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1. Purpose

Omni Facility Service’s motor fleet safety program has been implemented to promote safe driving on and off the job. When properly implemented, this program can help reduce the frequency and severity of crashes and violations in our vehicle operations. Our focus is on reducing the financial burden of crashes and the accompanying human suffering. It is equally important that we present a strong public image of a company that puts safe drivers on the road.

2. Scope

We will properly select and train employees who drive on company business and we will keep well-maintained vehicles.  Omni’s Director of Administration is appointed our Director of Safety (including fleet vehicles) with responsibility for managing vehicle and driver safety issues.  He / She has authority to implement our vehicle safety program and is accountable to the Sr. VP/Division General Manager for its effectiveness.

3. Responsibility

Omni’s Director of Safety is responsible for investigating, documenting, contacting, and maintaining communication with our insurance carrier and following-up on automobile claims handling. This program also fits within our disability management plans for emphasizing a prompt return to work for workplace injuries sustained from motor vehicle crashes, through a transitional duty assignment.

This program has been designed to address vehicles driven by or for Omni Facility Services:

· sales associates 

· operational associates

· related business purposes when using company vehicles or personal transportation.

Omni’s Director of Safety, Area Operational Manager and a review board team will be formed to promptly review all crashes or incidents.

Employees are required to immediately report all crashes and moving violations that occur during work-related activities if they are driving a company-owned or personal vehicle on company business.

We will provide safe and reliable transportation to authorized drivers, and the resources for properly maintaining company vehicles. It is each driver's responsibility to ensure proper vehicle maintenance, exercise defensive driving habits, maintain a good driving record, and adhere to the company safe-driving expectations and objectives of this program.  Employees who are authorized to drive personal vehicles on company business are expected to maintain their vehicles in safe operating condition.

All occupants of company vehicles and occupants of personally owned vehicles driven on company business must wear seat belts / restraints at all times.

4. Procedure

The following driver evaluation, selection, training, and reporting tools will be used to help administer a successful safety plan:

4.1 Driver Selection and Questionnaire

Employees who are assigned company vehicles or who regularly operate personal vehicles on company business are expected to maintain acceptable driving records, per our company definitions in section 4.2 of this policy. Employees with poor driving records expose our company to potentially significant liability. We will only allow the use of our company vehicles, and the operation of non company-owned vehicles on company business, by those drivers who are qualified to drive based on the criteria that follow:

Applicants for jobs that require operation of a company vehicle must list all moving violations or vehicle crashes (within the most recent three years) on their application.  If the application indicates an unacceptable driving record, the applicant will not be considered for a position requiring the operation of any vehicle.

Current employees whose position requires driving on company business must also complete the attached Driver’s Questionnaire (Omni Form:  F300-0027). 

All Omni Facility Services employees who drive their personal vehicles on company business or utilize company fleet vehicles will be required to provide a valid drivers license and proof of personal auto insurance.  Such employees will further be subject to periodic verification of said documents a least on the expiration dates or more frequently if deemed necessary by management.

4.2 Motor Vehicle Record Check

The Motor Vehicle Record (MVR) is a list of moving violations and crashes reported against a driver’s license number for the past three to five years (in most states).   At the time of hire Omni Facility Services will conduct a MVR check of all new hires (and current employees when deemed necessary) where driving on company business and/or in company vehicles is part of that employees general duties.

Drivers who have unacceptable driving records (refer to " Employee Acknowledgement and Agreement" from F300-0030) will be subject to having their jobs reviewed and possible removal from any position requiring driving.  

Drivers are required to report any crashes or moving violations to their supervisor at the time of the occurrence (including use of a personal car while on company business). Drivers are responsible for notifying their supervisor of final outcomes of violations.

An MVR will be obtained on all employees who drive on company business at least annually as a condition of their continued employment as a company driver.  Drivers who qualify under Omni Facility Services policy but have excessive violations near to but not at the ‘cut off’ point  and/or employees who have extreme violations (ie:  DUI, DWI, etc) but deemed okay to drive will be placed on a 1/4ly monitoring until such time that Omni Facility Services determines annual monitoring is once again appropriate.

4.3 Hiring And Retention Standards

The use of the Motor Vehicle Record Criteria – Employee Acknowledgement and Agreement (F300-0030) and the criteria listed in section 4.2.2 of this policy objectively evaluates applicants and existing employees who drive. Our company policy defines the number of violations a driver can have before losing his or her privileges to operate a company vehicle, or to perform driving duties. A copy of the policy will be given to the driver for their records.  A signed copy will be placed in each driver’s personnel file. 

4.3.1 New Driver Training & Education

Drivers will undergo a preliminary ‘new employee orientation’ for new hires or transferred employees who now have driving responsibilities.  Omni’s Director of Safety will determine a schedule of topics for regular continuing education.  Topics can include, but not limited to:

 Company policies and procedures for operation of company-owned vehicles

 Safe driving objectives and company expectations (F300-0028)

 Vehicle use and limitations for personal use

 Periodic MVT checks

 Cargo handling and security precautions

 Driver training and crash reporting/response procedures

 Vehicle maintenance and inspection requirements

 Concepts of decision driving

 Observation reports

4.3.2 Hiring and Retention Standards

This policy in conjunction with form F300-0030 Motor Vehicle Record Criteria – Employee Acknowledgement and Agreement defines the number of violations before losing the privilege of operating a vehicle on company business.

Drivers with an unacceptable record, based on the following criteria, will be counseled.  Drivers who habitually violate these criteria will have one of the following actions taken:

 Temporary Reassignment to a non-driving position and required attendance/certification of a licensed remedial driver-training course.  Drivers will be subject to additional re-training per the decision of management.

 Permanent reassignment to a non-driving position if the employee’s driving performance falls bellow company requirements again.

 Termination of employment.  All final decisions and rationale must be documented and approved by upper management.  Information shall be retained in the driver’s personnel file indefinitely.

Upon the start of employment, employees with driving responsibilities will be issued a Driver Questionnaire (F300-0027), which will be signed by the employee and placed in the employee’s personnel file indefinitely.

4.4 Crash Procedures and Reporting Forms

Any vehicle driven on company business must contain a crash reporting form. All drivers are expected to conform to the state laws governing actions at the scene of a crash.  All crashes, regardless of the severity, must be reported to the Director of Safety and the employee’s direct manager by using the “Vehicle Crash Report” form.  Vehicle incident report kits (including a crash reporting form) are located in each fleet vehicle and should be utilized by employee in the event of an incident.  In the absence of such a kit, employees are to fill out Omni’s general Incident Report Form number F300-0016.

4.5 Vehicle Condition Reports (Inspections)

Drivers must complete the vehicle checklist at least annually. Service and maintenance logs must be kept for each vehicle. Manufacturers recommendations for vehicle maintenance must be followed. 

Each vehicle should have an emergency road kit containing a company accident report form packet with camera.  Vehicles will also be randomly inspected for safety and compliance with all standards listed within this policy and expressed by Omni Facility Services through verbal and written directives.  All vehicle inspections will be recorded on a Vehicle Safety Inspection Form (F300-0037) and filed with the Safety Department.  Copies of the inspection will also be delivered to the Operational Manager to which the vehicle in question falls under.

4.6 Safe Driving Performance Expectations
Driving is a critically important part of the job for those employees assigned company vehicles or operating their own vehicle for company purposes. Evaluations of their job performance will include an evaluation of their driving performance.

4.7 Driver Training and Continuing Education
The Director of Safety will distribute driver safety literature to drivers and supervisors of drivers. This will be done in addition to regular safety meetings. 

4.8 Vehicle Maintenance and Inspections

Employees operating company vehicles are expected to make a safety check on their vehicle before driving.  The inspection should include, at a minimum, lights, horn, turn signals, brake lights, oil level, coolant level, tire pressure and condition, and adjustment of rearview mirrors.  

All maintenance including oil changes, lubrication, repair, parts, etc., will be recorded on an up to date vehicle maintenance log, which will be kept in the glove compartment of each vehicle. All scheduled maintenance will be in accordance with the vehicle manufacturer's recommendations. All repair needs must be highlighted and brought to the immediate attention of an area operations manager. 

Personal vehicles used for company business will not be subject to the same criteria and are the responsibility of the owner.  Personal vehicles used on company business must be maintained in a manner that reflects positively on the company.

The company reserves the right to inspect a personal vehicle at random, and will subject that vehicle to the same safety criteria as with company-owned vehicles. The reports will be retained by the company and kept within the personnel file of the owner/driver.

4.9 Electric Carts, Personnel & Burden Carriers

Some site specific accounts will require Omni personnel to operate electric carts, personnel and/or burden carriers (here after referred to as Burden Carriers).  These burden carriers may be owned by Omni or its customer, but regardless all policies apply as well as any additional policies the customer may impose as well.
4.9.1 Safety Rules & Guidelines

It is the responsibility of management to ensure that only certified personnel are utilizing burden carriers and have been properly trained and identified as being trained and authorized.

These vehicles are designed for operating on level, smooth surfaces for the purpose of moving personnel and/or supplies in and around the job site (campus, industrial plant, etc.).  Never, should these vehicles be driven on public roads, highways or other surfaces designed for use by automobiles.

Most Burden carriers are designed to operate at speeds of less than 15 mph but should never be towed at speeds exceeding 5 mph.  Omni personnel are not allowed to tow such vehicles as this activity is reserved for trained professionals retained by Omni to service all burden carriers or by our customer (either internally or externally).

For safety of use and control of the vehicles, operators should never exceed a burden carrier’s maximum speed and/or exceed the carrier’s maximum cargo or passenger load limits.

The following general safety guidelines should be incorporated into daily use of burden carriers at all job sites:
4.9.1.1 Only qualified and trained personnel may drive burden carriers
4.9.1.2 Drive only on level surfaces with an incline of less than 10%
4.9.1.3 Do not drive at high speeds when making turns and always slow down when on wet surfaces.
4.9.1.4 Observe all traffic regulations and speed limits set at each job site.
4.9.1.5 Treat all cross walks in your path as stop signs.
4.9.1.6 Keep all body parts inside of vehicle while moving.  Passengers should be seated on available seats with no personnel riding on / in cargo area of carrier.
4.9.1.7 Always yield the right of way to pedestrians and all emergency vehicles.
4.9.1.8 While driving, slow down and sound horn when approaching.

4.9.1.8.1 Blinds spots
4.9.1.8.2 Areas where other motorized equipment is in motion and may not see you
4.9.1.8.3 When approaching pedestrians from their rear/blind spot
4.9.1.8.4 When approaching any corner or blind spot
4.9.1.8.5 No reckless driving

4.9.2 Training

All personnel shall be training by qualified instructors on burden carrier operations, rules and policies for each type of carrier as well as for the general rules of the facility or campus in which said carrier will operate.  

Training shall be document with employee sign-offs and posted in each employee’s training record.

Employees certified to operate burden carriers will be issues a photo ID by Omni which must be worn at all times while engaged in carrier operations.

Training programs shall be complete and comprehensive in nature and should not be condensed for individuals who have had pervious similar training in the past.

4.9.3 Qualifications
4.9.3.1 Operators must posses the visual, auditory, physical and mental ability to safety operate burden carriers.

4.9.3.2 Demonstrate a working knowledge of each control

4.9.3.3 Understand all safety rules and guide lines as presented in the course and by site customer

4.9.3.4 Know how to properly load and unload cargo

4.9.3.5 Know how to park the carrier 

4.9.3.6 Recognize any improperly maintained vehicle

4.9.3.7 Demonstrate ability to handle vehicle in all conditions the specific site of operation may provide.

4.9.4 Operating
4.9.4.1 Starting

Always have break set before starting the carrier and keep foot on foot break while starting.  Always depress the throttle pedal slowly to avoid rapid starts.

In preparation of use also be sure never to overload the cargo area, have cargo close to the edge where it may fall off of stack cargo in an unsafe manner.

4.9.4.2 Driving

Do not drive at excessive speeds (even if within the ability of the carrier) ever.  Report all mechanical issues immediately and report all accidents to your immediate supervisor.

Follow all rules of carrier operations including stops signs, speed limits and always horns when approaching pedestrians, blind spots and areas where other mechanized equipment (such as forklifts) are in operation.

When driving with multiple passengers, large/heavy loads of on a decline allow for extra stopping time.

Do not tow more than one cart and do not back up when towing carts.

4.9.4.3 Parking

When you leave the carrier always turn the ignition/operation key to the ‘off’ position and set the parking break (in there is one – some are automatic).  Be sure to set the forward-off-reverse switch to the off/neutral position.

Never block emergency exits, walkways, emergency equipment or isles.  When parking on an incline, turn the wheel to the ‘curb.’

4.9.5 Daily Inspections

Daily, before each operational use examine the carrier’s tire pressure.  Also look for any external damage to the frame of the vehicle and verify proper working condition of lights and horns.  Report any leaks or damage to your supervisor immediately.

5. Related Documents

 Safe Driver Performance Expectations, form F300-0028

 Procedure to follow in a Vehicle Crash, form F300-0029

 Motor Vehicle Record Criteria – Employee Acknowledgment & Agreement, form F300-0030

 Driver Questionnaire, form F300-0027
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