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[bookmark: _Toc156302100]PURPOSE
The operation of motor vehicles is a necessary part of the COMPANY business. The operation of motor vehicles exposes our company to the risk of loss – through injury to employees or the general public, damage to property and to our company’s overall reputation. Therefore, as a part of management’s commitment to operate all aspects of the business in a safe and responsible manner, we have created the following Motor Vehicle Safety and Fleet Loss Control Program. 
The purpose of this program is to detail the policies and procedures COMPANY takes to minimize the frequency and severity of vehicle accidents. All employees are required to follow the procedures outlined in this program. Any deviations from this program must be immediately brought to the attention of the fleet coordinator. 
[bookmark: _Toc156302101]SUMMARY
The following overview provides a summary of the COMPANY policies. The reader should thoroughly read this program for a clear understanding of enforceable policies.
Drivers
· Only COMPANY employees and other authorized agents of COMPANY may drive a COMPANY vehicle. All drivers must meet minimum standards and execute an approved Vehicle Use Agreement (VUA) in the form attached hereto as Appendix A. 
· Authorization to drive a COMPANY vehicle may be denied or revoked at COMPANY’s sole discretion if the employee’s driving record reflects certain violations. 
· Use of a COMPANY vehicle must be for official business only. Incidental use associated with official business is strictly limited. 
· COMPANY vehicles shall not be used for personal purposes except commuting under strictly limited circumstances.
· Non-COMPANY employees may ride in a company vehicle only if authorized and on official business. 
· Drivers and passengers must comply with all COMPANY policies and procedures. Drivers are responsible for paying all vehicle citations. 
· Employees should use a company vehicle whenever a vehicle is required and available for conducting company business. 
· Drivers are responsible for immediately reporting all traffic violations, citations, accidents or any damage to company vehicles.
Fleet Management
· The driving records of employees with active VUA’s will be reviewed regularly, but at least once per year. COMPANY may void the VUA of any employee who fails to meet COMPANY’s minimum driving standards, as determined by COMPANY in its sole discretion. 
· Management will monitor the use of vehicles by all employees. 
· The Fleet Coordinator (the “fleet coordinator”) will ensure all drivers receive annual driver safety refresher training.
· The fleet coordinator will develop and implement a preventative maintenance program for the fleet. 
[bookmark: _Toc156302102]SCOPE
This policy applies to:
1. All drivers of COMPANY owned, leased, rented, or borrowed vehicles (non-commercial, commercial, CDL required)
2. All COMPANY drivers of personal vehicles while such vehicle is being operated on company business.  
[bookmark: _Toc156302103]RESPONSIBILITIES
Fleet Coordinator 
The fleet coordinator assists in carrying out the policies set forth in this program.  The fleet coordinator also interprets these programs policies and provides assistance to drivers regarding these policies.  Additionally, the fleet coordinator is responsible for:
· Authorizing the use of company vehicles
· Evaluating prospective company drivers
· Maintaining an accurate qualified drivers list
· Maintaining accurate driver qualification records
· Maintaining accurate driver motor vehicle reports (MVR’s)
· Maintaining accurate substance abuse testing records (CDL drivers)
· Ensuring fleet vehicles are maintained mechanically.
· Selection/procurement of all company vehicles
· Ensuring all qualified drivers are trained in the safe operation of company vehicles.
· Monitoring drivers to ensure compliance with all elements of this program. 
· Annually reviews this written program and makes any changes needed.
Driver Supervisor
Driver supervisors of COMPANY employees are responsible for the following:
· Conducting supervisory ride checks for existing employees (see Appendix B for form).
· Conducting on-road driving tests for new employees
· Making recommendations to the fleet coordinator regarding the hiring, retention or release of employees based on driving tests and or supervisory ride checks.
Drivers
COMPANY employees are responsible for conducting herself in accordance with this program. Employee involvement is an essential element to the success of our motor vehicle safety efforts. Employees may be solicited for their input regarding vehicle selection, safety features, training programs and other topics related to this program.  


[bookmark: _Toc156302104]DRIVER SAFETY RULES	
All motor vehicle operators must obey all state laws and posted signs when operating vehicles. In addition, the following rules must be followed at all times:
1. License Suspension - Drivers must immediately notify the fleet coordinator if their license is suspended or revoked. Drivers are not authorized to drive any company owned vehicle or personal vehicle on company business with a suspended or revoked license.
2. Reckless Driving – Reckless driving, including speeding, is prohibited.
3. Moving Violations - Drivers must notify the fleet coordinator of moving violations immediately. 
4. Employees are not permitted to:
a. Accept payment for carrying passengers or materials.
b. Transport hazardous materials other than Materials of Trade (MOT), unless CDL Hazmat endorsed.
c. Transport weapons (such as firearms, large knives, etc.) or illegal or dangerous property in company owned vehicles. 
5. Being impaired by fatigue, alcohol, drugs (including safety sensitive prescriptions) or any other condition:
a. Any such vehicle use will be considered a violation of the policies set forth in this program and may be grounds for disciplinary action, up to and including discharge. 
b. Drivers of a company vehicle who feel that their driving abilities may be impaired must cease operating the vehicle immediately. Employees who believe another employee is impaired have a duty to prevent that person from driving a company vehicle or personal vehicle on company business. 
c. Drivers must inform their supervisor if they are taking prescribed medication that may impair the safe operation of a motor vehicle (safety sensitive). The supervisor must then re-assign the driver until such a time they are able to operate a motor vehicle without impairment.
6. Smoking – Smoking is prohibited inside company vehicles.  Cleaning costs due to smoking may be charged to the driver. 
7. Seat Belts - Seat belts must be properly worn by all drivers and passengers while the vehicle is in operation. 
8. Radar Detectors - The use of radar detectors or any other device with the purpose of detecting or interfering with police radar is prohibited in company vehicles. 
9. Backing a Vehicle – Always check behind the vehicle before backing.  Use a spotter whenever possible.
10. Passengers-
a. Children are not allowed in company owned vehicles unless authorized by fleet coordinator.  If children are permitted, NYS child restraint laws must be followed.
b. The number of seating positions provided by the manufacturer shall not be exceeded.
c. Hitchhikers are not allowed in company owned vehicles.
d. Passengers shall not ride in truck beds and/or on trailers.
11. Modifications including affixing signs, stickers, antennas, bike racks, ski racks, etc. are prohibited without the consent of the fleet coordinator. 
12. Company and Personal Property -Employees are responsible for company property such as computers, work papers and equipment under their control. The company will not reimburse the employee for stolen personal property.
13. Vehicle Condition - Drivers are responsible for ensuring the vehicle is maintained in safe driving condition. Inspection and maintenance procedures must be followed. Drivers of daily rentals should check for obvious defects before leaving the rental office/lot and, if necessary, request another vehicle of the first vehicle is deemed unsafe by the employee. 
14. Unauthorized passengers: Drivers of company vehicles must not pick up or transport unauthorized passengers.
15. Unauthorized passengers include those individuals who are not company employees, not affiliated with the company or not contracted to conduct specific company business.
a. Payment for carrying passengers or materials: Drivers of company vehicles must not request or accept payment for carrying passengers or materials. Neither may any company vehicle be used for any enterprise outside the company. For example, company vehicles may not be used for ridesharing or food/package delivery.

Drivers who have questions regarding the appropriate use of a company vehicle should consult with the fleet coordinator.
[bookmark: _Toc156302105]CELLULAR TELEPHONES AND ELECTRICAL DEVICES
No driver shall make use of a cellular phone, tablet, or other electronic device while operating a company vehicle or while operating a personal vehicle on company business.  Without limiting the generality of the foregoing, drivers shall observe the following practices:
· Allow voicemail to handle all calls while driving.
· Pull off the road to a safe location to place or receive any calls.
· Inform regular callers of the driver’s driving schedule and when the driver will be available to talk.
· Keep his/ her hands on the wheel; and
· Do not read or respond to text messages or e-mails while driving.
As of 2012 the FMCSA prohibits commercial drivers from using a hand-held mobile telephone while operating a commercial vehicle (any company owned vehicle over 10,000lbs).  Per this requirement, COMPANY does not require and prohibits a driver from using a mobile phone while operating a commercial vehicle.
[bookmark: _Toc156302106]REQUIRED USE OF SEATBELTS
The driver and all authorized occupants are required to wear seat belts when the vehicle is in motion. The driver is responsible for ensuring passengers wear their seat belts. Children are not to be transported in company vehicles without prior written permission. If a child is transported, the driver must comply with the applicable local, state and federal child safety seat requirements.
[bookmark: _Toc156302107]DRUGS AND ALCOHOL POLICY
COMPANY drivers shall not operate a motor vehicle at any time when his/her ability is impaired, affected or influenced by alcohol, illegal drugs, and/or prescribed medication that effects a safety sensitive position.  
COMPANY CDL licensed vehicle drivers must participate in and follow the COMPANY DOT/FMCSA Controlled Substances and Alcohol Abuse program.  This program is a standalone policy and can be obtained through the fleet coordinator.  
[bookmark: _Toc156302108]AUTHORIZED VEHICLE USE
General
The fleet coordinator determines who is authorized to operate vehicles on company business. No employee or non-employee (for example, an employee’s spouse or child) is allowed to operate a company vehicle, or their own vehicle on company business, unless the fleet coordinator has authorized that person to drive. 
Drivers
All drivers must meet minimum standards and execute an approved Vehicle Use Agreement (VUA) in the form attached as Appendix A.
Licenses
Obtaining a driver’s license is a personal expense.  A valid driver’s license must be maintained while driving a company vehicle.  This includes a commercial driver’s license as applicable.
Vehicle Use Agreements (VUA)
All drivers must sign a VUA and submit the completed VUA to the fleet coordinator for approval prior to operating a company vehicle. The VUA describes COMPANY's minimum standards for driving a company vehicle and incorporates this program by reference. All drivers who use company vehicles will have their driving records reviewed regularly. It is the driver's responsibility to immediately notify the fleet coordinator of any changes or updates in their driving record.  Reference Appendix A of this program.
Prior to driving a company vehicle, each driver shall be given a copy of and become familiar with this program. By signing the VUA, each driver acknowledges receipt of and an understanding of the directives in this program and agrees to comply with such directives. Any failure to comply with the policies and procedures contained in this program will be reviewed by management and may be considered a violation of work rules resulting in a loss of vehicle driving privileges and possible discipline, up to and including discharge. Any questions should be directed to the fleet coordinator.
[bookmark: _Toc156302109]VEHICLE ASSIGNEMENTS
Company Vehicle Assignment Procedures
The fleet coordinator will assign vehicles to authorized drivers. These vehicles may be owned, leased, or rented.  Employees should use a company vehicle whenever a vehicle is required and available for conducting official company business. 
The two categories of company vehicles are “company assigned fleet vehicles” and “personal vehicle used on company business”.  All restrictions relating to alcohol and drug consumption while using a company vehicle are strictly enforced under all categories of assignments. 
Company Assigned Fleet Vehicles
At the sole discretion of COMPANY, an employee may be assigned an owned or leased vehicle based upon job responsibilities, an approved driving record, and business need. Personal assignment of vehicles to individuals may be made at any time. 
When an employee with a personal vehicle assignment is on leave, the vehicle may be made available to other COMPANY employees.  An employee forfeits the right to continued use of a personally assigned vehicle upon termination of the employee’s employment with COMPANY and shall immediately return possession of the vehicle to COMPANY upon termination.
Vehicle use privileges may be revoked or restricted at any time in the event of abuse by an employee or failure to abide by COMPANY policies.  Such conduct may also subject an employee to discipline, up to and including termination.
[bookmark: _Toc155969205][bookmark: _Toc156302110]Personal Vehicles Used on Company Business
Personal owned vehicles may be used for official company business, but drivers are encouraged to use COMPANY vehicles whenever feasible. The reimbursement rates for use of an employee's personal vehicle are defined elsewhere.
When using (authorized) a personal vehicle on company business the following requirements apply:
1. Carry personal auto liability insurance. Required minimum limits of personal auto insurance coverage are $100,000 for bodily injury per person, $300,000 for bodily injury per accident when two or more people are injured, and $100,000 for property damage per accident, or $300,000 combined single limit.
2. The COMPANY business auto liability only provides coverage for amounts in excess of the employee's auto liability insurance if the COMPANY employee was negligent and within the scope of employment when the accident occurred.
3. Employees operating personal vehicles on company business are required to maintain proof of insurance in the vehicle at all times.
4. Proof of auto insurance that lists coverage limits is to be submitted to the fleet coordinator annually for each personal vehicle used in company business. The limits will be reviewed to determine if they meet minimum requirements.  Failure to submit proof of coverage and/or failure to meet coverage limits could result in immediate removal of driving privileges.
5. Employees operating personal vehicles on company business are required to maintain the vehicle in a safe operating condition when driven on company business. Proof of current New York State safety inspection and safety related maintenance records may be required by the fleet coordinator. 
[bookmark: _Toc155969206][bookmark: _Toc156302111]Rental Vehicles 
When renting a car for company business within the US and Canada the following requirements apply.  
1. For vehicles rented more than 30 days, additional requirements may apply.  In this circumstance contact the fleet coordinator.
2. For vehicles rented outside the US and Canada, additional requirements apply. In this circumstance contact the fleet coordinator.
3. The vehicle should be rented in the name of the company. 
4. Personal Injury Insurance, Personal Effects Coverage, and Collision Deductible Waiver should be declined. 
5. Physical Damage Coverage should be declined.
6. Employees must abide by the rules of the rental contract. 
7. Only drivers authorized under the contract are allowed to operate the rental vehicle.
[bookmark: _Toc155969207][bookmark: _Toc156302112]Commercial Motor Vehicle Definitions
Under Federal Motor Carrier Safety Administration (FMCSA) definitions a Commercial Motor Vehicle (CMV) means any self-propelled or towed motor vehicle used on a highway in interstate commerce to transport passengers or property when the vehicle: 
· Has a gross vehicle weight rating or gross combination weight rating, or gross vehicle weight or gross combination weight, of 10,001 pounds or more, whichever is greater; or
· Is designed or used to transport more than 8 passengers (including the driver) for compensation; or
· Is designed or used to transport more than 15 passengers, including the driver, and is not used to transport passengers for compensation: or
· Is used in transporting material found by the Secretary of Transportation to be hazardous under 49 U.S.C. 5103 and transported in a quantity requiring placarding under regulations.
Note at 26,001 lb. and above GVWR in combination, additional requirements also apply (Commercial Driver's License and Drug and Alcohol Testing).
[bookmark: _Toc156302113]COMMERCIAL MOTOER VEHICLE 10,001 to 26,000 lbs. – OPERATION REQUIREMENT
The following FMCSA and DOT requirements apply to employees operating a vehicle that meets the definition of a commercial motor vehicle 10,001 lbs. to 26,001 lbs.
· Vehicle Identification (Name and Dot Number)
· Driver Medical Exam Certificate
· Prohibited Use of Radar Detector
· Fire Extinguisher Located on Vehicle
· Reflective Triangles (warning devices) Located on Vehicle
· Pre-Trip Inspection (need not be written)
· Hour of Service Limits/Logbooks if operating outside of exemptions
· Annual Mechanical Inspection of Vehicle
· Post Trip Inspection (documented)
[bookmark: _Toc155969209][bookmark: _Toc156302114]Commercial Driver License (CDL)
The Federal Motor Carrier Safety Administration (FMCSA) has developed and issued standards for the testing and licensing of CDL holders. These standards require States to issue CDLs to certain CMV drivers only after the driver passes knowledge and skills tests, administered by the State and related to the type of vehicle the driver expects to operate. Drivers are required to obtain and hold a CDL if they operate in interstate, intrastate, or foreign commerce if they drive a vehicle that meets any of the classifications of a CMV described below.
New York State in conjunction with FMCSA requirements maintains multiple license classes, endorsements, and restrictions.
[bookmark: _Toc156302115]Driver Selection – Non-Commercial Motor Vehicle
COMPANY will check the driving history of all employees through the use of a Motor Vehicle Record (MVR) check before they are granted driving privileges.  Updated driver history shall be obtained annually. Employees will be prohibited from operating vehicles on company business under any of the following conditions:
· The employee is less than 18 years of age.
· The employee does not have a valid driver’s license, or the license has been suspended or revoked.
· The employee’s MVR indicates an unacceptable (Red) rating using our insurance brokers’ MVR point system.
· The employee’s MVR indicates any one of the following major violations within the past five years: 
· DWI/DUI
· Open container
· Reckless driving 
· Failure to stop and report an accident.
· Vehicular manslaughter/homicide/assault
· Fleeing/eluding a police officer 
· Operating with a suspended or revoked license 
[bookmark: _Toc155969211][bookmark: _Toc156302116]Driver Selection - Commercial Motor Vehicle 
Commercial driver applicants will not be considered for employment unless they meet the minimum requirements listed below.
· Be at least 23 years old to operate a commercial motor vehicle. 
· Be able to pass a pre-employment drug test. 
· Have at least two years of verifiable experience.
· Be able to read and speak English sufficiently to converse with the general public, to understand highway traffic signs and signals, to respond to official inquiries, and to make entries on reports and records.
· Be physically and mentally qualified to drive a company vehicle and possess a valid medical certificate as defined in 49 CFR Part 391
· Possess a current and valid commercial driver’s license or chauffer’s license and proper endorsements for the type of commercial vehicle to be driven.
· Must not be disqualified to drive a commercial motor vehicle under the rules and regulations set forth in 49 CFR Part 391.15
· Meets all of the requirements and is able to perform all of the tasks and essential duties of the job description.
· Have at least two years of verifiable driving experience with like type vehicles
· Employee’s MVR indicates any one of the following major violations within the past five years: 
· DWI/DUI
· Open container
· Reckless driving 
· Failure to stop and report an accident.
· Vehicular manslaughter/homicide/assault
· Fleeing/eluding a police officer 
· Operating with a suspended or revoked license 
· The employee’s MVR indicates three (3) or more traffic violations and/or at fault accidents over a three (3) year period.
· The employee may not have had more than two moving violations in the past three years. 
· Employee’s MVR cannot indicate any one of the following major violations within the past five years:  
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[bookmark: _Toc155969212][bookmark: _Toc156302117]Commercial Driver Qualification & File Information
The COMPANY commercial vehicle driver qualification process is designed to ensure that the safest individuals are hired to operate our motor vehicles. This multi-step process shall be used for all commercial vehicles driver applicants and will be administered uniformly without bias toward race, color, religion, gender, age, national origin, disability, sexual orientation or any other criteria deemed unlawful by state, federal or local law. 
Maintaining Driver Qualification
Drivers must inform the fleet coordinator in writing whenever they become disqualified under these policies. Changes include, but are not limited to, DWI/DUI citation, and license revocation, restriction, or suspension. Any change in the status of a driver's record resulting in disqualification, or the failure to report such change, may result in revocation of the privilege of driving a COMPANY vehicle and/or discipline, up to and including discharge.
Licenses
All drivers must maintain the proper and valid license for the vehicles they drive.  Drivers will not possess more than one state-issued license.
Traffic Violations
All drivers must notify the fleet coordinator within 48 hours of conviction of any traffic violations (except parking). 
Suspensions/Revocations
Drivers will not operate a company vehicle if their license is suspended, revoked, or canceled, or if they are disqualified from driving. The driver must immediately notify the fleet coordinator if their license is suspended, revoked, or canceled. 
Motor Vehicle Records
COMPANY will check the motor vehicle records (MVR) of all authorized drivers.  Checks will be performed at least annually. All annual reviews will be documented and for commercial vehicle drivers will be maintained in the driver qualification file. 
Disciplinary action up to and including termination can result if a motor vehicle record indicates non-compliance with the driver qualification criteria. 
Citations
Drivers are responsible for promptly paying all vehicle citations and parking tickets directly to the issuing authority. Failure to pay fines immediately may result in late fees and possible vehicle registration revocation or suspension. At its option, COMPANY may elect to pay the amount due upon notice of any citation or fine, and invoice the driver for the cost of same, which may include extra charges, including late fees, attorneys’ fees, fines, and court costs. The responsible driver may be subject to discipline, as determined by management.  Motor vehicle citations during non-business hours (i.e. personal use) may also affect a driver’s driving privileges and/or subject the driver to discipline.
[bookmark: _Toc156302118]DRIVER TRAINING
Company Orientation
During orientation, drivers will be introduced to all documents, rules, procedures and policies applicable to the vehicles they drive.   
Employment Documentation
COMPANY uses a variety of forms and other recordkeeping documents including but not limited to vehicle inspection reports, manifests and bills of laden, logbooks, fuel and other vehicle service and maintenance receipts. Drivers will be introduced to these documents (as applicable) by their supervisor or fleet coordinator.
Driver Safety Notices
COMPANY understands the importance of current information and will use project locations, our shop, and the main office to post safety notices, regulatory changes, procedure changes and any traffic/road condition reports.
Driver Training
COMPANY has developed and adopted a policy that all commercial drivers complete a mandatory road test prior to operating company vehicles. The road test will be administered by a fleet coordinator designer with a current commercial driver’s license (see Appendix C).
Drivers will be required to be trained on:
1. Incident Reporting and Investigation Techniques
2. Backing
3. Intersections
4. Speed and Following Distance
5. Lane Changing and Merging
6. Night Driving
7. Inclement Weather
8. Three Point Entry Technique
9. Distracted Driving 
10. Defensive Driving 
11. Road Rage
Driver refresher training will be performed at least annually.
Cargo Securement
Cargo security is extremely important to the safety of the driver, his or her vehicle and other vehicles using the road. COMPANY follows the North American Cargo Securement Guidelines.  Loads should be examined within the first 50 miles of initial transport and again at all following stops. All tie-downs, tarps, doors, hatches, blocks/chocks, straps/chains/binders, tires, placards, lights, etc. are to be verified as secure, meaning they cannot damage the cargo or come loose and fall off the vehicle. 
[bookmark: _Toc156302119]Vehicle Inspections – Non-Commercial Vehicles
All non-commercial COMPANY vehicles will be visually inspected before operation each day.  This inspection will follow the same procedures as outlined in the Vehicle Inspections – Commercial Vehicles Driver Pre Trip inspection section of this program with the exception the inspection need not be documented.  If anything, unsafe is discovered during the pre-trip inspection, it must be fixed immediately. 
[bookmark: _Toc155969215][bookmark: _Toc156302120]Vehicle Inspections – Commercial Vehicles
All commercial motor vehicles will be inspected before operation and a post trip inspection report shall be completed and turned in at the end of each day.
[bookmark: _Toc155969216][bookmark: _Toc156302121]Driver Pre-Trip Inspection
A properly performed and thorough pre-trip inspection will be conducted by each commercial vehicle driver prior to operating the vehicle. The following steps must be completed for each pre-trip inspection.  Vehicle inspections will be documented on the driver’s vehicle inspection report found in Appendix D. These forms will be submitted weekly. If anything, unsafe is discovered during the pre-trip inspection, it must be fixed immediately. 
1. Review Last Vehicle Inspection Report – The driver must review the last driver’s vehicle inspection report to verify that any needed repairs were made to the vehicle. If an authorized signature certifies that defects were corrected or that correction was unnecessary, the driver will sign the form. If the defects noted were not acknowledged by an authorized signature, the driver shall not drive the vehicle until the defects are corrected. 
2. Vehicle Documentation – The driver must verify all shipping papers, vehicle registration, insurance cards and any other paperwork required by the DOT are in his or her possession.
3. Vehicle Overview – A general condition review of the vehicle is required. Look for damage or unusual wear to the vehicle. Examples include, vehicle leaning to one side, lights broken or inoperative, tire and rim condition, and suspension and break wear. Look under the vehicle for fresh oil, coolant, grease or fuel leaks. Perform a walk-around assessment to look for people, other vehicles, objects, low hanging wires or limbs. 
4. Check Engine Compartment – After verifying the parking brake is set and/or wheels chocked, raise the hood and inspect the engine compartment. Check the following:
a. Fluid levels
b. Power steering
c. Batteries
d. Automatic transmission
e. Belts for cracks or wear
f. Tightness in alternators, water pumps and air compressor
g. Cracked, worn electrical wiring insulation.
5. Start Engine and Inspect Inside the Cab – Verify that the parking brake is set, place gearshift in neutral, start engine and listen for unusual noises. Then check the following:
a. Look at gauges (oil, ammeter/voltmeter, coolant temperature, engine oil temperature, warning lights and buzzers)
b. The condition of controls. Look for looseness, sticking, damage or improper setting (steering wheel, clutch, accelerator, brake controls [foot brake, trailer brake, parking brake, retarder controls], transmission controls, inter-axle differential lock, horn[s], windshield wiper/washer, and lights [headlights, dimmer switch, turn signal, four-way flashers, clearance, identification, marker light switches])
c. The condition of mirrors and windshield/windows
d. Location of emergency equipment (three red triangles, properly charged and rated fire extinguisher, tire chains, emergency phone number list and accident reporting kit)
6. Check Lights – Make sure the parking brake is set, the engine is off, and the ignition key is out of the switch. Check the following items:
a. Headlights (low and high beams)
b. Emergency flashers
c. Parking, clearance, side maker and identification lights
d. Turn signals.
e. Brake lights (a helper will be required to complete this task)
f. Clean all lights, reflectors, and glass as needed. 
7. Test Brakes – For hydraulic brakes, pump the brake pedal three times, then apply firm pressure to the pedal and hold for five seconds. The pedal should not move. For air brakes, verify the slack adjusters do not move more than one inch. 
Check the following additional items as applicable to the vehicle being inspected:
· Brake drums (or disks), linings, and hoses for cracks or other visible damage, appropriate liner thickness and presence of oil or grease 
· Check air hoses for worn areas or the presence of cuts or other damage. Shut off the engine and test low pressure warning signal. 
· Verify spring brakes activate with low air pressure (usually in a range between 20-40 psi)
· Check the rate of air pressure buildup (typically 85-100 psi within 45 seconds in dual air systems). 
· Test air pressure leakage (with a fully charged air system typically 125 psi) Verify loss rate does not exceed two psi in one minute for single vehicles and three psi in one minute for combination vehicles. 
· Check air compressor governor cut-in and cut-out pressures. 
· Test parking brake with transmission in low gear. Test service brake for left or right pulling when service brakes are applied.
· If a problem is found, the driver must either have the necessary repairs or adjustments made prior to operating the vehicle, or safely travel to the nearest repair facility. For vehicles transporting hazardous materials, the driver must examine its tires at the beginning of the trip and each time the vehicle is parked.
During each stop the driver will check the following items:
· Tires, wheels and rims
· Brakes
· Lights and reflectors
· Brake and electrical connections to trailer.
· Trailer coupling devices
· Cargo securement devices
See Appendix D for Inspection Report
[bookmark: _Toc155969217][bookmark: _Toc156302122]Commercial Motor Vehicle Post-Trip Inspection and Report
Each driver of a COMPANY commercial company owned vehicle is required to complete a written report on the vehicle’s condition at the end of the day, or when he or she finishes driving the vehicle for that day. Vehicles include trailer(s). A copy of the inspection form can be found in Appendix D. 
The report must be completed in its entirety and the driver must note any defects to following:
1. Brakes including trailer brake connections.
2. Steering mechanism
3. Lighting devices and reflectors
4. Tires
5. Horn
6. Windshield wipers
7. Rear vision mirrors
8. Coupling devices
9. Wheels and rims
10. Emergency equipment
The driver must also note any other defects that could affect the safe operation of the vehicle or result in its mechanical breakdown. The report must also indicate whether no defects are found. The driver must sign and submit the report to the fleet coordinator.
The original copy of the inspection report and certification of repairs will be retained in the vehicle maintenance files. The original copies of inspection reports on which defects were noted and the certification of repairs will be retained for three (3) months.
[bookmark: _Toc155969218][bookmark: _Toc156302123]Mileage Reporting
Monthly mileage reporting is required for some company assigned vehicles as determined by management. The driver may be required to maintain a log in which the driver shall record each leg of daily travel. Vehicle logs must be submitted to the fleet coordinator. At the end of every month, the driver may be required to complete and submit a mileage report to the office. The mileage report indicates the beginning and ending odometer readings for the vehicle, including notations for any personal mileage incurred.
[bookmark: _Toc155969219][bookmark: _Toc156302124]Fuel Policies
Drivers shall use the appropriate fuel for the vehicle they are driving. Drivers shall make all reasonable efforts to fuel vehicles at the most cost-effective vendor, and COMPANY may direct drivers to purchase fuel from specific vendors. 
Fuel cards (if provided) may not be used for the purchase of non-vehicle items such as food. The purchase of items for personal use such as food, beverages, air fresheners, or automotive products with a company provided fuel card is strictly prohibited. If an attendant error occurs and non-vehicle items are charged to the fuel card, it is the responsibility of the driver to notify and reimburse COMPANY. The fleet coordinator or designee is responsible for reviewing fuel card charges and identifying unauthorized purchases. 
Failure to reimburse COMPANY for such purchases may result in the loss of driving privileges. Disciplinary action may be taken for improper use of a company fuel card. If an unauthorized charge occurs, the driver is responsible for reimbursing COMPANY for the full amount of the unauthorized purchase. For additional information or clarification of fuel card use, drivers should contact the fleet coordinator.
[bookmark: _Toc155969220][bookmark: _Toc156302125]Repairs, Preventive Maintenance, & Recalls
It is the driver's responsibility to ensure that all preventative maintenance is performed on schedule and to have the personally assigned vehicle serviced in a timely manner when notified of a recall or scheduled maintenance. Failure to perform all maintenance and repairs in accordance with COMPANY policies may result in loss of driving privileges.  In the event of damage to a vehicle due to a failure of maintenance, drivers shall be required to reimburse COMPANY for the cost of vehicle repairs. 
All drivers of company vehicles must know how to handle unscheduled emergency repairs. Instructions can be in the information/incident kit located inside the vehicle. If not available, contact the fleet coordinator to obtain a copy.  
Under no circumstances should a driver operate a COMPANY vehicle with a known safety defect; if any safety defect is observed, the driver should contact the fleet coordinator and await instruction on the use of an alternative vehicle.
[bookmark: _Toc155969221][bookmark: _Toc156302126]Law Enforcement Stops/Roadside Inspections/Weigh Stations
COMPANY expects drivers to behave in a professional and courteous manner when pulled over by law enforcement, going through weigh stations or if asked to participate in a roadside inspection. Directions given by the official should be strictly followed. Failure to comply with the procedures set forth below may result in disciplinary actions up to and including termination.
Roadside Inspection Procedures
All COMPANY commercial motor vehicles (10,001 lbs. or more) must stop at DOT roadside inspection stations when open, directed by sign, and/or directed by a law enforcement officer.
If a driver is pulled over by a law enforcement officer, he or she must pull off the road immediately to an area designated by the officer. If the driver believes that the designated area is unsafe for the driver and/or the officer, the driver will state his or her concerns to the officer in a courteous and professional manner. Once the inspection is underway, the driver shall follow the directions given by the officer and act appropriately.
The results of all stops and inspections must be reported to the company during the driver’s next scheduled check-in call. The driver must turn in all inspection reports to the fleet coordinator or designee upon arrival. 
If the vehicle or driver is placed out of service, the driver must notify the fleet coordinator immediately. A vehicle that is placed out of service cannot be operated until all repairs required by the out of service notice have been completed. 
[bookmark: _Toc155969222][bookmark: _Toc156302127]Disposition of Report
Upon receiving a roadside inspection report, COMPANY will make arrangements to correct any defects still outstanding. Within 15 days of the inspection, COMPANY will certify that all defects have been corrected by completing the signature of carrier official, title and date signed portions of the Inspection Report Form (Appendix D). The form will then be mailed to the issuing agency at the address indicated on the form.
The driver will be notified when defects have been corrected. Roadside inspection reports will be analyzed for ways to reduce the number of violations and lower the out of service rate. A copy of the roadside inspection report will be retained for three years.
[bookmark: _Toc156302128]FMCSA PROGRAM 
The Federal Motor Carrier Safety Administration’s Compliance, Safety and Accountability Program (CSA) tracks violations by COMPANY DOT number. When a driver receives a citation for a moving violation, hours of service, vehicle maintenance or cargo securement, the law enforcement official will check the CSA database to review the safety record of our company. It is very important that each driver understands how their driving affects not only their safety record, but the company as well.
The fleet coordinator will review the CSA safety report periodically and address areas where safety has diminished across the company. This may result in additional safety training or changes in drivers’ statuses.
[bookmark: _Toc156302129]Vehicle Accident Reporting and Investigation
Drivers are responsible for immediately reporting all accidents, personal injuries, injuries to domestic animals, property damage, or vehicle damage (whether to a COMPANY vehicle or a personal vehicle being used on company business) to the fleet coordinator and to their supervisor.
[bookmark: _Toc155969225][bookmark: _Toc156302130]Vehicle Accidents
The following steps should be followed in the event of a vehicle accident/incident. 
· Stop the vehicle, turn off the engine, and protect the scene by activating the four-way emergency flashers and posting orange emergency triangles to prevent a secondary accident (one near the scene and one marker 100 feet in each direction from the scene and one marker near curves or hill crests, but no more than 500 feet away)
· Call for medical assistance and assist any injured people if necessary but do not move the person unless absolutely necessary to prevent further injury.
· If possible, prevent waterways, storm drains, etc. from hazardous materials if spilled.
· Call the police.
· Call the company’s fleet coordinator as soon as possible.
· Locate witnesses and get important information from them including names, addresses and phone numbers.
· Exchange pertinent information with other drivers
· Take photos of the accident
· Make detailed sketches/drawings of the accident scene noting the direction of travel for each vehicle involved.
· Fill out the vehicle accident report form (Appendix E)
· Note: Every company motor vehicle is required to have a vehicle accident reporting kit in the glove box. This kit should be used by the driver to record accident facts after the accident as soon as feasible. 
· Post-Accident Actions
· Drivers involved in an accident should comply fully with the following:
· Never admit fault or apologize. Apologies can be interpreted as an admission of fault.
· Be polite and never argue with other drivers or witnesses.
· Be polite and never argue with the police.
· Never make a statement to the media. Refer them to the company president.
· Never discuss details of the incident with anyone but a COMPANY representative or the police
· Always report the accident/incident to the fleet coordinator, regardless of severity
[bookmark: _Toc155969226][bookmark: _Toc156302131]Post Accident Drug Testing Requirements
· Vehicle accidents involving a CDL vehicle and driver require post-accident drug and alcohol testing per DOT/FMCSA and COMPANY DOT/FMCSA Drug & Alcohol Policy under the following requirements:
· The accident involved a fatality or
· The driver received a citation for a moving traffic violation arising from the accident and. 
· An individual suffered a bodily injury that required immediate medical treatment away from the scene of the accident and/or
· One of the vehicles involved in the accident incurred disabling damage and was towed away from the scene.
· Vehicle Accident Involving Driver/Employee Injury Reporting
· Any vehicle accident involving employee injury reporting procedures include the following:
· Employees injured on the job are to report the injury to the fleet coordinator as soon as possible. 
· The fleet coordinator is to follow the established employee injury or accident investigation program. 
The goal of this reporting and investigation process is not to find fault, but to determine the root cause so that corrective actions can be made in order to eliminate future accidents or incidents.
[bookmark: _Toc155969227][bookmark: _Toc156302132]Vehicle Accident Involving Driver/Employee Injury Reporting 
Any vehicle accident involving employee injury reporting procedures include the following: 
· Employees injured on the job are to report the injury to the fleet coordinator as soon as possible.  
· The fleet coordinator or is to follow the established employee injury or accident investigation program.  
· Employee is required to complete the appropriate injury report form; the manager is required to complete the supervisor’s report and witness statements as applicable.   
 
The goal of this reporting and investigation process is not to find fault, but to determine the root cause so that corrective actions can be made in order to eliminate future accidents or incidents. 

[bookmark: _Toc155969228][bookmark: _Toc156302133]Vehicle Accident Report Retention
Vehicle accident reports and associated information will be maintained by the fleet coordinator for three years after the date of the vehicle accident.
The following information will be retained:
· Date of accident
· City and state in which the accident occurred. 
· Driver name
· Number of injuries
· Number of fatalities
· Whether hazardous materials, other than fuel spilled from the fuel tanks of motor vehicles involved in the accident, were released.
· Copy of vehicle accident report
· Copies of all accident reports required by the state or other governmental entities or insurers.
Post-Accident Corrective Action Procedure
The fleet coordinator will evaluate driver performance after an accident. A second opinion will be conducted by the safety committee will be conducted. The corrective actions below will apply if a driver experiences an accident that is judged to be preventable. Accidents will be judged on a case-by-case basis before the corrective action program is initiated. 
A preventable accident is defined as "any accident involving the vehicle, unless properly parked, which results in property damage or personal injury and in which the driver failed to do everything he/she reasonably could have done to prevent or avoid the accident".  
A driver who is involved in one preventable accident in six months will be placed on probation for 90 days. If the driver successfully completes that period of probation without any further accidents, the driver will be taken off the probation list. However, if the driver is involved in another preventable accident while still on probation, the driver will be terminated.
COMPANY also reserves the right to impose more stringent consequences based on the circumstances and/or severity of a preventable accident. 

[bookmark: _Toc156302134]FLEET MANAGEMENT – VEHICLE USE AGREEMENT
Prior to operating any COMPANY owned vehicle, a driver must have a signed and have approved a VUA. (Appendix A) An employee is prohibited from operating a COMPANY vehicle until the VUA is authorized by management and kept on file for annual review. 
[bookmark: _Toc155969230][bookmark: _Toc156302135]General
The VUA contains a provision signifying that the driver has been given a copy of this program and the driver acknowledges receipt of and understanding of this program and agrees to comply with the policies herein. Supervisors should ensure that drivers have access to this program. The VUA also requires the driver to list his/her license number and inform the driver of his/her obligation to inform his/her supervisor and COMPANY fleet coordinator in writing whenever he/she becomes disqualified under these policies. New drivers must receive an orientation from his/her supervisor. At a minimum, the orientation will cover topics including personal use rules, fueling procedures, monthly reporting, repair/maintenance procedures, accident reporting, and safety. The driver’s supervisor reviews and approves the VUA and forwards the form to the fleet coordinator.
The fleet coordinator shall review each submitted VUA and determine whether an employee is eligible to drive a company vehicle. Approval or denial may be based on such factors including, but not limited to, the minimum standards for driving a company vehicle, driver disqualification, and the applicant’s driver record (MVR). A driver will not be allowed to operate a COMPANY vehicle for failure to meet these standards. 
The fleet coordinator should also be aware that based on the type of vehicle being driven, special training and/or licensing may be required prior to vehicle use. For example, Commercial Drivers Licenses (CDL) are required for certain positions.  The fleet coordinator is responsible for confirming that training is complete before approving a VUA.
Company Truck Usage – Camera and GPS 
The safety and security of our employees, customers, and assets are paramount priorities at our company. To ensure the highest standards of safety and accountability in our operations, we have implemented the use of front-facing cameras and GPS location tracking systems on our company vehicles. These technologies are integral components of our safety strategy, serving to enhance driver awareness, promote safe driving practices, and provide real-time monitoring of fleet movements.
Cameras, and GPS must be left on when using company vehicles. Any attempts to interfere with these safety measures compromise our ability to ensure a safe working environment and may result in disciplinary action.
[bookmark: _Toc155969231][bookmark: _Toc156302136]Monitoring Vehicle Use Agreements
Each year, a review of all driving records of employees with active VUA’s will be conducted by the fleet coordinator. Any employee who no longer meets minimum standards for driving a COMPANY vehicle shall have his/her VUA voided and his/her driving privileges suspended until such time that he/she can again meet the requirements.
[bookmark: _Toc155969232][bookmark: _Toc156302137]Fleet Management – Supervisory Ride Checks
COMPANY’s fleet coordinator will develop and implement a policy for monitoring COMPANY driver performance using supervisory check-rides. At a minimum, the fleet coordinator or driver’s supervisor must perform a check-ride for drivers involved in a serious accident (i.e., injury or property loss greater than $2,000) or receiving a serious citation. The policy must include written documentation of the results of the supervisor check-ride and include recommendation(s) based on the driver’s performance.  A ride check form is incorporated into this program as Appendix B.
[bookmark: _Toc155969233][bookmark: _Toc156302138]Fleet Management – Vehicle Maintenance
COMPANY vehicles must be serviced and maintained according to factory recommendations and the fleet coordinator or designee must implement a maintenance schedule.   The fleet coordinator or designer is responsible for scheduling service and maintenance on shared vehicles. Drivers are responsible for service and maintenance of personally assigned vehicles. All warranty work shall be performed by an authorized dealer for the make and model of the vehicle in question. 
When the fleet coordinator has been notified of any necessary repair, including recall, warranty, maintenance, and body repair, it is the fleet coordinator’s responsibility to ensure that the vehicle is serviced in a timely manner. When notified by the fleet coordinator of a driver's failure to comply with required repair procedures, it is the responsibility of the driver's supervisor to immediately contact the driver and ensure compliance. 

[bookmark: _Toc156302139]Disciplinary Actions
Failure to follow all the procedures regarding safe driving practices, accidents and incidents and distracted driving stated in this policy will result in:
· First offense – verbal warning and coaching
· Second offense – written reprimand and coaching/training
· Third offense - loss of driving privileges or termination
· However, any incident which is severe or willful in nature may automatically go to any level of discipline as deemed necessary by senior or executive leadership.

Employees may be disciplined up to and including termination or driving privileges will be suspended or revoked pursuant to any violation listed in this program. 
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