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POLICY STATEMENT “A”

The following states the (name of Company) position with respect to vehicle accidents and the losses, which result from accidents.

Accidents are of considerable concern to us because:

· Any accident involving a Company vehicle, even though minor, involves potential serious personal injury, and affects the safety and well being of our employees.

· Accidents are costly and time consuming.  They have a definite bearing on our operational costs and often reflect basic conditions for other losses.

· Our own insurance costs eventually reflect these losses.

· Accident control is good business.  It is in keeping with our public relations policies and in our support of highway safety.

For these and other important reasons, the control of our vehicle fleet accidents is considered an operational issue.  This means personal acceptance of responsibility for safe operation of the vehicle on the part of each driver as well as consideration of each driver’s performance by supervision and management.

Because our company has an interest in your personal safety, and the general public as well, our established policy provides that vehicles should be operated only ---

1. when the vehicle is in good, safe mechanical condition;

2. when the driver feels capable of driving safely;

3. in accordance with all traffic laws, signals and markings, with additional consideration for weather and traffic conditions;

4. in accordance with the principles of “defensive driving”, the driver always being on the alert and prepared to compensate for the unpredictable actions of other drivers and pedestrians; and,

5. in a courteous manner at all times, with consideration for the rights of other drivers and pedestrians.

It is anticipated that each person in our organization will do his or her part towards the success of this program.

Signed   __________________________________

                                                                                                     President

Date   __________________________________

STATEMENT OF POLICY  “B”

The purpose of our Fleet Loss Prevention Program is many fold, but the primary aim is to ensure that our company maintains safe drivers and vehicles.  It is simply the policy of 

(Name of Company) to conduct its business on the highest professional level in all phases of out activities.  Accidents, breakdowns of equipment, early replacement of equipment due to poor maintenance or abuse do not contribute to our success as a company.  Furthermore, we need to project an image of professionalism so that our customers have a high degree of confidence in the services we deliver.

Following are guidelines for you to use in helping us achieve the results we expect.  If, after studying these guidelines, you know a better way to achieve the results we want, let us know.  We are open to alternatives, but we will not accept anything less than an honest effort to keep our fleet of vehicles accident free, and maintained in a safe operation condition.

Signed   __________________________________

                                                                                                     President

Date   __________________________________

DRIVER QUALIFICATION

Only pre-qualified and authorized drivers may operate company vehicles on company business.  Each manager will maintain an authorized driver list and limit the operation of company vehicles to these drivers.  No exceptions.

Each driver’s license to operate a motor vehicle will be verified on employment and a copy of the driver’s Motor Vehicle Record will be obtained at hire, and annually thereafter, to ensure that operators of company vehicles maintain a good driving record.  All motor vehicle violations and accidents, in company and personal vehicles, must be reported to management as soon after the incident as practical.  Failure to do so can result in disciplinary action up to and including termination of employment.
DRIVER RESPONSIBILITY

It is every driver’s responsibility to drive defensively to avoid accidents, and safely 

maintain each vehicle under the driver’s control.  Defensive Driving is defined as 

“Driving to avoid accidents in spite of the incorrect actions of others, and the adverse 

conditions of weather, visibility, light, and traffic that the driver may encounter on the road.”  Failure to operate a vehicle safely will result in a suspension of driving duties until the unsafe behavior is corrected.

A “preventable” accident is one in which the driver failed to exercise every reasonable 

precaution to prevent the accident.  Preventable accidents are defined in the National 

Safety Council’s “Guide for Determining Preventability of Motor Vehicle Accidents,” 

which is incorporated in this program by reference.

The Accident Review Committee will review each vehicle accident and a determination of preventability made.  Drivers with unacceptable driving records will be subject to a 

progressive disciplinary procedure applied by the Accident Review Committee and 

fully supported by management.  Poor driving behavior can result in remedial training, days off without pay, reassignment to a non-driving job, or possible termination of employment.

Suspension of driving privileges will be made for the following offenses:

· Driving under the influence of alcohol or drugs; including implied consent refusal (refusal to take blood alcohol test).

· Hit and run; leaving the scene of an accident.

· Any felony, homicide or manslaughter involving the use of motor vehicles.

· Reckless, negligent or careless driving.

· License suspension or revocation.

RULES OF CONDUCT FOR DRIVERS

· Do not drive your company vehicle if:


· you have been drinking alcoholic beverages; or

· you are under the influence of any drugs that could affect your driving ability.  This includes prescription and over-the-counter medications.

· Obey all traffic laws.

· Be courteous to other drivers and pedestrians.  Remember, our company name is prominently displayed on the sides of our vehicles.

· Maintain at least a 2-second following distance from the vehicle ahead under excellent driving conditions;  3-seconds if over 40 mph.  If you encounter adverse conditions of road, traffic, light, visibility or weather, add a second or two for good measure.

· Help other drivers to safely negotiate the highway.  If it is safe to do so, allow other drivers to merge into your lane by backing off and letting them in.  This applies at freeway on- ramps as well.  This courtesy will help you avoid accident involvement and make the highway a more pleasant place to be.

· Do a daily check of the vehicle you drive.  Complete the post-trip inspection, noting any defects, and turn it in to the Maintenance Department.  

· Immediately report all accidents to your supervisor.

· Keep your vehicle clean.

VEHICLE USE POLICY

Company vehicles are intended to be used for company business only.  Personal use is 

strictly prohibited, unless prior written permission is granted.  If permanently assigned 

a company vehicle, its use is restricted to the assigned driver only.  Use by family 

members is not permitted.

[Alternate - Company vehicles are provided for your use to accomplish your business objectives.  Only you (and your spouse, if properly qualified) may drive the vehicle.  No other drivers are allowed.  If your spouse is authorized to drive, he/she must maintain an acceptable driving record as evidenced by an annual management review of their Motor Vehicle Record from the Department of Licensing, and be subject to the rules and regulations of this program.]
SEAT BELT USE POLICY

Studies have proven that injuries would have been reduced, or completely avoided, if 

seat belts had been worn at the time of an accident.  The use of seat belts by company 

vehicle operators and all occupants of the vehicle is mandatory.

DRIVING PRIVILEGE

Motor vehicles enable this company to accomplish its mission.  Accordingly, for us to 

accomplish our mission at the least cost, only qualified and reliable employees with safe 

driving records are permitted to drive company vehicles.  An approved driver’s list will be 

maintained by Human Resources.  If adverse driving behavior, such as accident involvement, 

repeated violations of traffic laws, or poor vehicle condition and maintenance is experienced, 

drivers will be subject to a progressive disciplinary procedure.

The following are guidelines for appropriate, graduated driver discipline for accidents 

occurring in company vehicles.

	One (1) preventable accident within one year.
	Written warning + 3-D Driving check ride.

	Two (2) preventable accidents within one year.
	Written warning + remedial defensive driving training +3 days off without pay; and subject to transfer to a non-driving assignment, or termination of employment.

	Two (2) preventable and one (1) or more non-preventable accidents within one year.
	Written warning + remedial defensive driving training + 3 days off without pay; and subject transfer to a non-driving assignment, or termination of employment.

	Three (3) preventable accidents within one year.
	Termination of employment.

	Two (2) preventable accidents within two years.
	Written warning + 3-D Driving check ride + 3 days off without pay.

	Three (3) preventable accidents within three years.
	Transfer to a non-driving job or termination of employment.


[NOTE: Modify as appropriate]

VERIFICATION OF DRIVING RECORD

· Motor Vehicle Records

a) MVRs shall be obtained for each and every (name of Company) employee whose 
job description requires driving a company-owned vehicle on company business.  



There is no exemption to this requirement for spouses who may drive company 



vehicles.  This requirement includes those employees whose positions require frequent or weekly access to “pool” vehicles.


b) MVRs are to be evaluated according to the MVR Driver Evaluation Form in 
Appendix A


c) MVRs will be obtained:



-    Prior to assignment of a company vehicle (preferably prior to 



    
      employment);



-   Annually, thereafter;



-   Annually for employees who frequently use pool cars;



-   After involvement in an accident; and/or



-   Any other time management deems it advisable.


d) The information obtained shall be reviewed by the Safety Committee and the 



MVR graded using the MVR Driver Evaluation Form in appendix A.  Any driver 



who grades out in the questionable category, in initial hiring or during the annual 



review of drivers’ records, will require a documented counseling session with the 



driver’s supervisor.

· Driver’s License

a)   Only one valid driver’s license is to be held by a company operator or spouse 



at any time.  The current license must be issued in the driver’s state of residence, 
or, if required by state law, the license will be issued in the state where the person is

gainfully employed.


A copy of the driver’s license will be maintained in the driver’s file.  Normal license 



verification for company vehicle operators is made via the Motor Vehicle 
Record 



reports.


Revocation or suspensions of license must be reported to the company immediately.


b)   Individuals responsible for pool car assignments will verify the operator’s driver’s 
license prior to checking out a pool car.  In examining the document care shall be taken 
to note:



-    The state of issue



-    Date issued



-    Date of expiration



-    Restrictions



-    Violations (if in a state where violations are listed on the license)



-    Any evidence of alteration or mutilation

DRIVER EDUCATION

Each employee who is assigned a company vehicle, or who’s job description necessitates the 

frequent or weekly use of a company vehicle, must take the National Safety Council’s 

Defensive Driving Course (DDC) or The Hartford’s 3-D Driving Course within 3 months of hire.

Follow-up training is required every three years.  Normal three-year follow-up can be 3-D 

Driving (classroom portion) or DDC or any other program which provides a minimum of one 

hour of training.  When a preventable accident has occurred, a 3-D check ride and remedial 

training is required (such as segments of DDC or 3-D Driving).  Also consider the alternative of 

presenting the Driving to Survive films (one at a time, or as a series).  [Available thorough Hartford Loss Control.]

Monthly driver meetings are a part of your supervisor’s responsibilities.  He or she is to discuss at least one safe driving topic each month with driving employees.  This meeting will be regularly scheduled, and documented on a prescribed form as to the date of the meeting, topic(s) discussed, and the names of drivers attending
VEHICLE MAINTENANCE

· Follow the manufacturers’ recommended service guidelines.  If unusual 
circumstance creates a need for more frequent service; do it.  Keep a vehicle 
maintenance log in the vehicle.

· Make a daily condition check of the vehicle under your control.  See Appendix B 
for items to inspect.
[Insert your fleet’s particular maintenance procedures.]

WHAT TO DO AT THE ACCIDENT SCENE

In spite of the best of our efforts to avoid an accident we must realize they can happen 

and we must be prepared when they do.  If you are involved in a vehicle accident, do 

the following:

· Stop immediately.
· If you are not injured, protect the accident scene to prevent other vehicles from becoming involved.  Put out emergency reflectors or flares.
· Send for help and the police.
· Render first aid, if you are certified to do so.
· Complete the Driver’s Report in the Accident Packet located in the vehicle’s glove box.
· Hand out witness cards and get names, addresses, and telephone numbers of witnesses.
· Do not admit liability at the accident scene.
· Take photographs of the accident scene, if possible, with the disposable camera kept in the glove compartment for this purpose.

In many cases, determining the person at fault for an accident is done only after 

extensive investigation.  Be courteous to others at the scene, but never take the blame. 

Let the investigators determine that.  Also, do not discuss the details of the accident 

with anyone other than a licensed authority such as a police officer, our insurance 

company representative or broker, without getting prior approval from management.

Upon returning to the office, obtain and complete the “Supervisor’s Vehicle Accident Review” form, and, along with the accident report you completed at the scene, submit them to your supervisor within 24 hours.

APPENDIX  A

EXAMPLE

MVR DRIVER EVALUATION FORM

	Office
	
	Driver Name
	

	Dept.
	
	Date
	


INSTRUCTIONS:  Review the employee’s (or spouse’s) MVR and assign appropriate points for each “moving violation” in the score box.

	
	
	Points
	Score

	
	
	
	

	A.
	Major Moving Violations (within last 3 years)

	
	
	
	

	
	-    Hit and Run; Leaving the scene of an accident...............................................
	7 each
	

	
	-    Any felony, homicide or manslaughter involving use of motor vehicles..
	7 each
	

	
	-    Driving under the influence of alcohol or illegal drugs................................
	6 each
	

	
	-    License suspension or revocation.....................................................................
	6 each
	

	
	-    Racing or excessive speeds (20 mph over limit)..............................................
	4 each
	

	
	-    Reckless, negligent or careless driving............................................................
	4 each
	

	
	-    Implied consent refusal (refusal to take blood alcohol test).........................
	3 each
	

	
	-    Speeding...............................................................................................................
	2 each
	

	
	
	
	

	B.
	Number of Accidents (within last 3 years)
	
	

	
	
	
	

	
	-    None
	0
	

	
	-    1..............................................................................................................................
	1 each
	

	
	-    2..............................................................................................................................
	2 each
	

	
	-    3..............................................................................................................................
	3 each
	

	
	
	
	

	C.
	Other Moving Violations (within last 3 years)
	
	

	
	
	
	

	
	-    None......................................................................................................................
	0
	

	
	-    1 or 2......................................................................................................................
	1 each
	

	
	-    3 and over.............................................................................................................
	1 each
	

	
	
	
	

	
	
	
	

	
	
	Total
	


GRADING:


Best..................... 0 - 2


Average............. 3 - 4


Questionable..... 5 - 6


Poor.................... 6+

	Completed By
	


MOTOR VEHICLE RECORDS - A MANAGEMENT TOOL

Motor Vehicle Records (MVR) can provide valuable data for employers.  Most important, they will verify that your drivers, or applicants, have current and valid operators’ licenses.

It is recognized that Motor Vehicle Records will vary by state and are dependent upon traffic enforcement and the effectiveness of the accident and violation reporting system.  However, such weaknesses are usually faults of omission.  You may question the validity of a clear driving record, but a bad record is generally an indication of driving habits.  For this reason, the use of MVRs is recommended for all new drivers, even in states where records are not complete.

What to Look For

Recent history is more important than past history.  The driver who had two or three convictions three years ago, but no recent incident is generally a better risk than the driver who has had convictions within the last twelve months.  The extent of driving involved must also be considered.  Obviously, an individual driving 50,000 miles a year has a greater probability of being involved in traffic incidents than one driving 10,000 miles.

Violations vary in significance and are of three types:

STATUTORY VIOLATIONS reflect moral hazards and are generally licensing or registration offenses:

· Operating an unregistered vehicle.

· Using false registration or license.

· Driving while license is under suspension.

MAJOR VIOLATIONS are serious convictions, which indicate a disregard to public safety:

· Driving while intoxicated or under the influence.

· Reckless driving where bodily injury or property damage results.

· Hit and run.

· Negligent homicide.

· Exceeding the speed limit by more than 15 mph

· Tailgating

CAPITAL VIOLATIONS reflect severe moral hazards, and are felonies:

· Murder or assault with motor vehicle.

· Theft of a motor vehicle and related offenses.

How to Use Them

Your driver selection should include MVR review.  Additionally, MVRs should be obtained periodically on all drivers to monitor their ongoing qualification.  Drivers who have “clean” records should have MVR reviews every three years.  A driver who’s MVR indicates prior traffic convictions or accidents should have annual reviews until their MVR is “clean”.  Drivers involved with the transportation of passengers or hazardous materials should also have annual MVR checks.  As drivers get older, the periodic review of MVRs should be shortened.  Drivers over age 65 should have annual reviews.  In addition, as part of your accident investigation procedure a MVR check may be of value.  

Careful consideration should be given to hiring drivers whose MVRs exceed the following guideline:

A capital or major violation, or more than three incidents within a three year period.

Remedial driver training should be considered for anyone involved in more than one incident a year.

Motor Vehicle Records, as part of a good driver selection program, are one source of information available to management.  The Hartford highly recommends their usage.
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VEHICLE ACCIDENT REVIEW

(For Reviewing all vehicle accidents; NOT for Claim purposes)

	


TO BE COMPLETED BY DRIVER INVOLVED IN ACCIDENT

	1.
	Name
	
	2.
	Date of Hire
	

	

	3.
	Assigned Location
	
	Date of last driver training
	

	

	4.
	Date, Time, and Location of Accident
	

	

	
	
	Seat Belts?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

	

	5.
	Description of Accident
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	6.
	What was the cause of the accident?
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	

	7.
	What could you have reasonable done to prevent this accident? (consider all aspects of Defensive Driving, i.e., Did you: make no errors yourself; make adequate allowance for conditions of road, weather and traffic and for errors of other drivers?)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	8.
	What else could be done to prevent similar accidents in the future? (consider routing, scheduling, vehicle type, loading, improved lighting, better signs or any other factor not within your control

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	

	
	Date
	
	
	Signed
	

	


Form S 331.715-2   Printed in U.S.A.                                         (over)

ACCIDENT REVIEW – BY DRIVER’S SUPERVISOR

	I have reviewed this accident with the driver involved and have the following comments:
	

	
	

	

	

	

	

	

	

	

	

	Date
	
	Name
	
	Position
	

	

	

	REVIEW COMMITTEE DECISION

	

	The committee has reviewed this accident in accordance with our vehicle Accident Control Program and has found that it should be judged:

	

	                              FORMCHECKBOX 
  Preventable                                             FORMCHECKBOX 
  Non-Preventable              

	

	Consideration of the facts indicates the following action should be taken to prevent such accidents in the future:
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Date
	
	
	Name
	
	Position
	

	
	
	
	
	
	
	

	
	
	
	Name
	
	Position
	

	
	
	
	
	
	
	

	
	
	
	Name
	
	Position
	


 FORMCHECKBOX 
   Driver notified in writing                                FORMCHECKBOX 
   Driver Record Card noted
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Automobile Condition Report

	
	

	Vehicle No.
	
	Mileage Reading
	

	
	
	
	

	Make
	
	Date of Last Service
	

	
	
	
	

	Model
	
	Next Service Due
	

	
	
	
	

	Year
	
	
	

	
	
	
	

	The condition of this vehicle, its components and accessories, is satisfactory except as noted below:

	X = DEFECTIVE

	
	
	
	

	Pre-

Trip
	After

Trip
	Item Checked
	Pre-

Trip
	After

Trip
	Item Checked

	
	
	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Brakes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Body

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Steering
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Interior

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tires
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Engine

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Lights
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Transmission system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Glass
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Suspension system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Defroster
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Electrical system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Windshield wipers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Cooling system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Rear view mirror
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Exhaust system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Speedometer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Emergency equipment

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Horn
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Seat belts

	
	
	
	
	
	


Explanation of Defects, Deficiencies or Damage
	
	Operator
	

	
	Location
	

	
	Date
	

	
	Reviewed by
	

	
	Title
	

	
	Date
	


REPORT ALL DEFECTS PROMPTLY
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Form  S 331.717 Rev.  Printed in U.S.A.

Driver’s Truck Condition Report

	Truck No.


	
	End Mileage
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	Tractor No.


	
	Start Mileage
	

	Trailer No.


	
	Total
	

	

	Suggested procedures: 1. Check under the hood. 2. Start engine. 3. Proceed with the in-cab check. 4. Walk

Around and examine the vehicle. 5. Look under for leaks. 6. Test brakes, steering, and transmission before leaving. 7. Recheck the equipment enroute. 8. Submit this report at the end of each day.

	X = DEFECTIVE

	

	Pre-

Trip
	After

Trip
	Item Checked
	Pre-

Trip
	After

Trip
	Item Checked

	
	
	ENGINE
	
	
	EXTERIOR

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Cooling system
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Lights, flashers, signals

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Exhaust system
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Reflectors

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Oil, water, windshield solvent
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Tires, wheels, lugs, studs, drums

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Leaks - water, oil, fuel, grease
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Chassis – frame, tanks,

battery box, etc.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Belts – fan, alternator, 

compressor, etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Suspension

	
	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Fifth wheel & components

	
	
	IN-CAB
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Brake hoses & connections

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Cab condition – locks, latches

doors, mountings, etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Electrical line, plug, receptacle

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Mirrors, windshield, windows
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Exhaust system

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Horn, wipers and washers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Rear-end protection

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Defroster, heater
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Cargo area condition – floor,

walls, roof, floors

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Low-air warning device
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Instruments and gauges
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Landing gear

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Emergency equipment – fire

extinguisher, triangles, fuses, etc.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Kingpin/upper gate

	
	
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Seat belts – sleeper restraint
	Reporting

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Steering
	Driver
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Brakes – service, parking
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Clutch
	
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Drive train
	Date
	

	Explanation of Defects, Deficiencies or Damage
	
	
	

	
	Receiving 

	
	Driver
	

	
	

	
	
	
	

	
	Date
	

	
	Maintenance:

	
	 FORMCHECKBOX 
   All repairs made

	
	

	
	
	Circle marked items above NOT

	
	
	needing repairs.

	REPORT ALL DEFECTS PROMPTLY
	
	

	
	
	
	Certified by
	

	
	
	
	
	

	
	
	
	Location
	

	
	
	
	

	Form S 331.712-2        Printed in U.S.A.
	Date
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