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Sample Driver Selection Policy

I.  
The Driver Selection Policy

These guidelines are for the selection of all employees or volunteers who may operate any vehicle and/or equipment or their personal vehicle on behalf of the City or Agency.

A. Application for employment

Information obtained at the time of employment should include the driver’s license number and expiration date, the driving experience and accident record for the previous five years, traffic convictions and forfeitures other than parking violations, and employment record for the past five years.

B. Physical Examination

An essential function of those paid and/or volunteer positions that require the operation of City or Agency vehicles or equipment is the ability to operate the vehicle or equipment safely.  A successful applicant for employment to a paid or volunteer position that requires the operation of City or Agency vehicles or equipment should receive a job offer contingent upon the successful completion of a physical examination.  The results will be used to evaluate the applicant’s physical and mental ability to perform job-related functions such as operating City or Agency vehicles or equipment safely.  All results will be kept confidential.  Only the overall opinion should be provided to the hiring manager.

(Drug testing should be incorporated as warranted.)

Furthermore, current employees in paid or volunteer positions that require the operation of vehicles or equipment may be required to undergo fitness for duty examinations under certain circumstances. Such circumstances include, but are not limited to, when there are legitimate concerns about an employee’s ability to perform the essential functions of the position safely or after an accident or near-miss incident.  

C. Motor Vehicle Report

Simply having a valid driver’s license should not automatically qualify an employee or prospective employee to operate a motor vehicle on behalf of the City or Agency.  In addition to a valid driver’s license, all employees or volunteers who operate any vehicle on behalf of the City or Agency should obtain and provide a Motor Vehicle Report (MVR) to the City or Agency.  This report can be obtained through the California State Department of Motor Vehicles (DMV).  An MVR that is acceptable to the City or Agency should be a condition of employment and continued employment.

A method or program for evaluating MVRs against set criteria should be implemented by each City or Agency.  The DMV Employee Pull Notice (EPN) Program is an example of such a program.  MVRs should be reviewed in accordance with the City or Agency’s policies and procedures to verify driver acceptability.  The focus should be on the frequency and severity of accidents and traffic violations over the past five years.  See a model for determining acceptable MVRs in Section II.

For each City or Agency enrolled in the EPN Program, the DMV issues an MVR on every person registered in the EPN Program.  An MVR will be automatically issued even if there is nothing to report and an updated MVR will be issued anytime there is activity on a requested employee’s report.  

D. Road Testing

Each employee or volunteer whose job description requires him or her to have a either a Class A or Class B license as part of his or her job should pass a road test given by a qualified supervisor to ensure he or she is familiar with the safe operation of the vehicle and/or equipment. 

E. Driver Training Policy

1.
Driver training should be provided to all employees who operate a City or Agency vehicle in the course of the employment.  The program should address the following:

a. Fleet safety policies

b. Safety, emergency features, and limitations of vehicles and equipment

c. Recommended vehicle maintenance and inspection schedules
d. Defensive driving techniques

e. Method for reporting vehicle accidents

f. Use of accident reporting packs, including cameras to document an accident scene and people involved

2.
All employees and volunteers are required to do the following:

a. Know how to safely operate the vehicle

b. Inspect the vehicle prior to use at the start of the work shift and report any unsafe conditions to the supervisor immediately using the vehicle inspection report

c. Not allowing any passengers to ride on or in the vehicle at any time unless they are on official business and use a seatbelt

d. Understand and practice the rules of defensive driving

e. Stay within legal speed limits and drive prudently, taking into consideration  weather, traffic, and road conditions

II. 
Classification of Motor Vehicle Report (MVR) Risks

F. Clear Motor Vehicle Report (MVR): 

An MVR with no activity in the last three years and no major violations in the last five years

G. Acceptable MVR:  

An MVR with no major convictions( in the last five years and no more than:

a. One at-fault accident in the last three years; or

b. Two minor convictions in the last three years; or

c. One at-fault accident and one minor conviction in the last three years

H. Borderline MVR:  

An MVR with no major convictions within the last five years and:

a. Any driver involved in three or more accidents in a twelve-month period—regardless of fault—should have his or her driving record reviewed and re-evaluated

b. One major conviction from three to five years old; or

c. One at-fault accident and two minor convictions; or

d. Three minor convictions; or

e. Two at-fault accidents; or

f. Two at-fault accidents and one minor conviction

(Suggested actions for employees with borderline MVRs)
a. Counsel or warn the employee that employment may be jeopardized if there are additional violations or accidents

b. Shift the employee to a non-driving position.

c. If a non-driving position is not an option, implement some additional controls such as driver training with supervision by a manager to reinforce defensive driver training.

d. Eliminate or restrict use of City or Agency vehicle

e. Restrict or eliminate use of privately owned vehicles for City or Agency business

I. Unacceptable Motor Vehicle Report (MVR):

a. One or more major convictions in the last three years; or

b. Four or more minor convictions in the last three years; or

c. Three or more at-fault accidents in the last three years; or

d. Any combination of minor convictions and at-fault accidents totaling four or more

III.  
Definitions

J. Authorized Drivers:  

Authorized drivers are those employees that have been identified, by verification of their driving record through the DMV, as: 

1. Having an acceptable driving record in accordance with those set forth in this policy; 

2. Received approval to drive City or Agency fleet vehicles from the driver’s manager or supervisor, and 

3. Have met any other requirements set forth by the City or Agency
K. Motor Vehicle Report:  

A motor vehicle report is a report by the State of California, Department of Motor Vehicles.  It details the driving record, by individual names and driver license numbers, for each request submitted and indicates the status of the applicable driver’s license.

L. Major Convictions:  

Major Convictions include, but are not limited to, the following:

1. Driving under the influence of alcohol or drugs.  This includes prescription drugs that bear the warning that operating machinery or a motor vehicle while using this drug is unsafe,

2. Driving while impaired, 

3. Reckless driving, racing, or speed contest, 

4. Failure to report an accident, 

5. Making a false accident report, 

6. Vehicular homicide or manslaughter, 

7. Attempting to evade a police officer, 

8. Driving with a suspended or revoked license, 

9. Speeding in excess of 25 mph more than the posted speed limit, and 

10. Hit and run

M. Minor Convictions:  

Minor Convictions shall include any moving traffic violation other than a major conviction.  Examples include, but are not limited to, the following:

1. Speeding less than 25 mph over the posted speed limit,

2. Running a stop sign or red light,

3. Improper turn,

4. Crossing a double-yellow line,

5. Failure to wear a seatbelt,

6. Failure to yield, and

7. Following too close.

N. Technical Violations:  

These include, but are not limited to, the following violations:

1. Motor vehicle equipment, load, or size equipment,

2. Improper display or failure to display license plates, provided such plates exist,

3. Failure to sign or display registration card, and
4. Failure to have driver’s license in possession provided a valid driver’s license exists

O. At-Fault Accidents:  

An accident arising out of the use of a motor vehicle due to the negligence of the operator for which the operator was at fault or any other accident where reasonable assurance of non-fault cannot be furnished.  Also, an accident resulting in damage to any vehicle greater that $500, bodily injury, or death must be reported to the DMV.  These accidents count against a driver’s record. A Traffic Accident Report (SR1) must be filed for all accidents. This form is available from any DMV or California Highway Patrol office.

P. Accident Prone Driver:  

Any driver involved in three or more accidents in a twelve-month period—regardless of fault—will have his or her driving record reviewed and re-evaluated.
( *Refer to Section III for definitions of major and minor convictions






