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SAMPLE POLICY

DRIVING AND TRAFFIC VIOLATION POLICY GUIDELINES
(Organization)
We deeply value the safety and well-being of all employees. Due to the risk of motor vehicle accidents resulting from traffic congestion, unsafe driving habits, road conditions and distraction, [insert company name] is instituting a safety driving policy and rules. This safety policy applies to all employees who operate a motor vehicle on company business and/or company time, whether operating a company vehicle or personal vehicle. 

Safety Rules:
1. Inspect vehicles prior to use to ensure that they are in safe operating condition.

a. If a vehicle does not pass inspection, [insert action to be taken].
b. Vehicles are not to be operated unless in a safe operating condition. 

2. Drivers must be physically and mentally able to drive safely. Fatigue, medications and physical injuries can affect an employee’s ability to safely operate a vehicle.

3. Drivers must conform to all traffic laws and make allowances for adverse weather and traffic conditions. Speeding and aggressive behavior will not be tolerated.

4. Seat belts must be worn whenever a vehicle is in motion.

5. Cell phone usage, including texting, is prohibited while driving for company purposes.

6. Use of radar detectors is forbidden in all vehicles owned or used by the company.***
7. Hitchhikers and passengers other than company employees are not permitted.

8. Cargo should be secured and all doors should be locked, both when the vehicle is en route and when it is parked.

9. Respect the rights of other drivers and pedestrians.

10. Drivers may not be under the influence of drugs or alcohol while operating a vehicle for company purposes.

11. All traffic violations, whether on company or personal time, must be reported to the manager within 24 hours or by the next business day. CDL drivers will also be required to complete a violation review form.

12. [Insert company name] will review motor vehicle reports annually.

13. If an employee has a change in license status, including a renewal, he or she must give a copy of his or her new license to the supervisor for the employee’s file.

14. Employees are responsible for maintaining a valid driver’s license.

Safety Rules Enforcement:
Employees will be subject to disciplinary action up to and including termination for violating any of the above rules.  
Accidents:

Any employee who is involved in an accident while driving for company purposes will be required to complete an accident report using the company’s auto accident investigation kit while at the scene of the accident. He or she must return the report to his or her supervisor on the same day to review the information to make sure it is complete.  The employee must go for his or her post-accident drug and alcohol analysis at one of our designated facilities. The employee may also be required to discuss the accident with Human Resources or the safety manager. 
Management will review all accidents and determine whether they were preventable or non-preventable. A preventable accident is defined as an accident in which the driver failed to do everything reasonably possible to prevent it from occurring. 

I have read, understand and agree to the terms set forth in this Driving and Traffic Violation Policy.

____________________________​​​__________


______________________

Employee Signature   





Date
Employer Notes 

Please remove these notes below before using this policy.

· Suggested contents of an accident investigation kit should include: a copy of the accident report form, a diagram form the employee can use to draw a picture of the placement of the vehicles, a disposable camera, a pen and instructions regarding who to call should his or her supervisor be unavailable. 
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For further information on formulation of your business policies and procedures, please contact the Risk Management Department at 1-800-822-3747 Ext. 176.
This sample policy is prepared by McNeil and Company Inc. as a resource for our clients. As with any policy, it should be carefully considered and approved by the proper authority prior to implementation. McNeil and Company recommends that your local legal representative also reviews the policy to verify it is consistent with local and state laws and standards prior to adoption.


