SUBJECT:  VEHICLE FLEET SAFETY
INTRODUCTION:

The operation of vehicles is required in many aspects of local government employment. How each vehicle is handled and maintained directly affects the effectiveness and efficiency of government services. The city is dedicated to eliminating conditions that adversely affect the well being of employees and otherwise threaten financial stability through accidental losses.

PURPOSE:

The purpose of the Vehicle Fleet Safety policies and procedures is to insure that acceptable standards of proficiency and safety are maintained by each employee who operates a vehicle on city business.

POLICIES:

Employees shall operate all vehicles used for city business in a safe and economical manner. In order to accomplish this, the following practices will be followed:

A. Use of Vehicles

1. City vehicles shall be driven for official use only.

2. All drivers must have a valid California driver's license for the vehicle operated.

3. Any employee performing work that requires the operation of a city vehicle must notify his/her immediate supervisor in those cases where his/her license is expired, suspended, restricted or revoked.  An employee who fails to report such license status and continues to operate a City vehicle shall be subject to disciplinary action, including demotion or termination.   

4. Each driver's privilege to operate a vehicle on official business extends only as long as the driver operates the vehicle in a safe and efficient manner. A record of preventable accidents or excessive moving violations shall be cause for appropriate disciplinary action. 

5. No unauthorized drivers will be allowed to operate a city vehicle. Passengers, including family members, are allowed only if they are accompanying an employee on city business.

6. City vehicles shall not be taken home overnight except as follows:

(1) Employees may take a city vehicle home for one night when attendance at an off-site meeting takes place after or prior to normal working hours.

(2) Those employees designated by the Department Head to be "on 24‑hour call" for department emergencies.

(3) For more than one night when specifically authorized by the Department Head.  

7. City vehicles shall be legally and appropriately operated and/or parked at all times.  Violations issued to the driver or parking violations will be the responsibility of the driver and not the City.  

8. Seat belts must be worn at all times while either operating or riding as a passenger.

9. Use of a cellular telephone or any other electronic equipment that may interfere with the operation of the vehicle is not permitted unless required for emergency or police services.  

10. Vehicle accidents shall be reported and investigated in accordance with related policies and procedures.  See vehicle accident kit in glove box for instructions in case of accident.  

11. Vehicles will be operated only when they are in safe operating condition. Each employee driving a vehicle on business shall visually inspect the vehicle to assure it is in sound operating condition and report any problems with the vehicle to their supervisor.  

12. City vehicles are available for employee use while on City business. Employees are encouraged to use City vehicles instead of their own for official City business whenever possible.  Personal vehicles should not be used on official business unless there is no city vehicle available or the employee receives a monthly car allowance. No City employee shall be required to provide their own vehicle for conducting City business.  

Personal vehicles may be used for official City business with the prior approval of the employee's Department Head.  Employees using their personal vehicles will be reimbursed at the prevailing rate established by the City.  Any employee using a personal vehicle on city business or who receives a monthly car allowance shall maintain auto liability insurance of at least the following limits:

a) Bodily Injury: $100,000 Each Person, $300,000 Each Occurrence. 

b) Property Damage: $50,000 Each Occurrence

The insurance covering the employee’s car is considered primary for payment of any claims that result from its operation.  The employee is expected to report any claims that result from its operation while on City business to his or her auto insurer.    

B. Driver Selection & Training 

1. Driver Records

a) All employees who will be assigned work necessitating the operation of a City vehicle must agree to ongoing Department of Motor Vehicles driving record checks as a condition of employment. 

b) A report indicating a suspended or revoked license status shall be cause to deny an employee authorization to operate a vehicle while representing the City.  

c) An employee with two or more points
 on their driving record over the past three years may be denied authorization to operate a vehicle while representing the City. 

d) If the employee must operate a vehicle as part of his or her job requirements such denial of authorization may lead to appropriate disciplinary action, up to and including termination of employment.   

2. Evaluation of driver qualifications should be made through the following:

a) Previous Employers Reference Check – for new hires, to verify employment and to help determine the driving qualifications and history of the applicant.

b) Motor Vehicle Records Check - before hiring and ongoing, via the CA DMV Employer Pull Notice (EPN) Program (CVC 1808.1).
 

c) Personnel File review to consider driver training received, record of preventable accidents, driving history, driving certifications, etc. Supervisors shall be responsible for reporting vehicle operator information to the Personnel Office.

3. Drivers of City vehicles may be considered qualified to drive when they meet the following criteria:

a) Possess a valid driver's license of the proper class.

b) Capable of passing a physical examination when a question of fitness to drive arises because of illness or injury.

c) Capable of passing written tests on driving regulations whenever required.

d) Capable of passing a driving test.

e) Have demonstrated proficiency with the particular type of vehicle or equipment routine.

4. Driver Training.  The city shall periodically administer or arrange for attendance at a Defensive Driving Course.  Assignments for the course shall be made as follows: 

a) Mandatory attendance within first year of employment for those employees who must operate city vehicles as part of their job requirements.

b) Mandatory attendance for employees who have been involved in a preventable accident or have received a moving violation.   

c) Mandatory attendance for employees who demonstrate questionable driving capabilities or habits as determined by their immediate supervisor.

d) Voluntary attendance for employees who have not attended a Defensive Driver Course in the past five (5) years.

SUBJECT: COLLISION INVESTIGATION INVOLVING CITY EMPLOYEES AND/OR VEHICLES
PURPOSE: To establish policy guidelines for the investigation of all accidents involving City vehicles or privately‑owned vehicles while the driver thereof is actively engaged in official City business.   

STATEMENT OF POLICY: If while operating a City owned vehicle or a privately owned vehicle in the performance of official duties, an employee is involved in an accident resulting in personal injury or property damage, he or she shall: 

1.
Request that all parties and properties concerned remain at the scene of the accident if possible until a law enforcement representative has released them.  

2.
All collisions involving City vehicles or persons on duty and actively engaged in City business will be investigated by a police agency.  


a.
If occurring outside the City, the collision will be investigated by the police agency having jurisdiction.   

  
b.
If occurring within the City and involving property damage or a minor (non‑hospitalizing) injury, the collision will be investigated by the City Police Department.    


c.
If occurring within the City and the collision results in a fatality or injury requiring immediate hospitalization of any party, the accident will be investigated by an outside authority.  Selection of an outside authority will be handled by the City Police Department at the scene.  

3.
Employee responsibility is to refrain from making statements regarding the accident with anyone other than the investigating law enforcement representative, appropriate City officials, and representatives of his or her own insurance company if the employee's privately owned vehicle is involved. Statements made to investigating authorities should be confined to factual observations.  

4.  
The employee should complete the information requested in the Vehicle Accident Kit found in the glove box of City vehicles.  That information should be forwarded to their supervisor within one day of the accident. 

5. If an employee is injured, procedures should be followed as outlined in Administrative Policy regarding ON‑THE‑JOB INJURY OR ILLNESS. 

6. The City’s Safety or Risk Management Committee should review the report of the accident to determine the cause and whether or not it was preventable on the part of the employee.  The committee should recommend any remedial or disciplinary action, such as defensive driver training or revoking authorization to use a vehicle on City business.  The recommendation should be forwarded to the employee’s supervisor and Personnel department.   

Optional Policy on Cell Phone Use While Driving

Purpose

To provide information to employees on precautionary measures to follow when driving and using a cell phone. This policy is written to help insure the safety of our employees, passengers, and the nearby public.

Scope

Applies to all employees when a cell phone is utilized while driving. 

Introduction

The New England Journal of Medicine has released a study that reports that cell phone usage while driving increases the potential of accidents by 400%, or about the same as driving while intoxicated. The use of “hands-free” devices does reduce the potential for an accident. With this in mind we have developed the following lists of precautionary measures that should always be followed by our drivers when using a cell phone, regardless of whose it is.

Policy Statement

Employees will adhere to the established Policy Guidelines for Safe Cell Phone Use when using cellular phones owned and/or assigned by the entity or using personal cellular phones while driving on behalf of the entity.   

Policy Guidelines for Safe Cell Phone Use

1. Place calls when car is stopped or time the placement of the call to coincide with red lights. Pull over to the side to the road if necessary. Never dial while vehicle is in motion.
2. Be knowledgeable. Understand how to use your cell phone. Read the user’s manual to learn of its capabilities.
3. Use memory dialing. Pre-program frequently dialed numbers or use voice recognition dialing.
4. Always use hands-free devices, such as ear/mike accessory and phone cradle.
5. Position the cell phone within easy reach and as close to eye-level as possible to avoid taking eyes off the road.
6. Let the person you are speaking with know you are driving.
7. Driving is your priority. Obey all traffic signs and signals and stay within the speed limits. Your greatest responsibility is to the safety of other drivers, pedestrians and passengers.
8. Suspend conversations during hazardous situations, including high pedestrian traffic, congested traffic or severe weather conditions.
9. Minimize distractions. Never take notes or look up information while driving. Pull off the road if the call is distracting or reading/writing is required during the call.
10. Do not engage in stressful or emotional conversations that may divert your attention from the road.
11. Keep any necessary conversations brief.
12. Refrain from placing or receiving unnecessary calls. Allow voice mail to handle your calls and return them when it is safe and convenient.
13. Actively compensate for the potential distraction created by mobile phone use, move to slower travel lanes, increase your following distance and frequently check your mirrors to assess the immediate driving situation.


Again, your greatest responsibility is to the safety of other drivers, pedestrians and passengers.





� POINTS ON THE DRIVER RECORD





The CA Department of Motor Vehicles keeps a public record of all your traffic convictions and accidents. Each occurrence stays on your record for 36 months or longer, depending on the type of conviction.





Examples of one point violations:


A traffic conviction. 


An at-fault accident. 





Examples of two point violations:


Reckless driving 


Driving under the influence of alcohol/drugs 


Hit-and-run driving 


Evading a peace officer 


Driving while suspended or revoked 


Driving on the wrong side of the road. 





If you get too many “points,” you will lose your driver license. A violation received in a commercial vehicle carries one and one-half times the point count normally assessed.





� CA DMV Employer Pull Notice Program





Information concerning the program and how to enroll may be found at:


� HYPERLINK http://www.dmv.ca.gov/vehindustry/epn/epngeninfo.htm ��http://www.dmv.ca.gov/vehindustry/epn/epngeninfo.htm�








