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MOTOR VEHICLE SAFETY POLICY
1. Policy
Many employees operate company owned, leased, rental or personal vehicles as part of their jobs. Employees are expected to operate vehicles safely to prevent accident, which may result in injuries and property loss. It is the policy of City Beverage Co., Inc. to provide and maintain a safe working environment to protect our employees and the citizens of the communities where we conduct business from injury and property loss. The company considers the use of automobiles part of the environment. The company is committed to promoting a heightened level of safety awareness and responsible driving behavior in its employees. Our efforts and the commitment of employees will prevent vehicle accidents and reduce personal injury and property loss claims. This program requires the full cooperation of each driver to operate their vehicle safely and to adhere to the responsibilities outlined in the Motor Vehicle Safety Program. Elements of this program include:
· Assigning responsibilities at all levels of employment.
· Vehicle use and insurance requirements.
· Employee driver’s license checks and identification of high risk drivers.
· Accident reporting and investigation.
· Company Accident Review Board.
· Vehicle selection and maintenance.
· Training standards.
· Safety regulations.

2. Responsibility
Management is responsible for successful implementation and on-going execution of this program. Supervisors and employees are responsible for meeting and maintaining the standards set forth in this program.

3. Scope
This policy applies to employees who operate vehicles on company business and will be reviewed by managers and supervisors to ensure full implementation and compliance.

Jeff Dixon – President
Steve Sutton – Vehicle Safety Coordinator/ Fleet and Operations Manager

Organization Responsibilities                               
1. Company President
The company president is responsible for strategic implementation of the fleet safety driver program.
    2.  Management
               Company management is responsible for operational implementation of the fleet 
               safety driver program within their reporting structures. This includes the incorporation 
               of measurement criteria for all hiring practices, training, policy acknowledgements, 
               compliance monitoring, and accident investigations. Appropriate resources should be 
               budgeted and allocated to maintain the program. 
	
       3.   Supervisors
               Company supervisors are responsible for company fleet safety driver policy and
               procedure compliance including training, policy acknowledgements, compliance 
               monitoring, and accident investigations. Supervisors will report all company business
               related motor vehicle accidents to Vehicle Safety Coordinator. Joint action will be 
               taken as appropriate to address high risk drivers as defined by this program.

    4.  Vehicle Safety Coordinator
              The Vehicle Safety Coordinator manages the fleet safety driver program, progress, and 
              accident related losses and develops periodic reports for the president’s review. The 
 VSC oversees and manages the Motor Vehicle Report and accident review processes,    
 developing and distributing notifications of company response actions. The VSC  
 maintains appropriate documents and records.  

    5.  Drivers
              Drivers for company business must maintain a valid driver’s license, have satisfactory 
              MVR’s and comply with other regulatory licensing and registration requirements. 
              drivers will provide proof of insurance for personal vehicles used for company business.
              company vehicles must be maintained according to established schedules.                                                     
               
                                                                          





DRIVER SELECTION

1.	Driver Selection
A. 	 Applicants applying for driving positions with the company are carefully scrutinized  between the Vice President of Sales, Sales Manager and the Vehicle Safety  Coordinator. 
B. 	 The company ensures that the prospective employee has a valid driver’s license and is qualified to drive the type of vehicle he/she is applying for.
    	C. 	 Safety performance history on applicants are checked by contacting 
	      	previous employers. 
D. 	 MVR’s are sent to City Beverages insurance company for review
      	and approval before hiring.


2.	Driver Orientation
	A. 	Upon hiring, a conditional letter of employment is presented to the prospective 
	   	employee.
	B.	 Once the letter of employment is signed, a post-job medical questionnaire is
	     	presented to the prospective employee to be answered and signed.
	C. 	A review of conducting vehicle inspections using program checklists.
	D.	 Emergency and vehicle accident procedures.
	E. 	Company safety rules.
	F. 	Hazard communication training.
	G. 	Review and sign cell phone policy.
	H. 	Review of company vehicle type and their unique operating characteristics.
	 I. 	Perform road test.
	 J.	Due to the nature of the driver’s responsibility, a physical exam will be required 
		after an offer of employment is made and before starting work.
	K.	Drug tests will be required of all drivers before starting work.

3.	Driver Training
A. 	Drivers hired by this company to operate a motor vehicle will have the basic skills and credentials necessary to perform this function as confirmed through the driver selection process. 
B.	New employees, contractors and temporary hires will receive a copy of this program as part of their initial orientation. 
C.	The new driver goes through several weeks of on the job training with an experienced driver and or supervisor.
	D. 	Drivers are required to attend monthly Driver Safety/Instructional meetings.
	E. 	Once a new driver has been employed a full quarter, he/she is eligible for 
	     	participation in the company incentive bonus program, subject to terms and
	     	conditions specified in the incentive bonus plan document.
	4.	License Suspension:
		Drivers must notify the Vehicle Safety Coordinator if their license is suspended or
		revoked.
	5.	Remedial Training:
		Drivers will be required to attend a safe driving school (National Safety Council
		Defensive Driving course of equivalent) on their own time and at their own 
		expense if a review of the driver’s MVR indicates:
		
		A.	Two or more violation convictions within any one-year period, or
		B.	A conviction for driving while under the influence of alcohol or drugs.

Driver Qualification
	Effective driver qualification controls are important elements of a successful motor
	vehicle safety program. Management developed and incorporated standards into this
	program, which reflect the skills necessary for satisfactory job performance while taking
	into consideration applicable Federal and state regulations.

	A.	This Company implemented three levels of driver qualification criteria. Use of
		any or all of these criteria is dependent upon the nature and scope of the driving
		requirements.

		1. 	State-regulated driver qualification parameters must be met. Regulatory
			information will be obtained from applicable state departments of 
			transportation and motor vehicle services.

		2.	Where applicable, drivers will comply with DOT Commercial Driver
			License (CDL) regulations.

		3.	Drivers involved in interstate or foreign commerce in vehicles with Gross
			Motor Vehicle Weight Rating (GMVR) of 10,001 pounds or more, are 
			subject to the requirements of the DOT Federal Highway Administration’s
			Federal Motor Carrier Safety Regulations.


           
	B.	The following criteria was established to identify high risk drivers. A driver is 
unacceptable if the driver’s accident/violation history in the past year includes two or more of the following violation convictions or one DWI conviction:

	1.	Driving under the influence of alcohol or drugs (DWI)
	2.	Hit and run.
	3.	Failure to report an accident.
	4.	Negligent homicide arising out of the use of a motor vehicle.
	5.	Operating during a period of suspension or revocation.
	6.	Using a motor vehicle for the commission of a felony.
	7.	Operating a motor vehicle without the owner’s authority.
	8.	Permitting an unlicensed person to drive.
	9.	Reckless driving.
	10.	Speeding.	

Drivers who are identified as high risk may be subject to several actions from management including, but not limited to:

1.	Driver may be required to attend a Defensive or Safety Driving course at their
	Own expense.
2.	Driver may be required to operate their own personal vehicle on company 
	Business.
3.	Driver may have their driving privileges suspended or revoked.
4.	Driver may lose his/her job or be reassigned to non- driving position.


Driver Standards
	The driver standard above will be reviewed each time a driver has an accident or a 
	violation.

Defensive Driving Policy
	We are strongly committed to a sound and through defensive driving policy. While 
	operating any vehicle, all drivers should always drive in the safest manner possible.

The core concepts of defensive driving are:
· Recognize the hazard.
· Understand the defense.
· Act in time.




VEHICLE USE

1.	Company Owned Vehicles

	A.	Passenger Cars
		Employees authorized by their supervisors will be permitted to operate a
		passenger car.

	B.	Commercial Vans and Trucks
		Employees with appropriate commercial driver’s license, authorization from 
		their supervisor and qualified by state and Federal DOT when applicable will be
		permitted to operate the vehicle.


2.	Personal Vehicles on Company Business
	A.	Employees who drive their personal vehicles on company business are subject to
		The requirements of this program including:

		1.	Maintaining auto liability insurance with minimum limits of
			$100,000/$300,000 for bodily injury and $50,000 for property damage
			with combined single limit of $300,000.

		2.	Maintain current state vehicle inspections when required.

3.	Rental Vehicles
	A.	Rental vehicles will be leased when needed.
	B.	Collision damage waiver will be refused.

4.	Unauthorized Use of Vehicles
	Assigned drivers and other authorized employees will not allow an unauthorized
	individual to operate a company vehicle. No exceptions! Disciplinary action may be
	taken. Additionally, if unauthorized use results in an accident, the responsible employee
	will be required to make restitution for the damages.

5.	Contractors and Temporary Hire Employees
	Contractor and temporary employees will be treated as company employees and will
	comply with the requirements of this program. Failure to meet all requirements will
	result in the immediate loss of driving privileges. 


ACCIDENT RECORDKEEPING, REPORTING AND ANALYSIS

1.	This company considers elimination of motor vehicle accidents as a major goal. To meet 
	this objective, all accidents will be reported to management, investigated, documented
 	and reviewed by the Company Accident Review Board. The investigation identifies need
	for:

	A.	A more intensive driver training and/or remedial training.
	B.	Improved driver selection procedures.
	C.	Improve vehicle inspection and/or maintenance activities.
	D.	Changes in traffic routes.

2.	Motor vehicle accident recordkeeping procedures consist of the following componets:

	A.	Documentation of causes and corrective action.
	B.	Management review to expedite corrective action.
	C.	Analysis of accidents to determine trends, recurring problems and the need for
		Further control measures.

3.	Responsibility:
	Implementation of these procedures remains the responsibility of both the driver and
	manager.

	A.	Driver
Since the driver is the first person at the accident scene, he/she will call the police or emergency personnel. He/she will also initiate the information gathering process as quickly and thoroughly as is feasible. 
	
	B.	Management
		Management will obtain accident data from the driver through the 
		Transportation Accident Report form and/or by verbal communication. It is 
		important for management to determine the extent of the accident, especially
		if it involves injury or death to the driver, passengers, or other parties.

	C.	Management will immediately proceed with a formal investigation to determine
		the underlying causes as well as what can be done to prevent similar 
		occurences. The accident report will be forwarded to the insurance claims office
		along with any additional support data (e.g., witness statements, photographs, 
		police reports, etc.).






4.	Driver Participation in Repair Costs:
	If a vehicle is involved in an accident which is determined preventable, driver
	reimbursement to the company should be as follows:

	A.	The first 50% of the uninsured repair cost, up to a maximum reimbursement of
		$500 per accident and vehicle, if the vehicle is repairable, will be charged back to
		the driver.
	B.	If the vehicle or vehicles are a total loss, the driver will be charged a maximum of
		$500 per company vehicle.

5.	Preventable/Non-Preventable Accidents:
	The following definitions relate to motor vehicle accidents:
	
	A.	A motor vehicle accident is defined as “any occurance involving a motor vehicle
		which results in death, injury or property damage, unless such vehicle is 
		properly parked. Who was injured, what property was damaged and to what 
		extent, where the accident occurred, or who was responsible, are not relative
		factors”.
	B.	A preventable accident is defined as “any accident involving the vehicle, unless
		properly parked, which results in property damage or personal injury and in 
		which the driver failed to do everything he/she reasonably could have done to 
		prevent or avoid the accident”.

NOTE 1:	A properly parked motor vehicle is one that is completely stopped and parked
		where it is legal and prudent to park such a vehicle or to stop to load/unload 
		property. Vehicles stopped to load/unload passengers is not considered parked.

Note 2:	Parking on private property will be governed by the same regulations that apply
		on public streets and highways. A vehicle stopped in traffic in response to a sign,
 		traffic signal or the police is not considered parked.
	
	C.	The determination of preventability of an accident is the function of the 
		Company Accident Review Board.
	





EMPLOYEE ACCIDENT REPORTING PROCEDURE

Employees will take the following actions when there are injuries to persons and/or
Damage to other vehicles or property:

1.	If possible, move the vehicle to a safe location out of the way of traffic. Call for
	medical attention if anyone is hurt. Call the police. A police report establishes
	validity of accident circumstances.

2.	Secure the names and addresses of drivers and occupants of any vehicles involved, their
	operator’s license numbers, insurance company names and policy numbers, as well as
	the names and addresses of injured persons and witnesses. Record this information on 
the Transportation Accident Report form. Do not discuss fault with, or sign anything for anyone except an authorized representative of City Beverage Co., a police officer, or a representative of the insurance company.

3.	Immediately notify the Vehicle Safety Coordinator at (252)-331-3986. If any injuries
	were involved and the Vehicle Safety Coordinator is not available, contact your 
	supervisor immediately.

4.	You will be contacted by the Vehicle Safety Coordinator to advise you how to arrange 
	for repairs to the vehicle. Do not have the vehicle repaired until you receive 
	authorization from the Vehicle Safety Coordinator.

When there is theft of or damage to your vehicle only:

1.	If you did not witness the damage to the vehicle, you must notify the local police
	department immediately.

2.	Immediately notify the Vehicle Safety Coordinator at (252)-331-3986.

3.	You will be contacted by the Vehicle Safety Coordinator to advise you how to arrange
	for repairs to or replacement of the vehicle. Do not have the vehicle repaired until you
	receive authorization from the Vehicle Safety Coordinator.


COMPANY ACCIDENT REVIEW BOARD

1.	The Board will consist of four members. These members are:

		Vehicle Safety Coordinator
		Sales Manager
		Delivery Driver Supervisor
		Asst. Delivery Driver Supervisor

2.	The Board will meet quarterly to:

	A.	Review all vehicle accidents, related personal injury and determine the 
		preventability of each accident. The board will also make a recommendation as
		to whether the employee will participate in collision repair costs when the 
		driver’s preventability has been established by the Company Accident Review
		board. Items used to determine preventability are citation, traffic court 
		conviction or driver’s admission, or any other evidence such as violation of 
		defensive driver’s techniques, data from police reports or witnesses’ comments,
		or in the event of trends, frequency, or other factors where there is 
		questionable fault.	

B.	Review driving records of any driver receiving two moving violations or one
		DWI conviction within any one-year period, and make recommendations for 
		Driving school attendance, loss of driving privileges or appropriate action. This
		Report will be made available immediately to the supervisors.

3.	The theory behind the review board is that it will determine to what degree the driver
contributed to the accident. The basic premise being that if the employee contributed in some way to the accident, the accident should be considered preventable.

4.	The standards that govern the determination of preventability in any accident situation 
	are much more demanding than those which govern the determination of courtroom 
	liability. The objective of the Review Board is simply to get the facts and to instruct the
	employees regarding the errors they made which led them into an accident.

5.	Notification in person or by letter should be sent to all employees involved in an 
	accident, indicating their accidents were either preventable or non-preventable. Errors
	made should be high-lighted and corrective action should be spelled out.
6.	Minutes of the Company Accident Review Board’s proceedings will be kept and 
published to appropriate levels of management.

VEHICLE SELECTION, INSPECTION AND MAINTENANCE

1.	Introduction:
	Proper selection and maintenance of equipment are important aspects of this program.
	Reduced operational costs and accidents from vehicle defects are the direct result of a
	well implemented maintenance policy.

2.	Vehicle Selection:
	Selection of vehicles begins with understanding the wrong equipment can result in
	excessive breakdowns, create hazards to personnel, incur costly delays and contribute 
	to poor service and customer complaints. The company will purchase vehicles designed
	for their intended use.

3.	Vehicle Inspection:
	The employee responsible for the vehicle will inspect the vehicle each day using the
	Vehicle Inspection Report form. This may be done either by their company phone or
	pre-trip inspection book. More frequent inspections and reports may be required based
	on heavy use.

4.	Vehicle Maintenance:
	Vehicle maintenance can take the form of three distinct programs:  preventive 
	maintenance, demand maintenance, and crisis maintenance. While all three types have
	their role in the Motor Vehicle Safety Program, the most cost effective control is
	preventive maintenance. The groundwork for a good preventive maintenance program
	starts with management. A review of manufacturer’s specifications and 
	recommendations for periodic preventive maintenance should be integrated with the
	actual experience of the vehicles.	

	A.	Preventive maintenance (PM) is performed on a mileage or time basis. Typical
		PM includes oil/filter changes, lubrication, tightening belts and components,
		Engine tune-ups, brake work, tire rotation, hose inspection/replacement and
		Radiator maintenance, etc.

	B.	Demand maintenance is performed only when the need arises. Some vehicle 
		parts are replaced only when they actually fail. These include light bulbs, window
		glass, gauges, wiring, air lines, etc.  Other “demand maintenance” items involve
		vehicle components that are worn based on information from the vehicle
		condition report.  These include tires, engines, transmissions, universal joints,
		bushings, batteries, etc.  Since these situations are identified through periodic 
		vehicle inspection, they can actually be classified within the PM program.
C.	Crisis maintenance involves a vehicle breakdown while on the road. While situations of this type may happen regardless of the quality of the PM program, it is an expensive alternative to not having an effective preventive maintenance program at all. Crisis maintenance situations should be minimized through proper PM procedures.

5.	Recordkeeping:
	This company’s vehicle selection, inspection and maintenance program is only as good 
	as its recordkeeping procedures. Employees will forward all vehicle maintenance 
records for maintenance performed  to Operations Manager as soon as possible to ensure up to date maintenance program.
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Assigned company drivers are responsible for operating their vehicles safely at all times. The following rules cover basic safe driving principles, which should always be followed.

	1.	Drivers must maintain an acceptable motor vehicle record (MVR). This record
		will be judged based on written criteria established in this program.

	2.	Assigned drivers involved in a third (3rd) preventable accident may have their
		company driving privileges revoked.

	3.	Drivers should immediately notify the company of any and all major and minor
		vehicle accidents and violations. This notification should be immediately. Each
		vehicle should be equipped with accident reporting forms and instructions.

	4.	Driving under the influence of alcohol or restricted drugs is prohibited and will 
		subject the employee to disciplinary action, up to and including termination. 
		Drivers must also be aware of the effects that prescription and over the counter
		medications have on their level of alertness and must take appropriate action.

	5.	Drivers must drive defensively and obey all traffic laws. Turn signals must be 
		properly used. Know the right-of-way rules and always assume that the other
		drivers do not know them or will ignore them.

	6.	Speed shall never be faster than posted speed limits and should be reduced as 
		road, traffic, and weather conditions dictate.

	7.	Always maintain a safe following distance to avoid rear-end collisions. Increase 
		your following distance for fog, wet weather, snow/icy road surfaces, or other
		hazardous driving conditions. Always slow down in school zones and congested 
		areas.

	8.	If your vehicle is covered with snow or ice, clean off all windows, lights, turn 
		signals and your roof. Remember that if you don’t clean off the hood, the snow
		will melt and fly onto your windshield.

	9.	Seat belts shall be worn at all times by drivers and passengers.

10.	Check your vehicle daily before each trip and check the vehicle visually each time
		before driving. Always use either the phone or paper form of the Vehicle 		
		Inspection Form.
	11.	Cell phone use, except hands free equipped, may not be used while the vehicle
		is in motion.

	12.	Unauthorized passengers are not allowed in the vehicles.

	13.	Share the road with other vehicles and drive with courtesy.

	14.	Unless granted permission, only qualified company drivers are allowed to 
		operate the vehicles.

	15.	Vehicles must be kept clean and orderly at all times.

Pedestrians and Bicycles
Traffic regulations and court decisions generally favor the pedestrian hit by a moving vehicle.
An unusual route of a pedestrian at mid-block or from between parked vehicles does not necessarily relieve a driver from taking precautions to prevent such accidents. Whether speed limits are posted or the area is placarded with warning signs, speed too fast for conditions may be involved. School zones, shopping areas, residential streets, and other areas with increased pedestrian traffic must be traveled at reduced speeds equal to the particular situation. Bicycles, motor scooters, and similar equipment are generally operated by young and inexperienced operators. The driver who fails to reduce speed when this type of equipment is operated within sight distance has failed to take the necessary precautions to prevent an accident. Keeping within posted speed limits is not taking the proper precaution when unusual conditions call for voluntary reduction of speed.

Company and Personal Property:
Employees are responsible for company property such as money, inventory, computers, phones, work papers and equipment under their control.
A.	The negligent employee will be monetarily responsible for 100% of any loss or damage 
	To company money, inventory and equipment not covered by insurance.

B.	The negligent employee will be monetarily responsible for 100% of any loss or damage
	To a retailer or customers premises not covered by insurance.

C.	The company will not reimburse the employee for stolen personal property.

Driving during bad weather, poor road conditions, and natural disasters:
	A.	When bad weather or driving conditions are expected drivers should contact the
		Vehicle Safety Coordinator or their Supervisor before driving a company vehicle.
		If any of these individuals cannot be reached the employee should use his/her
		judgment and extreme caution before proceeding to work.

B.	If an evacuation order is given for any sales or delivery area due to expected bad 
	weather, all company personnel in company owned vehicles should call the Vehicle
	Safety Coordinator or their Supervisor for further instructions. 







           




	















CITY BEVERAGE CO., INC. VEHICLE USE AGREEMENT

The undersigned hereby acknowledges receipt of a company-owned or leased automobile. I understand this vehicle is to be regularly maintained and serviced, according to the service schedule outlined in the Owner’s Manual or the instructions issued by the Vehicle Safety Coordinator, whichever is appropriate.
Further it is agreed this vehicle will be operated in a safe manner. I agree to wear my seat belt whenever the vehicle is in motion and will require other occupants to do so. I agree to be responsible for all traffic and parking violations that occur while the vehicle is assigned to me.
I understand articles of this agreement apply regardless of who is operating this vehicle. I may authorize others to drive this vehicle according to the following guidelines:
· Licensed employees of City Beverage Co., Inc. or its subsidiaries or affiliaates.
· Other licensed drivers as I so designate in emergency situations only.
I agree to promptly report all accidents or incidents resulting in injury or damage to the vehicle or other property, no matter how slight.
I understand I am required to maintain a valid driver’s license. Further, I herewith grant City Beverage Company, Inc. the right to investigate my motor vehicle driving record any time.
If my driving record contains two moving violations within a one-year period, my record will be brought up before the Company Accident Review Board for consideration of loss of driving privileges.
I will be required to attend a safe driving class on my own time and at my expense, and to provide the Vehicle Safety Coordinator with confirmation of attendance within thirty days of notification to attend if my traffic record shows any of the following:
· Two moving violations within any one-year period, or
· One conviction of driving while under the influence of alcohol or drugs.
· One DWI conviction within a one-year period.
· Two at-fault accidents within a one-year period, chargeable by citation or traffic court conviction.




I understand I am not to modify the vehicle in any way without written permission. This specifically applies to the installation of cellular telephones, radios, CBs, speakers, etc. Further, trailer hitches and towing trailers are specifically prohibited. Further, I will not take this vehicle out of the United States without written permission from the Vehicle Safety Coordinator.
I agree to reimburse the company for damages done to my company vehicle because of my negligence. In the event of an accident, which has been determined to have been my fault by citation, traffic court conviction, by my own admission, or determination by management, I recognize that I am responsible for the first 50% of the uninsured repair cost, up to a maximum reimbursement of $500 per accident and vehicle, if the vehicle is repairable. If the vehicle or vehicles are a total loss, I agree to be responsible for $500 each as reimbursement for the loss.
I understand the operation of my company vehicle in a safe operating condition is my responsibility. If this vehicle becomes unsafe, it is my responsibility to notify my supervisor immediately. 
I understand that it is my responsibility to keep my company vehicle clean, both the inside and outside. When driving a delivery truck and trailer, the same applies to both the inside and outside of both the truck and the trailer.
This authorization may be terminated by the company at any time.

I have read, understand, and agree to comply with the above conditions authorizing me to drive a company vehicle.

Employee Signature_____________________________________Date______________

Vehicle Safety Coordinator _______________________________Date______________
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