Trindel Insurance Fund
Vehicle and Fleet Safety Policy Guidelines

Purpose:

Vehicle incidents represent a substantial risk to life and limb of county employees as well as financial risk. This exposure demands an aggressive and comprehensive vehicle loss preventative program based on clear consistent policies, procedures and performance expectations. These guidelines provide a framework for such a program.

How to use these guidelines:

Each of the sections presented are designed to be used as a “boiler plate” upon which to assemble a program that address all of the potential risks and circumstances while allowing for modification for each county’s specific needs. This document is in MS Word and as such may be cut, pasted and modified as needed.

It is important to remember that these guidelines are not a “mandate” by Trindel Insurance Fund. But once they have been modified and adopted as a county policy they become “law” for that county and its employees. Of course all policy must comply with current law and government code.


These guidelines are organized in the followed fashion:


Definitions
General vehicle policy

Responsibilities

Driver Screening
Safe Driver Training
Vehicle Incident Response
The following two areas are very specific to the county using these guidelines as a basis for their Vehicle policy and are excluded from any specific recommendations.
Safe Driving Incentives and Rewards

Discipline

Each of these sections will stand alone to be assembled as best fits each county’s needs. There will be no attempt to provide any alpha numerical organization by section. All text will be presented with minimal formatting for simplicity of modification.
Definitions
	Authorized County Driver..........
	Employees whose job description and/or assigned duties require the operation of a motor vehicle.


	Code of Safe Practices ……….
	List of safe workplace practices. 


	County Wide 
Injury & Illness Preventative Program ……
	Overall IIPP that applies to all county employees regardless of department or job assignment.


	DSR - Department Safety Representative ….
	Department employee assigned as safety coordinator 


	LPS - County Loss Preventative Specialist …..
	County Designated Safety Officer


	PAP - Preventative Action Plan …..
	A non-punitive and remedial plan focused on improved driver performance and preventative of any re-occurrence of the incident.


	Vehicle Involved Incident ………….
	Any occurrence involving a motor vehicle occurring during the course of county business resulting in, or having the potential for injury, illness, or property damage


	VIIT – 
Vehicle Incident Investigation Team …..
	Conducts investigations of vehicle incidents with the purpose of determining cause not blame.



Vehicle Use and Driving Policy

General Policy Provisions:

This policy applies to all employees using county or privately owned vehicles in completing their assigned duties as approved by their Department Head and or County Administrative Officer. All provisions of this policy are to be adhered to. Violation of any part of this policy may result in disciplinary action, up to and including separation from county employment.

Insert relevant government code section requiring Board of Supervisors adopt rules and regulations regarding the use of county or privately owned vehicles on official county business. Development and wording of this policy should be done in concert with County Counsel, Human Resources, and Administration.
Authorized  Drivers of County owned vehicles for official county business:
Employees whose job description and/or assigned duties require the operation of a motor vehicle. County owned vehicles may only be used for official county business. Incidental operation of county owned vehicles by employees is authorized only on approval of department head or designated representative.
Because of the narrow requirements of this policy it is important to define what county employees, are required to drive. This would include volunteers, part time employees, personnel employed by another agency that drive county vehicles and/or conduct county business, etc.
Each county should thoroughly examine their specific definitions for official county use to encompass “vehicle take home”, travel outside county/state, assigned working hours, transport of non county employee passengers, etc. 


Authorized use of privately owned vehicles for official county business:
Use of private vehicles must be authorized by County Administrative Officer and/or Department head. Any private vehicle used for county business must insurance coverage equal to or greater than the coverage provided for county owned vehicles.
Each county should thoroughly examine the conditions under which they will allow/require the use of private vehicles for official county business. Also define the conditions of that use to include the safe operating condition of the vehicle, insurance requirements, reimbursement rates, etc.

Licensing requirements:

All employees who are authorized county drivers shall have current California Drivers License and endorsements appropriate to the vehicle being driven on official county business.
Responsibilities:
This section is to establish the chain of responsibility throughout the county thereby establishing accountability for  the implementation of and compliance with the policy. 
County Board of Supervisors:
The elected board of supervisors assigns the responsibility for the implementation of and compliance with this policy to the County Administrative Officer.

It is imperative that the board of supervisors support and commit to this policy. That commitment is best demonstrated by assigning the responsibility for its implementation to the CAO while providing the CAO their endorsement for implementation of and compliance with this policy.   
County Administrative Officer:
Ensure that department heads, supervisors and employees fully implement and comply with this policy. 
Department Heads:
Ensure that their supervisors and employees are trained and under stand this policy fully implement and comply with this policy. Ensure the completion of any Preventative Action Plan resulting from a Vehicle Involved Incident.  

Because of the immediate employee oversight responsibilities of the department head, the successful implementation of this policy falls on his or her shoulders. As important to holding the employees responsible for this policy the department head must ensure the supervisors are ensuring compliance. 
Supervisors:
Ensure that employees fully comply with this policy and any other activities related to this policy as assigned by the Department Head.
First and mid level managers will make or break this policy. The implementation of the policy must be come part of the day to day supervision of employees. That is in the hands of the supervisors.
Employees:
Must fully comply with this policy

This policy must be clearly and consistently articulated to the employees and then enforced! Make sure employees understand the policy! 
County Loss Preventative Specialist (LPS):
Provide support to county departments in the implementation of this policy. 
Monitor all aspects of this policy and provide periodic status reports to the County Board of Supervisors as requested.
Monitor all aspects of this policy and provide periodic status reports to the County Administrative Officer, County Risk Manager.
Provide support to Department Safety Representatives in implementation of this policy. 
Act as the team leader for the Vehicle Incident Investigation Team.
The county loss preventative specialist (LPS) plays a pivotal roll in this policy. That person must have the support and authority necessary to carry out the described responsibilities. The LPS must at the very least have the support and endorsement of the CAO in fulfilling their responsibilities.
Department Safety Representatives (DSR):
Provide support within their department in the implementation of this policy. 
Monitor all aspects of this policy within their department. 
Provide periodic status reports to their Department Head and the County Loss Preventative Specialist.

The department safety representatives already in place provide the “in house” implementation of this policy. Their department head must fully endorse this policy and support the DSR in fulfilling the responsibilities as prescribed by this policy.
County Risk Management:

The county risk manager will provide the County Administrative Officer and the Board of Supervisors a quarterly summary of vehicle involved incidents, dollar losses incurred preventative action plans implemented and completed.
Vehicle Incident Investigation Team (VIIT):
Conduct investigations of vehicle incidents as defined in this policy with the purpose of determining cause not blame.

Provide results of investigations to the involved Department Head, County Administrative Officer or designate and the Risk Manager.

Provide the involved department head recommendations for remediation and a Preventative Action Plan.
This team provides the much needed evaluation of the contributing factors leading to any and all vehicle involved incidents. The composition of the team provides balance and objectivity to the process and the goal of preventative of re-occurrence. It is most important that this team not look for or place blame! The purpose of the VI.I.T. is preventative and remediation, not punishment. Any disciplinary action that might result from a vehicle involved incident must take place outside of the Vehicle/Fleet Safety Policy.
New Driver Selection & Screening
In positions that require the operation of a county or private vehicle in the performance of the duties required, this policy prescribes the minimum driver standards for selection and hire. The following checks are required:

Applicant must have a valid driver’s license with endorsements for the vehicle that will be driven during employment with the county.
Verification of the applicants driving history for the previous five years through DMV records. A maximum of 2 points in the previous 12 months and 5 points in the previous 60 months will be allowed. Any conviction of a “2 point” California vehicle code violation, or equivalent, in the previous 5 years will exclude the applicant from consideration.
Applicant will sign a release allowing the county to enroll them in the California Employer Pull Notice (EPN) program.
Upon hire and prior to assignment the “new hire” will be given a driving performance evaluation in the vehicle type to be driven during employment. Any deficiencies discovered during this evaluation will be remediated before the “new hire” is allowed to drive as part of assigned work duties.
In as much as driving plays such a prominent role in many employee job duties and by far the highest exposure to injury, property and liability loss it is essential that the driving expectations be clearly articulated in each county position job description. That does not mean that this policy cannot be implemented until those driving responsibilities are articulated in the job description, but it does mean that is an area needing action. 

The actions taken during the hiring process relative to this policy establish the priority that driving has in the county. The new employee will know from the beginning that the county takes their driving behavior seriously and that is the foundation for driving loss preventative.
Driver performance monitoring:

The county will continue to monitor the driver’s performance throughout the term of employment. This will be accomplished by the following:

Each county employee whose duties require operation of a motor vehicle will be enrolled in the California Employer Pull Notice (EPN) program.

Each county vehicle driven on public roadways will be registered in the National Driver Accountability program along with each authorized county driver. Each complaint or praise will be individually investigated and followed up on by the employee’s department head or designee and the county LPS.
Driver performance will be part of the authorized county driver’s annual performance evaluation.

Any authorized county driver receiving a citation, while on county business will report that citation to their immediate supervisor with one working day of receipt of citation.

Ongoing monitoring of each authorized county driver’s performance is an important component of any vehicle/fleet safety policy. The designated county driver will have to agree to be part of the EPN program as a condition of employment. There is plenty of precedent to answer any objections. The National Driver Accountability program (1-800, Bumper Sticker) is just one example of public monitoring of county driver performance. Once again this shows the employee the importance of their driving performance.
Penalty Points:
Any vehicle or property damage taking place during the operation of a motor vehicle on official county business will result in a 1 point county penalty. That penalty may be removed upon completion of a preventative action plan and with the approval of the involved employee’s department head.

Any citation issued during the operation of a county or privately owned vehicle on official county business will result in a county point penalty equivalent to the Calf. DMV penalty point. 
A maximum of 2 points in the previous 12 months and 5 points in the previous 60 months will result in a driver skill assessment, a preventative action plan and possible removal from driving duties.
Any citation issued during the operation of a county or privately owned vehicle on official county business for a “2 point” California vehicle code violation will result in immediate removal from any duties requiring the operation of any motor vehicle on official county business. A driving performance evaluation will be conducted and PAP must be completed before reassignment to driving duties. The driving performance evaluation will be conducted by the county’s loss LPS or designated evaluator.
The purpose of the penalty points is to identify designated drivers that are in need of driver performance evaluation and/or training or retraining. The purpose is to identify risky driving behavior and change that behavior before there is a loss.
Driver Training requirements:
Driver training is the foundation of any successful Vehicle/Fleet safety policy. Training must take place initially upon employment, routinely during employment, as new duties and or vehicles are assigned and as any remedial need is identified. Having a valid dDriver’s license is no guarantee of a safe and skillful driver and the county can accept no less. There are several ways of providing the required driver training. The most effective is formal instructor led training using a formal and consistent curriculum. That training can be provided through trained in-house trainers or contracted trainers.
New employee orientation:

Each new employee will receive 3 hours of training on the county’s Vehicle/Fleet Safety Policy and Defensive Driving before operating a vehicle on county business. 
Each new employee’s behind the wheel driving performance will be evaluated by the county’s loss preventative specialist or a designated evaluator.
The designated evaluator may be the department safety representative, department safe driving trainer, or an evaluator designated by the department head.
Biennial Vehicle/Fleet Safety Program and Defensive Driving training:


All authorized county drivers shall receive 3 hours of Vehicle/Fleet Safety Policy and Defensive Driving on alternate years from their hire date.
Specialized Driver training:
Annual specialized training will be provided as appropriate to authorized county drivers to include but not limited to the following topics:
Winter Driving safety

Mountain Driving

Van Driving

Commercial Vehicle 

Law Enforcement

Others as identified

Remedial Driver Training –

Retraining the errant authorized county driver is essential to the efficacy of this policy. This training must be aimed at identified unsafe or potentially unsafe driving practices and is the first step in addressing those behaviors. Remedial training should be conducted one on one by the county’s loss preventative specialist and or designated safe driving trainer. Remedial driver training should always include behind the wheel training.

Remedial Driver training will occur at the direction of the affected authorized county driver’s department head with input and recommendations from the County Loss Preventative Officer and or a County Designated Fleet Safety Evaluator/ Trainer, and/or the Vehicle Incident Investigation Team.
Depending upon the circumstances of the identified unsafe driving practices the authorized county driver may be restricted from driving until the remedial training is completed.
Remedial driver training will occur in the event of:

An unsatisfactory safe driving performance evaluation 
Involvement in any vehicle involved incident 

Receipt of a “2 point” California Vehicle Code violation 

At the recommendation of the Serious Vehicle Incident Investigation Team

Observation of unsafe driving practices with the approval of the Department Head


Vehicle Involved Incident Reporting
This reporting policy is very narrow and simple. While it may invite some complaints initially it is aimed at ensuring that no vehicle involved incidents “slip through the cracks”. Vehicle involved incidents include even “minor” property damage as they are an indication of risky driver performance or inattention that in slightly different circumstances would have resulted in personal or liability loss. No preventative action can be taken without knowledge of the incident.
Any occurrence involving a motor vehicle occurring during the course of county business resulting in, or having the potential for injury, illness, or property damage shall be reported immediately to:

“911” in the event of any injury

The involved Authorized County Driver’s immediate supervisor and the 
County Loss Preventative Specialist or designated alternate

Incident Response
In the event of a vehicle involved incident quick and consistent response is vital. The required response must be clearly articulated by this policy and every employee and supervisor trained in the Incident Response actions to be taken regardless of the severity of the incident. 
 Employee:
Remove them selves from immediate danger.

Call 911 for medical assistance if needed.
Provide first aid for injured.

Immediately notify immediate supervisor 

Remain at the scene (unless injured) until the investigation is completed and/or has been released by the V.I.I.T. leader (Designated County Safety Representative or alternate) and/or department head or designate.
Immediate Supervisor shall:
The immediate supervisor bears the load of the initial response to the vehicle involved incident. The initial response will require considerable situational judgment on the part of the supervisor. That judgment must be based on what is in the physical welfare of the involved county employees, the best interests of the public involved (if any), and the best interest of the county, in that order. This is especially true when the vehicle involved incident takes place out of county or at a location that doesn’t allow for timely response by the supervisor. 
Notify appropriate law enforcement agency
Immediately notify the county L.P.S.
Immediately notify their designated D.S.R.
Immediately respond to the incident site. 
In the event the incident takes place out of county and/or in a location not readily accessible by the immediate supervisor the supervisor will direct the involved authorized county driver to follow direction of law enforcement and then await instructions in a safe and secure location.
Do not disturb incident scene (except to prevent further injury or damage or if ordered to do so by law enforcement authorities) until all of the following have been completed:

The arrival of the immediate supervisor

In the event the incident takes place out of county and/or in a location not readily accessible by the immediate supervisor the supervisor will direct the involved authorized county driver to follow direction of law enforcement and then await instructions in a safe and secure location.

The arrival of the designated county safety representative or alternate
The arrival of the designated department safety representative or alternate
The entire scene has been photographed.

Involved employees and witnesses have been interviewed
The involved authorized county driver or operator will be restricted from driving a motor vehicle in the course of employment until the completion of the investigation and a Preventative Action Plan unless otherwise approved by the employee’s Department Head and the County Loss Preventative Specialist.
This leaves opens the option, as well as the responsibility, to the Department Head and the LPS of allowing the authorized county driver to continue to drive following an vehicle involved incident before the completion of the PAC.
Vehicle Involved Incident Investigation Policy
The importance of a timely and thorough investigation of all vehicle involved incidents cannot be over emphasized. The investigation serves two purposes: First to find the contributing factors leading to the incident to help determine actions to be taken to prevent a reoccurrence of the incident,  secondly, to provide evidence of appropriate action taken following a vehicle involved incident and to show a history of appropriate action. In fact any incident, vehicle involved should be the focus a timely and through investigation. The intent is not finding blame to base punishment on but rather remediation. Having said that the investigation may at some point be germane to some future disciplinary action.
A “Vehicle Involved Incident” is defined as:

 “Any occurrence involving a motor vehicle taking place during the course of county business resulting in, or having the potential for, injury, illness, or property damage”. 
All vehicle involved incidents shall be investigated. The purpose of the Vehicle Involved Incident Investigation is not to place blame but to determine the contributing factors leading to the incident as well as preventative actions needed to prevent re-occurrence. That determination will be made by the Vehicle Incident Investigation Team. (V.I.I.T.)

The V.I.I.T. will consist of:

The V.I.I.T. Leader, who will be the designated County Loss Preventative Specialist (LPS)

Alternate Department Safety Representative, (chosen by LPS)

The immediate supervisor of the employee(s) involved

The designated department safety representative (DSR) from the department involved

Any other individuals necessary for a thorough and objective investigation

The participating members of the VIIT will be determined by the LPS depending on the circumstances of the incident with the minimum being the LPS and the involved employee’s immediate supervisor.

In relative minor incidents involving no injury, the LPS and Dept Head (or designate) may conclude that the circumstances may only require an investigation by the LPS and Dept. Head or designate. This determination should be by consensus of the LPS and Dept. Head jointly.
Incident investigation:

The Vehicle Incident investigation Team (VIIT) will immediately investigate the incident. The investigation will include the following:

The involved employee(s) will be interviewed, separately from other involved employees or witnesses, as soon as possible following the incident by the LPS and immediate supervisor.
Each witness to the incident will be interviewed, separately from other involved employees and/or witnesses, as soon as possible following the incident by the Dept. Safety Rep and Alternate LPS
Each involved employee or witness will prepare a written statement describing the incident and how the incident occurred.

The VIIT leader will request copies of any investigation reports completed by emergency or law enforcement agencies within 2 working days of the incident.

The VIIT leader will provide a verbal preliminary investigation report to department head and risk management department with in 1 working day of the incident.

The VIIT will meet within 3 working days to evaluate the information gathered and prepare recommendations for an Incident Preventative Action Plan
The written conclusions and recommendations of the V.I.I.T. , prepared by the VIIT leader, will be provided to the involved employee(s), the involved employee’s Department Head, County Administrative Officer, Risk Manager and the County Wide Safety Committee within 5 working days of the incident. This report will contain the VIIT’s determination of the contributing factors as well as a recommended Preventative Action Plan to prevent a re-occurrence.
Preventative Action Plan:

A “Preventative Action Plan” will be recommended to the involved department head by the V.I.I.T. resulting from the investigation. With the approval of the involved department head the Preventative Action Plan will be implemented by the department involved within 10 working days from the date of the incident.
The content of the “Preventative Action Plan” will be determined on a case by case basis depending on the circumstances, recommendations of the V.I.I.T. and input and approval of the involved department head or designee. 

The Preventative Action Plan shall be non-punitive and remedial focused on improved driver performance and preventation of any re-occurrence of the incident. The “Preventative Action Plan” will range from informal counseling to behind the wheel evaluation and training by an independent source and shall include any or all but not limited to the actions listed below:
Evaluation of involved employee’s driving or operating skills.

Driver or operator training for involved employee based on skill evaluation.

Certification that driver’s driving or operating skill deficiencies have been resolved.

Modification of driving or operating policies and or procedures.

Modification or replacement of equipment.

Completion of the preventative action plan will be certified by the department head and county LPS before involved employee(s) will be released to resume driving or operation responsibilities unless otherwise approved by the employee’s department head and the County Loss Preventation Specialist.

Incident follow-up:
This is an area that often falls short in the implementation of policies. The follow up process is not complete until the errant driver has regained the confidence of his/her Dept. Head that they will be a safe driver on county business.

The LPS should gather the suggestions generated at the employee safety meetings, for review and evaluation. Practical and usable suggestions are then distributed to all of the employees. There are any number of ways to distribute the suggestion: newsletters, web-site, via DSRs at safety meetings, etc.

Once the investigation and PAP are completed a commitment must be made to follow through with the PAP as well as passing along to all employees the lessons learned in the incident. The preventative action plan should be in writing with distinct time frames and conditions. The sooner the PAP is completed the more likely the changes in driving behaviors will endure. 
The County LPS and the involved DSR will prepare the “Driving Safety Lessons Learned” to be distributed to all departments to be used at the next scheduled department safety meeting (within 30 calendar days) for all employees. The general circumstances and lessons learned will be discussed and suggestions for preventing any re-occurrence will be solicited. The specifics of the incident (names, location, time/date, injuries, etc.) will be omitted for the discussion.
County Wide IIPP & Department Code of Safe Practices Review
When policies, procedures or equipment are contributing factors in the Vehicle Involved Incident a review of those are in order. Where procedures and practices are changed or initiated those changes must be reflected in the County Wide IIPP as well as department specific Code of Safe Practices. The CWIIPP and Dept. Code of Safe Practices is the very first place the VIIT will look to in their investigation to see if a lack of compliance or practice was a contributing factor. An important part of any Preventative Action Plan is this review. 
The County Loss Preventative Specialist, Department Safety Representative and County Wide Safety Committee will review the IIPP and Code of Safe Practices relative to the incident.

The County Loss Preventative Specialist, Department Safety Representative will provide recommendations for changes in IIPP and/or department code of safe practices to the department head.

Changes in Department Code of Safe Practices will be forwarded to the County Wide Safety Committee for review.
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