Authorization (qualification and screenings)
Driver Authorization

Only those employees meeting the minimum qualifications of this program, and authorized to drive on company business may do so.  This authorization may be revoked if evaluations of driver performance do not meet company standards.
An authorized driver must:

1. Be at least 21 years of age

2. Have at least one year experience driving the class of vehicle to be operated

3. Meet local/state licensing requirements

4. Within the past 36 months:

· Not had their driver’s license suspended or revoked\

· Not had automobile insurance canceled, declined, or non-renewed by a company

5. Meet the Minimum Driver Qualifications outlined in the next section.
Minimum Driver Qualification

(This is an example.  Your company’s can be more stringent)

In order for an employee to be authorized to operate a motor vehicle on company business verification of the following must be completed:
1. Valid Driver’s License, without suspension, from the state of their residence only.

2. Driving record (Motor Vehicle Record) free of any convictions within the past three years for:

· Alcohol and/or drug related driving offenses.

· Refusal to submit to a Blood Alcohol Content (BAC) test.

· Reckless driving.

· Leaving the scene of an accident.

· A felony, manslaughter or homicide involving use of a motor vehicle.

· Driving while the driver’s license is under suspension or revocation.

3. Motor Vehicle Record (MVR) free of any combination of three or more “at-fault accidents” or moving violations (e.g.; speeding, failure to yield, improper turn, etc.) within the past three years.  An “at-fault accident” is defined as an accident in which the driver received a moving violation ticket issued by a law enforcement officer.  This is to be determined by the person reviewing the MVR after the facts of the accident have been gathered and reviewed.

4. Clear background by checking with previous employers in accordance with applicable privacy laws.
MVR (Motor Vehicle Record)
An MVR will be obtained annually on all employees for whom authorization to drive on company business is being determined.  The Fair Credit Reporting Act (FCRA) requires that we notify the employee (prior to obtaining an MVR) that a consumer report (MVR) will be obtained.  Therefore, the employee must complete and sign the Disclosure and Authorization form (Appendix III) and forward a copy to (the location where driver files are maintained).

MVRs will be obtained:

· When checking job application references.
· Prior to making an offer of employment.
· When a current employee transfers to a driving position.
· When a current position is revised to include driving.
· At least annually on a regular basis to ensure the ongoing safe driving record of drivers.
Manager must also provide the employee with a copy of “A Summary of Your Rights under the Fair Credit Reporting Act” (Appendix IV) prior to requesting a check of the employee’s MVR.
Driver Acceptability
The following matrix can be used as a guideline for determining driver acceptability.  This format allows you to enter information gathered regarding a driver’s performance.  This is a guideline only and other circumstances regarding a driver’s performance may be considered.
	Driver Acceptability for Qualification

	
	Number of Moving Violations Within Past Three Years
	
	Number of Accidents Within Past Three Years
	
	Number of DUI or DWI within Past Three Years
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	Motor Vehicle Report will be checked every 6 months;  acceptability subject to no deterioration in the record.
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	Employer must prohibit driver from driving company vehicles or using personal vehicles on company business.
	

	
	
	
	
	
	
	
	
	
	
	


Driver Acceptability (Alternate)
It is (the Company) policy and requirement for employment that every employee position with driving duties requires a motor vehicle record (MVR) meeting the grading requirements stated below. This MVR policy applies both to drivers of company owned vehicles as well as employees using personal vehicles in the course of company business.

MVRs will be examined prior to the start of employment and at least annually thereafter. Any job offer made to an employee-candidate for a position with driving duties shall be contingent upon an MVR meeting the required standards; continued employment in a position with driving duties also requires an MVR meeting the standards outlined below.

The standards for MVRs are as follows:

1. All operators must have a valid driver’s license for at least three years.

2. No new driver will be hired with a “borderline” or “poor” MVR. MVRs will be graded based on the table below, as minimum requirements.

3. Driving records must remain “acceptable” or “clear,” as graded on the table below, for continued employment in positions with driving duties.

Any exceptions to these guidelines must be referred to senior management for written approval. The auto insurance carrier will be consulted on any/all MVRs not meeting the minimum criteria. 
Motor Vehicle Grading Criteria (last 3 years)

	Number of Minor Violations
	Number of at-fault accidents

	
	0
	1
	2
	3

	0
	Clear
	Acceptable
	Borderline
	Poor

	1
	Acceptable
	Borderline
	Poor
	Poor

	2
	Acceptable
	Poor
	Poor
	Poor

	3
	Borderline
	Poor
	Poor
	Poor

	4
	Poor
	Poor
	Poor
	Poor

	Any major violation
	Poor
	Poor
	Poor
	Poor


	Minor Violation:

(Any violation other than  major except the following)
	Major Violations



	· Motor vehicle equipment, load or size requirement

· Improper/failure to display license plates

· Failure to sign or display registration

· Failure to have driver’s license in possession (if valid license exists)
	· Driving under influence of alcohol/drugs

· Failure to stop/report an accident

· Reckless driving/speeding contest

· Driving while impaired

· Making a false accident report

· Homicide, manslaughter or assault arising out of the use of a vehicle

· Driving while license is suspended/revoked

· Careless driving

· Attempting to elude a police officer




Vehicle Operating Agreement

A Vehicle Operating Agreement (Appendix I) serves as a formal means of authorizing employees to drive for company business.  No employee is permitted to drive for company business until this form has been completed and signed by the employee and manager.  Authorization to drive for company business may be terminated at any time that management becomes aware of a driver’s failure to abide by this policy or to meet the minimum driver qualifications.

Personal Use of Company Vehicle
The best practice is to prohibit any personal use of a company vehicle.  However, if personal use is determined to be permissible, each authorized driver shall be required to read and sign the Personal Use of Company Vehicle Policy Statement (Appendix VIII).  Only the employee, spouse, or approved company driver may operate the vehicle in accordance with all company safety policies.  A copy of a spouse’s driver’s license shall be provided for an MVR check and a signed Fleet Policy Acknowledgement and MVR Registration Form (Appendix VII) will be kept on file.
Company vehicles are provided primarily for business purposes; however, occasional personal use is permitted. Personal use is a privilege extended only to the authorized employee and his/her spouse.  The privilege of personal use may be withdrawn at any time without notice by the company.

The following rules apply to personal use of company vehicles:
1. Only authorized employee and spouse may drive.

2. The company vehicle may only be used for incidental trips within 25 miles of your home.

3. Personal trailers, including boat and recreational vehicles, are not to be pulled.

4. Company vehicle is not to be driven while under the influence or alcohol or any controlled substance.

5. Possession, transportation or consumption of alcohol or illegal drugs by anyone in the vehicle is not allowed.

6. Driver and all passengers must wear available personal restraints.

7. Report any accident immediately to police and your manager.

Any exceptions to these rules requires advance, written approval by approved company manager or officer. Violation of these rules will result in disciplinary action from removal of driving privileges up to and including discharge.
Personal Cars Used on Company Business (Hired/Non-Owned)
The company does not assume any liability for bodily injuries or property damage the employee may become personally obligated to pay arising out of an accident occurring in connection with operation of his/her own car. The reimbursement to the employee for the operation of his/her car on company business includes the allowance for the expense of automobile insurance. You are required to have minimum liability limits of $100,000 per person, $300,000 per occurrence, and $100,000 property damage, or in the case of combined single limits, at least $300,000 CSL.   The company does not specify and assumes no responsibility for any other coverage employees carry on their own cars since this is a matter of individual status and preference.
The driver must supply evidence of an in force auto policy for the vehicle used for company business.  A copy of the declaration page and certificate of insurance must be provided to (the company).  The policy must be in the name of the employee and must not contain “business use exclusion".  The vehicle must be rated as “business use” on the personal auto policy.  Finally, the policy must include coverage for Under/Uninsured Motorists (UM/UIM) at the  same limits at noted in the previous paragraph.
Before any employee may operate their personal vehicle for company business, the Driver-Owned/Leased Vehicles Used for Business Purposes Policy (Appendix II) must be completed and placed in the employees driver or personnel file.
Rental Car Usage
All employees who rent cars for company business must be an authorized driver based on the various criteria outlined throughout the Fleet Safety Policy manual.  Additionally, specific guidelines should be developed for car rental, including:  rental car companies to utilize, use of company credit card, purchase of insurance coverage, etc.  Rental car companies offer a variety of insurance coverage options and waivers, some of which may already be provided by personal auto insurance, credit card, or AAA.
The Company should develop formal guidelines for employees renting cars, to include a position on the following insurance coverages and offerings:

· Collision Damage Waiver/Los Damage Waiver – Collision Damage Waiver (CDW) or Loss Damage Waiver (LDW) is an agreement option that relieves the renter of financial responsibility if the vehicle is damaged (or stolen in some cases).  Contract wording is not standard so a renter should carefully read the agreement.  It is common for the agreements to be waived if a renter is in violation of the rental agreement.  The waiver may have limits but typically covers up to the full value of the vehicle.  Renters should verify whether the waiver will cover “loss of use” which represents the amount of lost rental income when a vehicle is being repaired as a result of an accident.

A renter’s personal auto insurance policy may grant coverage that includes the waiver amount.  Further, some credit card companies offer CDW/LDW coverage as a cardholder benefit.  Some restrictions can apply and it may be supplemental to a primary or other coverage. 
· Personal Accident Insurance – this covers the renter for accidental death and medical coverage for you and passengers during the time of the rental and while operating the vehicle.  Personal auto policies or personal accident insurance may provide this same coverage.  Renters are generally responsible for injury or damage to third parties as a result of a collision.

· Personal Effects Coverage – This coverage provides protection against loss or theft of personal belongings from the rental vehicle.  Personal auto policies may also provide this coverage.  Many commercial business property policies will provide protection for business contents and equipment (such as laptop computers) used by an employee during a trip.

· Additional Liability Insurance – This optional insurance provides protection for the renter and other authorized operators against third party claims for bodily injury/death and property damage caused by the renter during the use and operation of the rental vehicle.  Again, credit card providers and personal auto policies may also provide some level coverage in this area.

Rental Car Safety Policies
· Rent a car of similar size and performance to what you typically drive and are capable of controlling.  Avoid expensive and high-performance vehicles even if offered at the same price.

· Spend a few minutes getting acquainted with the rental car.  Identify location and proper operation of critical features such as:  lights, wiper and washer, mirrors, seat, heat and AC, defroster, etc.  Adjust mirrors and seat before beginning to drive.

· Familiarize yourself with the dashboard, particularly the speedometer, temperature gauges, and fuel gauge.

· Visually inspect the vehicle before driving off.  If the vehicle is damaged, make a notation on the contract.  Don’t assume tires are inflated, fuel tank is full, or the wipers have fluid.  Make sure the spare tire and tools are where they are supposed to be.

· Test the brakes – with engine running – to get a feel for them.  At the same time, get the “feel of the wheel” by testing the “play” in the steering wheel.  Make sure the hand or parking brake works.

· Plan ahead.  Bring a map of the area or get electronic/internet directions before starting your trip.  If you are driving in a country with laws different from yours, make sure you become familiar with them or let someone drive who is.  Take extra caution in reading road signs and follow the speed limit.  You may not have a feel for a different vehicle and not be aware of its capabilities or limitations.

· Avoid storing luggage or valuables in the interior of the car.  Place these items in the trunk.

· Read the rental agreement for instructions on how to report an accident.  Place rental agreement and other rental evidence in the glove compartment.

· Keep the tank at least half full of fuel to avoid roadside emergencies.  You may not know how the fuel gauge represents the remaining fuel.  Make sure you know which side of the car the fuel fill is on before you start the vehicle.
· Keep keys with you at all times.  You typically are provided only s single set.  Losing keys can cause stress and contribute to distractions and accidents.

· Avoid the use of cell phones while driving.  Pull over to a safe location to make or receive a call or text message.

· Contact the rental company immediately if the “check engine” or other trouble light activates.

· Consider seating capacity and cargo space of the rental vehicle, especially if you will be transporting passengers or materials.

· Write down the make, model, color and license number of your vehicle.  Keep this information with you at all times and give a copy to those individuals who have your travel itinerary.

· Always wear your seat belt.
Vehicle and Driver Safety Rules
1. Be familiar with the vehicle and equipment before operating/driving.

2. Conduct regular vehicle safety inspections per company policy, keep the vehicle in good operating condition, and report any mechanical problems to management.

3. Practice defensive driving and courtesy to prevent accidents and traffic violations.

4. Observe all the rules of the road – including the use of turn signals, yielding the right of way, adhering to speed limits, and maintaining safe following distance.

5. Use headlights (not parking lights) during times of reduced visibility, such as snow, rain, drizzle, fog, and twilight.

6. Allow only authorized persons to operate or ride in vehicles.

7. Use the vehicle only for authorized purposes (no personal use unless authorized in advance).

8. Never pick up hitchhikers

9. Never leave the vehicle unattended with the key in the ignition and/or motor running.

10. Always lock the vehicle when unattended.

11. Use seat belts at all times and ensure that passengers do so as well.

12. Immediately report to management any moving violations, accidents, or changes in license status.

13. Never drive under the influence of alcohol or drugs.  If medication is prescribed, the doctor or pharmacist should confirm that it will not affect the ability to drive.  The same is true of over the co8unter medications such as cold remedies containing antihistamine which can cause drowsiness.

14. Eliminate or reduce distraction which could cause accidents, including:

· Cell phone use without a hands-free device
· Use of technology devices while driving including text messaging

· Eating or drinking

· Grooming

· Smoking

· Reading

15. Do not operate the vehicle in an aggressive manner, including:

· Speeding

· Tailgating

· Failure to signal a lane change

· Running red lights and stop signs

· Weaving in traffic

· Yelling

· Making obscene gestures

· Excessive use of horn

16. Firearms or offensive weapons are not allowed in company vehicles at any time.

17. Other rules deemed prudent by company management.
New Driver Orientation and Ongoing Training Policies
Prior to being assigned the vehicle/unit, all new drivers will be trained on a vehicle similar in size, power, configuration and operation as the vehicle they will be using, including any special equipment specific to the intended vehicle assignment.  Training will include behind-the-wheel observations.

Drivers will be expected to participate in ongoing driver training and safety programs as they are offered by the company.  Driver training may be required after at-fault accidents, or as a result of violations.

Distracted Driving Policy
A distracted driving policy is important as the use and need for hand-held communications devices is greater each year.  Distracted driving includes many forms of distraction such as eating, drinking, changing the radio dial, or conversing with a fellow passenger.  However, the most common form of distraction is using a cell phone or other electronic device.  Below are listed two sample cell phone policies, which are examples and may be modified to reflect the individual needs and concerns of your company and to place your company in compliance with federal regulations.  In addition, it would be considered a best practice to create a policy that would include any company-furnished devices.
Sample Cell Phone Policy #1
(This model policy may be used as a guideline for companies that wish to allow limited cell phone use under prescribed conditions)

Purpose, Background and Applicability

(The Company) recognizes that distracted driving can impair safe driving and contribute to vehicle accidents.  This policy will apply to all commercial drivers operating company equipment, independent contractors operating their own equipment under a lease or owner-operator agreement, and to non-commercial drivers, including sales and management personnel and all others operating company-owned equipment.

Policy

This policy is intended only to define certain prohibited activities and prescribe certain practices and recommendations to help employees safely operate company equipment or perform work for (the company).  Any activity which would cause drivers to take both hands off the wheel at the same time, or their mind entirely off the driving responsibilities, is prohibited.  Driving distraction include devices inside the cab as well as conversations with passengers or co-drivers.  Distractions may also be caused by objects or occurrences outside the cab, such as signs, billboards, “rubber-necking”, etc.

Specific Prohibitions

Although the activities that could be considered distractions would be too numerous to list, (the company) prohibits the use of the following devices by the driver while the vehicle is in motion:

· Cell, smart or satellite phones or other electronics communication devices, unless coupled with a hands-free device

· Call, smart or satellite phones or other electronic communication devices to compose, send, receive, or retrieve text messages, tweets, email, posts or blogs

Phone conversations should be limited to conversations related only to the driving objective or task.  While animated an argumentative conversations are sometimes unavoidable, they are to be delayed until the vehicle can be parked in a safe and legal parking area.

(The company) also prohibits driving while impaired mentally or physically, including driving while in a fatigued state.  When fatigued,  your ability to operate the vehicle safety is significantly reduced.  If you find yourself in any of these conditions, please find the next safe place to legally park and get some rest.

Suggested Practices

· Compose, send, receive or retrieve electronic communications when you are safely parked off the traveled portion of the roadway.

· Do not reach for something that would cause you to move your body and hands from their proper driving position or that would cause you to take your eyes off the road.

· If you must drink something, use a straw and avoid open cups that might easily spill.

· Choose foods that are simple and easy to hold and manipulate with one hand and never take both hands off of the wheel at the same time.

· Pre-select radio stations.

· If conversing with a passenger or co-driver, keep your eyes focused on the road ahead.  Do not look at the person with whom you are speaking.  Avoid any discussion or conversation that is contentious or causes you to lose focus on your driving responsibilities.

· Never write or handle paperwork while the vehicle is in motion.
· Do not read a map or atlas while the vehicle is in motion.  Study map or directions before you depart, and if you need to review en-route, do so only while parked.

· Pre-program your GPS with origin and destination points before moving your vehicle.

Consequences for Violating Policy

If a driver is involved in an accident, and a significant causal factor of the accident is driving while distracted, the driver will be subject to retraining and/or disciplinary action up to and including termination.  A driver who is observed engaged in any specifically prohibited conduct will be subject to retraining and/or disciplinary action up to and including termination.

It is important to understand that the Federal Motor Carrier Safety Regulations 49 CFR Part 392.80 and 392.82 prohibit texting and talking on a hand-held device without the use of hands-free technology while driving a commercial motor vehicle (CMV).  Steep fines of up to $2,750 to the driver and $11,000 to the company can be incurred as a result of violating these sections.

Sample Cell Phone Policy #2
(This model policy may be used as a guideline for companies that wish to prohibit the use of all electronic communications devices while vehicles are in motion)

Purpose, Background and Applicability

(The Company) recognizes that distracted driving can impair safe driving and contribute to vehicle accidents.  Distracted driving comes in many forms.  It is this company’s mission to not contribute to this problem.  All employees and drivers, including non-commercial drivers and sales and management personnel, will adhere to the following policy guidelines while working under the direction of (this company), no matter the type of vehicle being operated.  These policy guidelines will also apply to independent contractors operating their own equipment under a lease or owner-operator agreement.

Policy

For purposes of this policy, a distraction shall be defined as any activity that causes the driver to take his/her mind off the task of driving safely.  Any activity which would cause drivers to take both hands off the wheel at the same time, or their mind off their driving responsibilities, is prohibited.  Certain specific types of distractions are specifically prohibited and listed in the next section.  This policy is intended to eliminate distracted driving among all employees of (this company) and to help them safely operate company equipment or perform work for (the company).  Driving distractions include devices inside the cab, such as cell, smart, and satellite phones, tablet and laptop computers, navigation devices, and other electronic devices.  Distractions may also be caused by animated, argumentative, or contentious conversations.  Objects or occurrences outside the cab, such as signs, billboards, and “rubber-necking” can also be sources of distractions.

Specific Prohibitions

To minimize the possibility of driving while distracted, (the company) strictly prohibits the following activities by a driver while the vehicle is in motion:

· Use of a cell, smart or satellite phone, laptop or tablet computer, or any other electronic communication device, either hand-held or hands-free

· Composing, sending, receiving, or retrieving text messages, tweets, email, posts, or blogs on any type of electronic communication device
· Watching television or listening to CD’s
· Use of radio or stereo headphones

· Playing electronic games

· Eating or drinking

· Writing or handling paperwork

· Reading a map or road atlas

· Use of any device in violation of any applicable local ordinances, state or federal statutes

· Engaging in argumentative or contentious conversations either in the cab/passenger compartment or over a CB radio or other communication device

· Reaching for any object that would require the driver to leave his/her normal driving position

· Rubber-necking

Suggested Practices

Do not make or take phone calls, or compose, send, receive or retrieve electronic communications until you are safely and legally parked off the traveled portion of the roadway.  This also applies where the need exists to make an emergency call (911) or to answer an electronic communications device.

Minimize the use of CB radio.  Use only for communications that enhance your ability to drive the vehicle safely and efficiently or to gather valuable information from other drivers about road, traffic, and weather conditions.

Other suggested ways to minimize distractions:

· Direct all phone calls to voicemail – prior to beginning the trip
· Eat and/or drink only when you are taking your break

· Pre-select radio stations prior to beginning the trip

· If conversing with a passenger or co-driver, keep your eyes focused on the road ahead.  Do not look at the person with whom you are speaking

· Avoid any discussion or conversation that is contentious or causes you to lose focus on your driving responsibilities

· Never write or handle paperwork while the vehicle is in motion

· Study your map and directions while parked

· Program your GPS with origin and destination points before moving your vehicle

Consequences for Violating Policy

If a driver is involved in an accident, and a significant causal factor of the accident is driving while distracted, the driver will be subject to retraining and/or disciplinary action up to and including termination.  A driver who is observed engaged in any specifically prohibited conduct will be subject to retraining and/or disciplinary action up to and including termination.

It is important to understand that the Federal Motor Carrier Safety Regulations 49 CFR Part 392.80(a) and 392.82(a)(2) prohibit texting and talking on a hand-held cell phone while driving a commercial motor vehicle (CMV).  Steep fines of up to $2,750 to the driver and $11,000 to the company can be incurred as a result of violating these sections.

It is a violation of many federal laws to send a text message or to use an application of any type while driving a motor vehicle (FMCSR 392.80).  Penalties and fines of up to $2.750 may be levied against drivers by federal authorities. 

(Add company consequences for failing to follow policy)

We strongly support the federal mandate on this deadly issue.  We hope that by starting here at (company name), we will show the rest of the community we are serious about safety.  It is our goal to lead by example and the practice of no texting or talking on hand-held cell phones while behind the wheel will spread to other businesses throughout (community).
Vehicle Specifications, Inspections and Maintenance

Vehicles will be assigned to drivers based on the suitability for the designated purpose.  These will be vehicles with sufficient crash worthiness, cargo capacity, and equipment to safely fulfill the requirements of the designated purpose.
Authorized drivers are required to properly maintain their company and/or personal vehicles at all times. Vehicles should not be operated with any defect that would inhibit safe operation during current and foreseeable weather and lighting conditions. Preventive maintenance such as regular oil changes, lubrication and tire pressure and fluid checks determine to a large extent whether you will have a reliable, safe vehicle to drive and support work activities. You should have preventive maintenance completed on your vehicle as required in the owner’s manual. This service should be done at one of the following: _______________, ___________and ____________. The invoice for preventive service should be submitted with your expense account.

Vehicle repairs or service in excess of $50 must have prior approval by _____________ (manager).

Vehicle modifications should be made only at the discretion of management.  Examples of such modifications could include:

· Stereo equipment

· Trailer hitches

· Window tinting

· Navigation systems

· Security systems

· Accessibility aids

· Cargo containment means or racks

· Material handling means

· Mobile telephone attachments

· Changing tire or rim size

· Changing body configuration

· Increasing the carrying/hauling capacity of the vehicle or trailer.

Vehicles will be equipped and supplied (as needed) with appropriate emergency equipment such as:

· First aid kit

· Flashlight

· Reflective safety vest

· Space blanker

· Light sticks

· Fire extinguisher

· Tire inflator/sealant

· Reflective triangles/flares

· Cold weather emergency items

Vehicles and equipment will be inspected and serviced on a regular basis per the company policies and guidelines, but at a minimum, per the vehicle manufacturer’s recommendations, promptly after notice of a manufacturer recall, and in accordance with regulatory requirements and recognized standard practices.

Visual checks will be made by drivers on a daily basis to include:

· Gauges

· Fuel and fluids

· Wheels and tires

· Mirrors and mirror adjustment

· Windshield, including wipers

· Lights, including headlights, directional signals, and brakes.

Accident Reporting and Investigation
Accident Reporting
Minor incidents and accidents should be reported regardless of perceived damage or potential cost.  Motor Vehicle Incident reporting procedures (see Appendix V) should be located in every company vehicle and provided to anyone driving their personal vehicle on company business.
In the event of an accident:

1. Immediately contact and report the accident to the appropriate authorities (city police, highway patrol or county sheriff), and ask that a written report of the accident be made.

2. Do not admit fault, negligence or liability.

3. Do not attempt settlement, regardless of how minor.

4. Complete the Motor Vehicle Incident Report (Appendix VI) in your vehicle.

5. Take photographs of the scene of accident, if possible.

6. Turn all information over to your __________________within 24 hours.

Traffic Violations

Fines for parking or moving violations are the personal responsibility of the assigned operator. The company will not condone nor excuse ignorance of traffic citations that result in court summons being directed to itself as owner of the vehicle.

Each driver is required to report all moving violations to the ___________ within 24 hours. This requirement applies to violations involving the use of any vehicle (company, personal or other) while on company business. Failure to report violations will result in appropriate disciplinary action.

Please be aware that traffic violations incurred during non-business (personal use) hours will affect your driver status as well and are subject to review. 

Thefts

In the event of theft of company vehicle, notify local police immediately.
Preventable Accidents
A preventable accident is defined as any accident involving a company vehicle – whether being used for company or personal use – or any vehicle while being used on company business that results in property damage and/or personal injury, and in which the driver in question failed to exercise every reasonable precaution to prevent the accident.  The concepts of preventability and legal fault are not synonymous.  For example, a driver may have a green light while entering a controlled intersection, but if they are struck broad-side by a driver running a red light going the other way, they may not be legally at fault, however properly clearing the intersection would have prevented the accident, hence it is a preventable accident.
Classification of preventable accidents:
· Following too close

· Driving too fast for conditions

· Failure to observe clearances

· Failure to obey signs

· Improper turns

· Failure to observe signals from other drivers

· Failure to reduce speed
· Failure to clear intersections
· Improper parking

· Improper passing

· Failure to yield

· Improper backing

· Failure to obey traffic signals or directions

· Exceeding the posted speed limit

· Driving While Intoxicated (DWI) or Driving Under the Influence (DUI) or similar charges.

Fines for preventable accidents

In order to remind drivers of their responsibility to drive defensively, a fee will be charged to the driver for each preventable accident as defined above. This fee, which applies to each accident, will be capped at the lesser of the actual damages or $500. This is a mandatory fine. Any exceptions to this policy will require the approval of _________________.
Disciplinary Action for Inappropriate Operation of a Motor Vehicle
(This is an example of one of many possible disciplinary policies)
In an effort to improve our driver performance, we have developed a strategy which will determine a course of action after the occurrence of a moving violation and/or “preventable” accident/incident. The system will provide for progressive discipline of a driver if the driver begins to develop a pattern of repeated traffic violations and/or “preventable” accidents/incidents. Motor Vehicle Records (MVRs) will be reviewed annually to determine the suitability of the driver to continue driving a company vehicle, and to establish remedial training needs. The following criteria, which include both personal and business driving, will be utilized:
· No more than 2 minor violations* in anyone year
· No more than 4 minor violations in three years 
· No more than 1 serious violation** in the past five years 
· No DWl (or refusal to test) in the past 3 years 
· No suspensions or multiple licenses in five years 
*Minor violations include, but are not limited to speeding, overloads, and minor equipment problems.
**Serious violations include, but are not limited to stoplight/stop sign, 10+ mph over the speed limit, vehicular homicide, hit and run, or filing a false accident report.
The frequency of vehicle accidents should also be considered when evaluating driver experience and suitability. Criteria regarding accidents are no more than 2 “preventable” accidents/incidents in 36 months.
If the above driver performance criteria are exceeded, action will be taken ranging from remedial driver training to revoking of driving privileges. This may include, but not be limited to, defensive driver training, behind the wheel training observations, classroom, video, or other training methods. At any time prior to exceeding the criteria, management may put a driver on notice with a warning letter regarding a particular violation or “preventable” accident/incident. At the discretion of management, this may also include the revoking of driving privileges.
Appendix I

Vehicle Operating Agreement

Employee Name: _______________________________________________

Driver’s License Number:  ________________________________________

Location:  _____________________________________________________

Unit Number:  _________________________________________________

To be authorized to operate a motor vehicle on company business, I agree to the following conditions.  I will:

1. Follow and cooperate fully with the (company name) Motor Vehicle Safety Policy.

2. Maintain a valid driver’s license, and remain fully insurable.

3. Operate the vehicle in a safe, defensive manner, and obey all traffic laws.

4. Wear my seat belt and require passengers to wear their seat belts.

5. Promptly report all motor vehicle accidents to management.

6. Assume full responsibility for any traffic violations and fines arising out of the use of the vehicle.

7. Not use the vehicle for personal use unless authorized by management prior to the use.

8. Not allow the company vehicle to be drive by anyone that has not received authorization to drive by the company management (except in the case of an emergency).

9. Not alter the vehicle unless authorized by company management.  Examples include:

· Installation of stereos, amplifiers, radar detectors

· Installation of trailer hitches for personal use

· Aftermarket accessories such as bug deflectors, window tinting, running boards, and visors.

· Personalized or vanity license plates

10. If operating my personal vehicle for business purposes, I will sign and follow the company’s policy on that as well.  The company reserves the right to withdraw this privilege at any time.

I, __________________, have read and understand the Vehicle Operating Agreement established by ________________________.  I agree to abide by the provisions of this policy.  I understand that violation of this policy will result in disciplinary action, up to and including termination of employment.

Employee Signature:  _________________________________  Date:  _______________

Manager Signature:  __________________________________ Date:  ________________

Appendix II

Driver Owned/Leased Vehicles Used For Business Purposes Policy

There are situations where drivers use their personal vehicles for company business.  This may occur on a regular or irregular basis;  however there are policies and expectations that must be followed in these circumstances.

For those drivers utilizing their personal vehicles for company business, the following requirements apply:

· Must have a valid driver’s license in the state of residence, and meet the same MVR and driver qualification criteria as drivers of company-owned vehicles.

· Automobile liability and property damage insurance coverage must be maintained by the driver with at least $100,000/$300,000/$50,000 limits.  The company management should be provided with evidence of this insurance coverage, which clearly lists policy declarations, coverage limits, and (the company) as an additional insured.  The policy shall further indicate that the vehicle has been endorsed for business use.

· In case of an accident and subsequent claim, the coverage provided by the employee’s personal insurance will apply first.

· The vehicle must be maintained in accordance with the same requirements as company vehicles.

· Drivers must comply with all applicable state laws and regulations.

Motor vehicle records will be checked initially, and periodically thereafter.  The driver’s authorization to operate their personal vehicle for business purposes may be revoked by management if the motor vehicle record discloses the following:

· The state motor vehicle driver license is revoked, suspended, withdrawn, or denied.

· Operating outside the limitations of a restricted license.

· Driver refuses to undergo drug or alcohol testing in accordance with organization policies or as required by applicable state or jurisdiction.

· A conviction for driving a motor vehicle while under the influence of alcohol or illegal drugs.

Regular occasional drivers (more than six times per year for business use) will be required to attend driver safety training and meetings.

The company reserves the right to withdraw this privilege at any time.

I, ______________________, have read and understand the Driver Owned/Leased Vehicles Used for Business Purposes Policy established by ______________________.  I agree to abide by the provisions of this policy.  I understand that violation of this policy will result in disciplinary action, up to and including termination of employment.
Employee Signature:  _________________________________  Date:  _______________

Manager Signature:  __________________________________ Date:  ________________

Appendix III
Motor Vehicle Record Authorization 

By signing below, I hereby authorize (the company) to obtain my driving record, or Motor Vehicle Record in order to be considered for being named an authorized driver for (the company).  This authorization shall remain on file and shall serve as an ongoing authorization for (the company) to run and obtain my driving record at any time during my employment.
Driver’s Name:  ________________________________________________________

Driver’s Address:  _______________________________________________________

City/State/Zip:  _________________________________________________________

Social Security Number:  __________________________________________________

Driver’s License Number:  __________________________________________________

Driver’s License State of Issue:  ______________________________________________

Driver’s Signature:  ___________________________________________  Date:  ____________

Appendix IV

Telephone Report of Vehicle Accident

(For use by Supervisor/Manager who receives the call from a driver in the field)
Employee’s Name:  

Are you all right? (If not, describe your injuries):  


Date of Accident:  


Exact Location of Accident:  


Time of Accident:  


Description of Accident (What happened?):  


Phone number where you can be called back:  


Address where you can be reached within the next several hours:  


Did you get the other driver’s name, address, license number, and insurance company?  


Was anyone injured?  (Names)  


Were there any fatalities?  (Names)  

Were the injured provided medical assistance?  


If so, provide name and address of hospital or doctor:  


Were the police called?  


If so, did you get their names, badge numbers, and departments?  


Were there any witnesses to the accident?  


Did you get the names, phone numbers, and addresses of the witnesses?  


Can your vehicle proceed safely in its present condition?  


What is the extent of damage?  


What assistance do you need?  



Time:  _____________  Date:  __________

(Signature of person notified)

Location:  ________________________________  Vehicle Number:  _____________________

(Note any instruction to the driver on the reverse side)

Appendix V
Motor Vehicle Incident Reporting:

Instruction for Drivers and Incident Information

Instructions for Drivers:  In the event of an accident/incident, the on-scene instruction to be placed in the vehicle should include the following:

· Phone number(s) to which incidents are to be reported.

· Insurance carrier information that can be provided to other involved parties.

· Instruction for contacting law enforcement and emergency personnel, and instruction for contacting roadside assistance services, if available.

· Instructions or leaving the incident scene intact, securing the scene against further collisions or injuries until emergency personnel arrive, and meeting regulatory requirements (if any) for blood alcohol testing.

· A reminder to the driver that he or she should not admit fault for the incident.  Materials to be placed in the vehicle may also include a disposable camera for documenting the scene, and a witness card for recording initial comments and contact data from potential witnesses.

Incident Information:  Recommended data elements to be collected in the event of a motor vehicle incident are as follows (and are outlined on the Motor Vehicle Incident Report Form – Appendix VI):

· Name, address, phone number, driver’s license number, license plate number, vehicle make and model, name of insurance carrier and insurance policy number of company driver and all other drivers involved

· Name, address, and phone number(s) of all parties involved in the incident, including passengers in each vehicle

· Name address and phone number(s) of all witnesses.

· Date and time of incident

· Location of the incident (intersection or mile post)

· The party to whom the driver’s vehicle was registered (e.g. the organization, the driver, another individual, or a rental agency)

· Name and phone number (s) of the investigating law enforcement officer on the scene, if any as well as any citations issued

· Any other entities responding at the scene (e.g. fire department, ambulance, hazardous materials unit)

· A detailed narrative of the incident

· Sketch or diagram of the incident scene

· Photographs of vehicle damage

Note:  Vehicles involved in the incident should be denoted by numbers in both the narrative and the corresponding diagram.  Position of the witnesses should be noted in the same manner.

Appendix VI
Motor Vehicle Incident Report

	Is scene secured and properly protected against further injury or damage?

	Have the police been called?
	Has the insurance company been called?

	

	Information for Vehicles/Drivers Involved in the Incident

	Vehicle/Driver #1

	Name:
	Phone:

	Address:

	Driver’s License#:
	License Plate #:
	State:

	Vehicle Make:
	Model:
	Year:
	Color:

	Name of Insurance Carrier:
	Policy #:

	Summarize Damage to Vehicle:

	Is this driver injured?

	If yes, provide details of injuries:

	

	Vehicle/Driver #2

	Name:
	Phone:

	Address:

	Driver’s License#:
	License Plate #:
	State:

	Vehicle Make:
	Model:
	Year:
	Color:

	Name of Insurance Carrier:
	Policy #:

	Summarize Damage to Vehicle:

	Is this driver injured?

	If yes, provide details of injuries:

	

	Vehicle/Driver #3

	Name:
	Phone:

	Address:

	Driver’s License#:
	License Plate #:
	State:

	Vehicle Make:
	Model:
	Year:
	Color:

	Name of Insurance Carrier:
	Policy #:

	Summarize Damage to Vehicle:

	Is this driver injured?

	If yes, provide details of injuries:

	

	Information for all other Parties Involved in the Incident

	

	Passenger?  Yes  No
	If Yes, in which vehicle #?

	Name:
	Phone:

	Address:

	Is this person injured?     Yes     No

	If yes, provide details of injuries:

	

	Passenger?  Yes  No
	If Yes, in which vehicle #?

	Name:
	Phone:

	Address:

	Is this person injured?     Yes     No

	If yes, provide details of injuries:

	

	Passenger?  Yes  No
	If Yes, in which vehicle #?

	Name:
	Phone:

	Address:

	Is this person injured?     Yes     No

	If yes, provide details of injuries:

	

	Passenger?  Yes  No
	If Yes, in which vehicle #?

	Name:
	Phone:

	Address:

	Is this person injured?     Yes     No

	If yes, provide details of injuries:

	

	

	Witnesses

	Name
	Phone
	Address

	
	
	

	
	
	

	
	
	

	
	
	

	

	Description/details of incident

	Date:
	Time:                                         A.M./P.M.

	Location (intersection/milepost):

	Condition of road surface (wet, smooth, rough, icy, dry, etc.):

	Weather conditions (clear, cloudy, sunny, raining, snowing, sleeting, etc.):

	

	Incident Description (provide a detailed narrative of the incident):

(Note – refer to vehicles by number and utilize compass directions)

	

	Sketch/Diagram of the Incident

(include compass direction and refer to vehicles by number)

	


Appendix VII

Fleet Policy Acknowledgement and MVR Registration Form for Spouse

I have read the company Fleet Safety Manual and understand its contents.  I agree to abide by the rules of the company as set forth in the Manual, and understand they may be changed at any time.

 I hold a valid driver’s license number ______________________, issued by the state of ________________, expiring ___________________.

This is a restricted license  YES____  NO_____.  I have indicated restrictions on the reverse side.

I hereby authorize (company name) to obtain, either directly or through a third party vendor, a transcript of my Motor Vehicle Record (MVR) from any State Motor Vehicle Department.  Also at this time, I authorize (company name) to obtain either directly or through a third party vendor, yearly MVR’s beginning the first January after my spouse’s date of hire.  This to continue for the duration of my spouse’s company vehicle assignment.  During the three-year period preceding the date of this application I HAVE ___, HAVE NOT ___ been convicted of driving under the influence of alcohol, amphetamines or narcotic drugs or any unlawful or controlled substances, or been involved in an accident resulting in the damage to any property, including my own, or bodily injury or death while operating a motor vehicle, or been involved in a moving traffic violation as a result of operating any motorized vehicle or in violation of any other statutory requirement.  (If you have, indicate only date(s) and specific violation(s) on reverse side).

I AM AWARE THAT ASSIGNED COMPANY VEHICLES MAY BE DRIVER FOR PERSONAL USE ONLY BY THE EMPLOYEE OR LICENSED SPOUSE.

Printed Name of Spouse

Signature of Spouse







Date
Appendix VIII
Personal Use of Company Vehicle Sample Policy Statement

The car entrusted to your care is a valuable company asset.  It is critical that you understand and adhere to the following rules regarding the use of the company vehicle.
1. Only you, your spouse or an approved company driver may operate company vehicles.  Your spouse must have an acceptable Motor Vehicle Record 9MVR) and signed Fleet Policy Acknowledgement and MVR Registration Form on file with the company before use is allowed.

2. Other members of your family, friends, neighbors or friends are not permitted to operate the vehicle except in an emergency.

3. It is expected that you will operate the vehicle in a safe manner.  All traffic laws are to be obeyed.  Any violation may result in restricted driving privileges, suspension of driving privileges, or employment termination.

4. All company fleet policies apply when driving a company vehicle for personal use.

5. You are expected to park the vehicle in legal areas intended for such.  The vehicle should be locked and safeguarded in a prudent manner at all times.

6. You are expected to keep the car clean and in working condition at all times.

7. You will be financially responsible for any deductibles that must be paid as a result of any accident that occurs during non-business use, regardless of who is at fault.

8. You must obtain written permission to operate a company vehicle beyond your normal business use radius.

9. You are not permitted to operate company vehicles in any other country, attach any equipment to the vehicle (stereo equipment, hitches, bike racks, etc.) or use the vehicle for hire.
10. Vacation use is permitted provided that you obtain written management approval prior to the use.

I understand the conditions and consequences of the company’s personal use policy and agree to comply with the policy procedures and rules.

Employee Signature






Date

Management Representative Signature



Date
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