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POLICY:  
It is the policy of Cumberland Heights to ensure the safety of those individuals who drive on authorized company business.  Vehicle accidents are costly to our company, but more importantly, they may result in injury to our passengers, drivers, and/or others.  The ultimate goal of our Fleet Safety Program is zero preventable vehicle accidents each year, and we expect our managers, supervisors, and employees to cooperate fully by taking responsible and active roles in achieving this goal.

PROCEDURE:  

I. 
Goals:

The ongoing goals of the Fleet Safety Program at Cumberland Heights are:

1. To proactively prevent accidents involving vehicles used for company business;

2. To lower the company’s risk of such accidents via selection of safe and qualified drivers using safe and efficient vehicles; 

3. To provide effective training to drivers on a regular basis; and

4. To report on the status of the above to Leadership Team via the Safety Officer’s annual evaluation of the Fleet Safety Program.

II.
Program Description 
Structure, Responsibility, and Evaluation: The Support Services Director/Safety Officer is responsible for the overall administration of the Fleet Safety Program.  Human Resources Director is responsible for assisting the Safety Officer in managing the operational details of this program.  In addition, the Quality Management Director is available for consultation purposes.

In addition, senior managers are individually responsible for the vehicle safety results within their respective departments.  Directors, Coordinators, and Supervisors are responsible for vehicle safety results within their respective areas. Job descriptions clearly designate whether or not driving company vehicles is a part of the essential job functions. If so designated, each driver is personally responsible for meeting all of the criteria necessary to be an approved drive, for maintaining a safe driving record, and for accidents they may incur per the Accident Accountability Evaluation.
Organizational goals for vehicle safety results are set and evaluated by the Safety Committee and the Safety Officer as noted previously. Performance Reviews are the primary means of establishing and evaluating individual goals for vehicle safety results.  Each performance review for an approved driver should include an evaluation of this function with goals as appropriate.  This function is part of the evaluation score that is used to determine merit increases

III. Company Vehicle Driver Approval Process

Because the quality of individual driver job performance impacts the success of the entire fleet operation, a process has been established to approve drivers.  Only those drivers who are approved may drive company vehicles.  An Approved Drives List is maintained by the HR Director.  The following are required in order to be an Approved Driver.

A. A valid Class D or higher Tennessee Driver’s License --A Driver’s License from another state or country is not considered an acceptable alternative to an TN Driver’s License. A TN Driver’s License is considered acceptable only if it is unrestricted or has one or more of the following restrictions:

i. 01—Corrective lenses

ii. 02—Automatic transmissions

iii. 04—Outside mirrors

iv. 14—Insulin Dependent Diabetic

v. 28—Hearing Impaired

vi. 30—Active Military 

Should any of the above referenced exist,  the driver is responsible for ensuirng that the restriction (s) is adhered to at all times while driving on company business. Other restrictions including, but not limited to 15—Special Restrictions Order and 16—Ignition Interlock Devices—shall automatically disqualify the employee from driving on company business. 

B. MVR-- The Motor Vehicle Records (MVRs) will be obtained for all applicants for positions involving use of a company vehicle as well as those who will frequently use a personal vehicle to conduct company business.  The MVR will be reviewed using object criteria for acceptability before assigning driving responsibilities.  MVR’s for these employees will also be required on an annual basis thereafter and reviewed using the same acceptability criteria.

MVR Acceptability Criteria

Upon receipt of an MVR, the following objective criteria are applied to determine if the 
candidate or employee is eligible to drive on company business. Any of the following will 

cause the candidate to be determined to be ineligible to drive. 
i. A driver with one violation (other than parking tickets) committed during the past three years.

ii. A driver with three or more violations (other than parking tickets) committed before the past three years, but no more than eight years ago.

iii. A driver with at least three occurrences of any combination of accidents (regardless of fault), or moving violations during the past three years.

iv. A driver who has been licensed for less than three years, regardless of age.

v. An individual who has misrepresented his/her licensing and/or driving history before or during the employment process.

vi. An Approved Driver who has misrepresented his/her licensing and/or driving history or who has failed to report any violations (other than parking tickets) to his/her supervisor and the Safety Officer within seven days of occurrence.

vii.  An Approved Driver who has driven a vehicle on company business at any time on a revoked or suspended Driver’s license.

viii. An Approved Driver who drives his/her own personal vehicle on company business and who has failed to notify the company of a change in his/her personal insurance coverage.

Please note that drivers under the age of 21 years are not permitted to drive company vehicles for business or personal vehicles on company business.

The information contained in the Multi State Motor Vehicle Report (MVR) shall be the primary source used to determine if a driver meets any of the above conditions.  Drivers who have met the requirements listed in Section 1 above for eligible drivers shall be evaluated for consideration as an Approved Driver.  Once the MVR report is evaluated and the individual is found to meet the requirements of an Acceptable Driver, the individual may be considered for inclusion on the Approved Drivers List.  Any other requirements mandated by the Company relative to special training for certain vehicles and/or personal insurance requirements for driving a personal vehicle must also be satisfied prior to the individual being included on the Approved Drivers List and therefore, permitted to drive on company business.

Annually, a current MVR will be evaluated to determine if the individual continues to meet the requirements of this policy.  Furthermore, it is the responsibility of each Approved Driver to notify their supervisor and Directory of Support Services/Safety Officer immediately if their driving history or status has changed (i.e., accident, moving violation and/or change in restrictions).  It is the responsibility of each driver of personal vehicles on company business to notify the Director of Support Services/Safety Officer immediately regarding any change in insurance status and/or the coverage of his/her personal vehicle.  Upon any change in history, status and/or insurance (where applicable), the Company shall reapply the requirements of this policy and make a determination if the individual remains acceptable or has become unacceptable.  If the individual is found to be unacceptable, he/she shall be removed from the Approved Drivers List and thereafter, will no longer be permitted to drive on company business.

The Company may, at its sole discretion, use any and all information, both official and unofficial, from the State of Tennessee Department of Safety or from other Departments of Safety or similar agencies, in determining an individual’s suitability relative to driving on company business.  The Company may also apply any further restrictions or requirements as it may, at its sole discretion, find appropriate.  In all matters, the safety of patients and staff as well as preservation of company assets shall be the determining factor in establishing who may drive on company business.  To this end, the Company reserves the right to restrict or preclude any individual from driving on company business for any reason it finds inappropriate.

C. Company Vehicle Driver Agreement Form—As an Approved Driver of a company vehicle, an employee will be required to review and sign a statement agreeing to the eligibility requirements to drive as a condition of employment. In addition, the Approved Driver is agreeing to comply with all aspects of the Fleet Safety Program at all times.

D. Company Vehicle Driver Training and Testing-- Once an employee has met the above criteria for approval to drive a company vehicle, that person must complete the training and testing components of the Fleet Safety Program.  These include the following elements for persons driving company vehicles:

i. Completion of an approved training on safe driving practices for 15-passenger vans

ii. Review of the Fleet Safety Program and its policies and procedures with a written post-test scoring 85% or above

iii. Completion of drivers skill online course (www.drivingskillsforlife.com)

iv. Passing of a pass/fail road test which includes both highway and city driving, as well as parking, loading of passengers, emergency and evacuation procedures in the type of vehicle normally assigned to the individual

v. Maintaining current certification in CPR and First Aid.

Drivers of company vehicles will be required to complete an approved refresher training on an annual basis.  In addition, should an accident occur while driving on company business, that driver will be required to attend a specific training focusing on prevention of the type of accident that occurred as approved by the Safety Officer as well as submit to a drug test.

All of the above documentation is maintained and updated as noted in the approved driver’s personnel file by the HR Director or designee. 

IV. General Policies regarding Company Vehicles
A. Company vehicles are to be used only for authorized company business. Unauthorized persons are not allowed to ride in company vehicles. 
B. Drivers of company vehicles are not allowed to drive company vehicles home at night and/or on weekends for convenience and/or security purposes unless prior approval has been obtained from the Director of Support Services/Safety Director. These should be rare occurrences and for very specifically defined purposes that are in the best interest of the company. 

C. The use of company vehicles is restricted to approved drivers of the company only. Other employees and non-employees, such as spouses, children, other relatives, or friends, are not authorized to drive company vehicles at any time.
D. The company will consider any unauthorized use of company vehicles as the equivalent of theft and the driver will be held responsible (e.g. liable) for the consequences of any accidents. In addition, loss of driving privileges, and corrective action, up to and including termination, may result. 
E. Drinking alcoholic beverages while driving, or driving while under the influence of alcohol or mood-altering substances is prohibited and will result in loss of driving privileges as well as correction action, up to and including termination. Approved Drivers should consult with their personal health care provider about the impact of medications on their ability to drive, notifying their supervisor of any restrictions on their ability to drive. 
V.
Company Vehicle Policies & Procedures

The following policies and procedures apply to each company vehicle.  

A. Vehicle & Equipment Selection – The organization considers safety and ease of use when purchasing or leasing a new company vehicle.  Safety equipment, such as wheelchair lifts and tie-downs, must comply with all applicable federal, state, and local laws, as well as consensus standards, such as the ANSI/RESNA – W/C 19 standard for four-point securing of wheelchairs in transit.

B. Vehicle Inspection & Maintenance

a. Pre-Trip Inspections - All drivers are responsible for conducting pre-trip inspections of their vehicles before the first trip of their work shift.  Drivers should walk around the outside of the vehicle and note any defects or damage to windows, mirrors, body, bumpers, lights, etc.  Inside the vehicle, the driver will note any defect or damage to the seats, seat belts, interior lights, engine warning lights, rearview mirror, emergency equipment, etc.  While underway, the driver will also note any operational defects, including engine performance, brakes, emergency brake, noticeable exhaust fumes, lights, transmission operation, steering responsiveness, etc.  All drivers are to report any deficiencies to their designated manager or supervisor and the Support Services Director or designated maintenance employee immediately.  The Support Services Director or designated maintenance employee is to evaluate the defects or damages and arrange for prompt repair.  Any vehicle with serious operational or safety defects is to be taken out of service immediately and a substitute vehicle, if available, will be used until repairs are completed.

b. Weekly Preventive Maintenance/Critical Items Inspection – The Director of Support Services or designated maintenance person will inspect each company vehicle at least on a weekly basis for critical items and a written and dated form will be kept in the vehicle file to document each inspection.  A vehicle with any serious operational or safety defect will be taken out of service immediately and a substitute vehicle, if available, will be used until repairs are completed.

c. Vehicle Service Intervals – Vehicle service intervals will be determined by the vehicle manufacturer’s specifications.  For example, a qualified auto or truck mechanic will change oil and check fluid levels every 3,000 miles.  The mechanic will be asked to provide an overall inspection of the vehicle and note or repair any defect found.  A written and dated record of inspection and maintenance activity will be obtained and kept in the vehicle file.  A vehicle with any serious operational or safety defect will be taken out of service immediately and a substitute vehicle, if available, will be used until repairs are completed.

d. Vehicle Replacement – Older or high mileage vehicles will be regularly assessed for potential replacement as their useful life decreases.  A key factor in the decision to replace a vehicle will be a serious operational or safety defect.

VI.
Rules of the Road
The following are minimum safe driving rules for all drivers to obey in addition to all state and local traffic laws and regulations:

1. Do not take chances.  To arrive safely is more important than to arrive on time.

2. Drivers should be mentally and physically rested and alert prior to each trip.

3. Do not drive while distracted. No cell phone use while driving patients in company vehicles at any time.  Pull off the highway, where it is safe and legal to do so, in order to use cell phones, manage passenger behaviors, etc.  
4. Drivers must have a valid driver’s license for the type of vehicle to be operated, follow any restrictions listed on the license, and keep the license(s) with them at all times while driving.

5. Drivers must adhere to other driving rules adopted by the company, prescribed by state or local laws or by the applicable Federal Motor Carrier Safety Regulations.

6. Traffic laws, in particular, must be obeyed:

a. Speed shall never be faster than a rate consistent with existing speed laws and road, traffic, and weather conditions.  Posted speed limits must be obeyed.

b. Never attempt to exercise the right-of-way; if in doubt always let the other driver go first.

c. Keep to the right except when overtaking slow-moving vehicles or when getting in position to make left turns.

d. Never follow another vehicle so closely that you will not be able to top safety under any conditions.  Observe a safe following distance: three seconds for cars, four seconds for vans/pick-ups/SUVS, under ideal driving conditions.  Allow additional following distance whenever conditions are less than ideal, such as poor weather, poor visibility, or poor road conditions.

e. Use turn signals to show where you are heading, while going into traffic and before every turn or lane change.

f. Slow down and watch for pedestrians in school zones and construction work areas.

g. Avoid backing whenever possible.  If you have to back up, attempt to use a spotter or helper outside of the vehicle.  Keep the spotter in your mirrors at all times.  If you lose sight of the spotter, stop the vehicle.  Always back slowly.

7. Drivers and passengers must wear seatbelts at all times.  Children being transported must be secured in the appropriate type of car seat.

8. Complete the Log Sheet and Pre-Trip Inspection Checklist prior to leaving.  The Log Sheet requires the driver’s name, date, time, mileage on vehicle before leaving and on return, reason for trip, and indication of Pre-Trip Inspection Checklist completion.

9. Check the vehicle visually each time before driving.  Check lights, tires, brakes and steering.  Promptly report all damages or defects to designated maintenance personnel.  An unsafe vehicle must not be operated until repairs are made.  See related Pre-Trip Inspection Checklist
10. Drivers are responsible for the security of company vehicles in their care. The vehicle engine must be shut off, ignition keys removed, and vehicle doors locked whenever the vehicle is left unattended.  If the vehicle is left with a parking attendant, only the ignition key is to be left. 
11. Ensure that company vehicles are clean and orderly after each use.

12. Ensure that company vehicles have a minimum of one half tank of gasoline when returned to facility.  If not, obtain gasoline at the designated gas station.

13. Only company vehicles may bill gasoline.  A list of approved tag numbers has been provided to the gas station.  Employees driving personal vehicles should complete an expense report to be reimbursed for mileage.

14. Drivers must report all accidents immediately as required by law and company rules.

15. Drivers must report all arrests and traffic convictions to the company.  Repeated traffic convictions or failure to report traffic accidents or convictions may result in disciplinary action including termination.

Specific Rules for Those Transporting Patients:

1. Do not allow smoking, eating, drinking, radio or horseplay in a company vehicle.

2. Report any difficulty with patients to the appropriate counseling staff.

3. Account for all patients being transported before leaving a site (i.e., roll call).

VII.
Accident Procedures

a. Driver Conduct on the Scene – In the event of an accident while driving a company vehicle or a personal vehicle on company business, the driver is to follow these procedures:

i. Take immediate action to prevent further damage or injury at the scene of the accident. 

· Pull onto the shoulder or side of road, if safe to do so.  Turn off the engine.

· Check for the physical condition of patients or other passengers.

· Do not move injured persons unless necessary for their safety.  Provide First Aid as needed and call 911 as indicated. 
· Activate four-way flashers and place warning signals promptly and properly.

ii. Using the cell phone, call 911, if there are injuries.  If no injures, notify police at non-emergency number (615) 862-8600.  Notify the main switchboard operator at Cumberland Heights during business hours (615) 352-1757 and/or the Nursing Supervisor after hours (615) 432-4778.

iii. Do not move the vehicle unless instructed to do so by police.

iv. If patients or other Cumberland Heights staff are injured and need to be transported by ambulance, find out the hospital to which they are being transferred. Notify Cumberland Heights’ Nursing Supervisor of this information.  If there are remaining patients, stay with the patients until Cumberland Heights’ staff members arrive to transport them back to the facility.

v. Exchange “traffic accident exchange information” forms with other driver(s), including names, addresses, telephone numbers, driver’s license numbers, and insurance company names of others involved in accident.  Give the same information to the other part(ies) involved, but make no comments about assuming responsibility.

vi. Get the names, addresses, and phone numbers of all witnesses.  If there are no witnesses, obtain the name, address, and telephone number of the first person to arrive at the scene.
vii. Complete the “Driver’s Report of Motor Vehicle Accident” form while you are on the scene, if at all possible.  Drivers should remember the following general rules in filling out the report:

· Print or write legibly.

· Follow instructions to the letter.

· Answer all questions completely.  If unable to answer the questions, mark “not known.”

· Use additional sheets of paper, if you need more space to write necessary information.

This report should be forwarded to the Quality Management Department as soon as possible along with any supporting accident information.

viii. If the vehicle involved in the accident is not safe to drive or the driver does not feel safe to drive, notify Cumberland Heights at the numbers listed above for assistance.

VIII.
Accident Accountability Evaluation:

Each time a driver is involved in any accident while acting in the course and scope of his/her employment, that driver will receive a review by the Director of Support Services/Safety Officer.  In addition, the organization will check the driver’s Motor Vehicle Record (MVR) to ensure that she/he meets the acceptability criteria for insurance and fleet safety standards.

Drivers who are no longer eligible for coverage will either be re-assigned to a non-driving position, if available and qualified, or terminated.

The following actions will be taken in the event of a moving violation and/or accident:

►If a driver should receive either the first of one (1) moving violation or one (1) accident, regardless of fault, there will be a review by the Support Services Director/Safety Officer.

►If a driver should receive a second of one (1) moving violation or one (1) accident, regardless of fault, the driver will be placed on probation and will be required to follow any recommendations submitted by Support Services Director/Safety Officer.

►If a driver should receive a third of one (1) moving violation or one (1) accident, regardless of fault, driving privileges will be revoked immediately. 
►If a driver should receive any combination of three (3) moving violations and/or three (3) accidents, regardless of fault, driving privileges will be revoked immediately.    

Cumberland Heights reserves the right to revoke the driving privileges of any driver at any time regardless of fault. 
6/2015 CSF
  Cumberland Heights Alcohol and Drug Abuse Treatment Center
       Fleet Safety Program Approved Driver for Company Vehicles Agreement

As an Approved Driver for the Company, I will be asked to drive a company vehicle in the course of designated company business as an essential function of my position.  I understand that I must maintain eligibility to drive as a condition of my employment, and I agree to the following:

1. To retain a valid Tennessee Drivers for the type of vehicle to be operated, to follow all license restrictions, and to keep the license on me at all times while driving.

2. To complete a background release form authorizing an MVR check upon hire and at least annually thereafter.

3. To complete training and testing components of the Fleet Safety Program upon hire, annually, and should an accident occur as instructed by management.

4. To notify management immediately, if any of the following occur:

a. I receive a citation for driving under the influence of alcohol and/or drugs;

b. I receive a citation for any moving violation;

c. My Driver’s license is suspended or revoked for any reason; and/or

5. I am involved in a vehicle accident.

6. To comply with all company operational rules, including the Fleet Safety Program,  as well as state and federal vehicle operation laws. 

7. I understand that failure to comply with the Policy will subject me to corrective action up to and including immediate termination. 

Driver’s Printed Name



                 Date

Driver’s Signature





   Date

Human Resources
Director


               Date

_________________________________             __________________________

Safety Officer





  Date


