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VEHICLE SAFETY PROGRAM

Purpose/Objective:  

This program has been developed to provide general requirements governing the use of all company vehicles.  Our goal is to establish safe work practices and procedures for the prevention of accidents and injuries resulting from the unsafe operation of aerial lifts, cranes, and other company vehicles.  This program has been developed to comply with Subpart O of the Code of Federal Regulations.  This subpart covers motor vehicles and mechanized equipment.  Additional information may be obtained by referring to the OSHA construction standards.  All questions shall be directed to the company Safety Coordinator, who is responsible for developing and maintaining these procedures.  

Note:  Employees are not permitted to operate any company vehicle unless they have been both trained and authorized to do so.  Failure to follow these requirements will result in disciplinary action.

General: 

All employees authorized to operate any company vehicle shall do so in accordance with this program.  No employee is permitted to operate any vehicle without proper training and written authorization.  The company safety coordinator is responsible for overall training, administration and enforcement of this program.  All trained operators are responsible for complying with all regulations contained within this program and within the vehicle operator’s manual.  Employees who fail to follow this program shall be disciplined according to company policy.  
Note: all rules contained within the program apply to company owned vehicles, as well as those vehicles that we rent.  When employees are operating a personal vehicle on company business, accidents are considered work-related; therefore the company rules for safety, including seat belt use and hands free cell phone use, are expected to be followed.
Seat Belt Policy:

All employees are expected to wear seatbelts at all times while operating company vehicles.  This requirement applies to all industrial vehicles, such as cranes, as well as company vans and trucks.  This requirement also applies to employees operating their own personal vehicle while on company business.  The use of seatbelts is a law in all states and as a company we expect our employees to follow all traffic regulations while operating a vehicle.  Accidents that occur while an employee is operating a personal vehicle while on company business are considered work-related, therefore it is the responsibility of Synergy to establish safety rules to cover vehicle use during this time. 
Cell Phone Policy:

Numerous accident studies and evidence data has shown that people are far more likely to be involved in a motor vehicle accident if they are using their cell phone while driving.  In addition, proper driving technique requires that operators maintain two hands on the steering wheel.  Within the state of Ohio, as well as in many other locations, there is a “No texting while driving” law in effect.  Other states, and many individual counties, have a “hands free only” policy for cell phone use.  It is the policy of Synergy that employees are not allowed to engage in any texting activities while driving.  Employees, who must make or receive a phone call while traveling, are required to utilize hands free devices only, in those areas where such devices are allowed.  If the employee does not have a hands free device, they shall pull off the road to make or receive cells.  This policy applies even if the employee is driving their personal vehicle on company business.  Accidents that occur while an employee is operating a personal vehicle while on company business are considered work-related, therefore it is the responsibility of Synergy to establish safety rules to cover vehicle use during this time. 
Employee Selection:

Before we begin training a new employee to operate any company vehicle, our Safety Coordinator shall determine if the potential trainee is capable of performing the duties necessary to be a competent and safe operator.  This is based upon his/her physical and mental abilities to perform job functions that are essential to the operation of the vehicle.  The following steps shall be followed:

1. The applicant will be evaluated in a face-to-face interview.  If necessary, the Safety Coordinator may solicit the assistance of an outside medical professional in making determinations of the physical abilities of the employee.  During this interview it shall be determined if the operator can:

a. See and hear within reasonably acceptable limits. This includes the ability to see at distance and peripherally.  An eye exam may be required at the discretion of the company.

b. Endure the physical demands of the job.

c. Endure environmental extremes, such as the ability of the person to work in areas of excessive cold or heat. 

d. Be able to climb onto and off of the vehicle in question, to sit in the vehicle for extended periods of time, and to turn his/her body to look in the direction of travel when driving in reverse.

2. The operator’s references shall be checked.  Previous employers may also be contacted.

3. Operators must have a current driver’s license.  The Division of Motor Vehicles may be contacted for Motor Vehicle Reports.  Copies of these reports shall be secured annually for all current drivers.  This check is also required by company insurance before employees are permitted to operate any company vehicle or any personal vehicle while on company business.
4. The applicant’s driving skill will be evaluated with a road test.  The road test shall mirror driving conditions the applicant would face during working conditions.  (As necessary, this part of the evaluation shall be conducted after training, however all applicants must have a basic understanding of motor vehicle driving requirements before applying to operate a company vehicle.)

5. Records of all of the above information shall be maintained as part of the employee’s permanent records.

Once all of these steps have been completed, the employees shall be scheduled to complete the company training program.  Employees who are selected to operate a company vehicle or lift, must complete the company training program, regardless of any training that employee may have received from an outside source or previous employer.

Driver Training:

Once it has been determined that a potential operator is capable of performing their duties, the company Safety Coordinator will arrange for training.  This training will be conducted in the classroom, followed by a practical driving exercise and evaluation.  Classroom training shall involve a lecture and a question/answer period.  Additionally, videos and written materials may be used.  All employees who are selected to operate a company vehicle, must first complete the company training program, regardless of any training that employee may have received from an outside source or previous employer. For Forklift and Crane operations, only an authorized trainer may conduct training.  An authorized trainer is one who has completed a state approved “train the trainer” course and has been provided with current documentation to that fact.  Being an operator is not sufficient to allow a person to conduct training.    Our company does not have in-house trainers.  We do not have any employees who operate forklifts or cranes.
Each type of vehicle has a different "feel" to it, and that makes operating it slightly different from operating any other vehicle. The work areas also present particular hazards. For these reasons, it is impractical to develop a single "generic" training program.  Accordingly, during training, we shall address specific operational hazards, including: 

1. Hazards associated with the particular make and model of the vehicle

2. Hazards of the workplace

3. General hazards that apply to the operation of all or most vehicles 

4. Safety procedures for the vehicle they are operating

After an employee has completed the training program, the instructor will administer a performance test or practical exercise to determine whether the potential operator can safely perform the job. At this point the instructor will determine if the training has been adequate. All trainees are tested on the type of equipment they will be operating.  All training and the results of all tests shall be documented.  Documents shall include the name of the operator, the dates of training, and the signature of the person who performed the training and evaluation. 

Successful completion of all training shall be documented on the training certification form as attached to this program.  This certification shall include the name of the operator, date of training, and the name of person(s) performing the training.  These certifications shall be maintained on site and are available at any time as proof of training.  Follow up evaluations shall also be documented on this form and shall include the dates of the evaluations, name of the person performing the evaluations, and any comments.  These evaluations shall be conducted at least every 3 years.  The operator may also be required to re-take the written quiz.

Re-training shall be conducted whenever:

1. The operator has been observed operating in an unsafe manner.

2. The operator has been involved in an accident or near miss.

3. The operator has received an evaluation that reveals that the operator is not operating the vehicle safely.

4. The operator has been assigned to operate a different type of vehicle.

5. The workplace conditions change.

Performance Evaluation:

Each certified operator is evaluated regularly to verify that he/she has retained and uses the knowledge and skills needed to operate safely.  If the evaluation shows that the operator is lacking the appropriate skills and knowledge, the operator is retrained by our instructor(s). When an operator has an incident or near miss or some unsafe operating procedure is identified, we shall also conduct retraining.  Problem drivers may be identified through observance of driving habits, reported accidents, traffic violations, complaints, etc.

Continued in-service training shall be provided based on periodic performance evaluations.  Periodic training shall include reviews of safe driving concepts, driver suggestion programs, and incentive programs.  Drivers, who are identified as “Poor” drivers thru this program of ongoing training and evaluations, shall be removed from the company qualified driver list.  Drivers must then complete a thorough re-training and a safe driving course before being permitted to apply again as a company driver.  

All company drivers are subject to random drug testing, as detailed in our company drug-free program.   Additionally, any company operator who experiences a vehicle related incident may be subject to drug testing, at the discretion of the company Safety Coordinator.  Employees with questions related to this requirement, are instructed to contact the company Safety Coordinator.

Maintaining a safe driving record is a condition for continued employment for all employees who must operate company vehicles, either as part of their regular duties or on an as needed basis.  If you receive an unacceptable number of points against your driving record, you will be restricted from driving company vehicles, which could result in reduction of pay, or termination.  

Accident Investigation:

All incidents/accident involving any type of company vehicle must be reported immediately.  Every incident/accident must be investigated and reviewed.  All motor vehicles incidents will be investigated following the company Accident Investigation Program.  This shall include the completion of the company accident investigation form.  As with all other incidents, appropriate corrective action must be taken.

Safe Operating Procedures:

For all vehicles, those owned by the company as well as those rented for temporary use, the manufacturers operating manuals shall be maintained with the vehicle.  These manuals must be available for reference by operators at any time.  They shall also be used when training employees in vehicle use.  The following requirements shall be followed when operating any vehicle.    

1. All vehicles shall be inspected by the operator prior to use.  Written documented inspections must be performed for each shift.  Blank inspection forms shall be maintained with the vehicle.  Completed forms shall be returned to the company Safety Coordinator.

2. All vehicles left unattended at night, adjacent to a highway in normal use, or adjacent to construction areas where work is in progress shall have appropriate lights or reflectors, or barricades equipped with appropriate lights or reflectors shall be placed to identify the location of the equipment.

3. Whenever heavy machinery or vehicles are parked, the parking brake will be set.  Equipment parked on inclines will also have the wheels chocked.

4. All vehicles shall have a service brake system, an emergency brake system, and a parking brake system.

5. No employee may use any motor vehicle having an obstructed rear view unless the vehicle has a reverse signal alarm or a back-up observer.

6. Each operator is responsible for the safe operation of his or her vehicle. A competent person must make a daily inspection of the following:  steering, brakes, mirrors, lights, horn, back-up alarm if provided, tires and windshield wipers. Noted defects must be reported for prompt repair. All vehicles shall be kept in good working condition.  

7. Trucks shall never be loaded beyond their rated capacities, or in a manner that will obscure the driver's vision. To prevent shifting or loss of materials, all loads shall be securely fastened and shall not exceed manufacturers limits.

8. Motor vehicles shall be fueled only at established locations and by approved methods. When a vehicle is being fueled, engines must be shut off and smoking is not permitted.  
9. A UL listed fire extinguisher shall be maintained on each vehicle. 

10. Drinking of alcoholic beverages while driving, or driving while under the influence of alcohol or drugs is prohibited.  This will result in immediate disciplinary action!

11. All traffic laws must be obeyed.  Speed shall never be faster than a rate consistent with existing speed laws, road traffic, and weather conditions.  Posted speed limits must be obeyed.  Turn signals must be used to indicate merging into traffic and before every turn or lane change.  

12. All persons riding in company vehicles must wear provided seatbelts.  Employees are not permitted to ride in the open back of a pick-up truck.

13. All operator manuals shall be maintained with the vehicles.

14. Operators, who are required to wear corrective lenses for driving, must wear them when operating company vehicles and equipment.

15. Vehicle operators may not give rides to hitchhikers or strangers.

16. Steering or spinner knobs shall not be attached to the steering wheel, unless the steering mechanism is of a type that prevents road reactions from causing the steering hand wheel to spin.  The knob shall be mounted within the periphery of the wheel.

Aerial Lift Safe Operating Procedures:

The following rules are established to provide a safe working environment, govern operator use of aerial lifts, and ensure proper care and maintenance of lifts.  These requirements apply to all Aerial Lifts, both company owned and those that are leased.

1. When working near energized lines or equipment, aerial lift trucks shall be grounded or barricaded and considered as energized equipment, or the aerial lift truck will be insulated for the work being performed.  Spotters may also be necessary.

2. Employees must follow all fall protection requirements, as specified in the fall protection program of this manual.  A body harness must be worn and a lanyard attached to the boom or basket when working in an articulating aerial lift and when in a scissors style lift.   Please refer to the fall protection program for more details.

3. Aerial ladders must be secured in the lower traveling position by the locking device on top of the truck cab, and the manually operated device at the base of the ladder before the truck is moved for highway travel. 

4. All lift controls shall be tested each day prior to use to ensure that they are in safe working condition. 

5. Boom and basket loads as specified by the manufacturer shall never be exceeded.

6. The brakes shall be set, and when outriggers are used they shall be positioned on pads or a solid surface.  Wheel chocks shall be installed before using an aerial lift on an incline provided they could be safely installed.

7. An aerial lift truck shall not be moved when the boom is elevated in a working position with men in the basket, except for equipment, which is specifically designed for this type of operation.

8. Articulating boom and extensible boom platforms, primarily designed as personnel carriers, shall have both platform controls and lower controls.  All controls shall be clearly marked to indicate purpose.  Lower controls shall be capable of overriding the platform controls in an emergency.

9. The insulated portion of an aerial lift shall not be altered in any manner that might reduce its insulating value.

10. Before moving an aerial lift for travel, the boom shall be inspected to see that it is properly cradled and outriggers are in stowed position.

Crane Safe Operating Procedures:

The following are basic safety requirements for the use of cranes.  As with all vehicles, manufacturer safety procedures, as provided in the vehicle operator manual, shall be followed.  Synergy employees who may be working near cranes also need to be aware of some basic safety requirements.

1. A competent person shall supervise all crane operations.

2. No person is permitted to ride the hook or the load.

3. When making a lift, the operator will take operational signals only from one employee authorized to give them.  However, the operator will act upon an emergency stop signal given by anyone.  To signal an emergency stop, the employee shall extend both arms downward, with palms down.  The person shall then swing the arms back and forth in front of the body (alternately making an “x” with the arms, and them opening them again.)  Persons providing signaling instructions to crane operators must have appropriate training in proper crane hand signals. Also, visual pictures of hand signals shall be posted whenever cranes are used at a job site. (Example attached.)
4. It is the joint responsibility of the operator and the riggers to see that all hitches are secure and that all loose material is removed before the loads are lifted. Material shall not be hoisted until it is ready to be used or put into place.

5. Suspended loads shall be controlled by tag lines whenever necessary.

6. Where necessary to increase stability, cranes, except crawler cranes and boom type excavators, shall be equipped with outriggers of a design and strength suitable for the work being performed.

7. Accessible areas within the swing radius of the rear of the rotating superstructure of the crane, either permanently or temporarily mounted, shall be barricaded to prevent employees from being struck or crushed by the crane.

8. Employees may never walk under a load being lifted!  For the protection of other crafts on the project, signs shall be posted that read:  “DANGER—MAN WORKING OVERHEAD.”

9. All low electric lines in the work area shall be tagged.

10. For all cranes the date of the last detailed certified inspection shall be immediately available.
A competent person shall evaluate all crane operating areas.  This person shall take action to correct any hazards that may affect the safety of the crane operation.  They shall also tag overhead electric lines, as necessary to prevent accidental contact with the crane, boom, or other related equipment.

Modifications/Servicing:

Employees shall not make any modifications or additions affecting the capacity and/or safe operation of any vehicle, unless they have obtained the manufacturer’s prior written approval.  When approved modifications are made, all tags and labels shall be changed accordingly.  Other than minor repairs that are capable of being performed in house, servicing of vehicles shall be performed by outside service personnel.

Storage of Materials:
Storage of material shall not create a hazard.  All stored materials, which are stacked in tiers, shall be stacked, blocked, interlocked, and limited in height so that they are secure against sliding or collapse.  Where vehicles are used, sufficient safe clearances shall be allowed for aisles, at loading docks, through doorways and wherever turns or passage must be made.  Vehicles shall not be parked where they constitute a hazard by blocking aisles, fire equipment, etc.

Daily Vehicle Inspections:

Mechanical failures, while accounting for a small percentage of vehicle accidents, are often quite serious in nature.  Regular inspections and preventative maintenance activities are critical in preventing maintenance related incidents.  An effective preventive maintenance program will result in a reduction of incidents, less down time, reduced vehicle maintenance, and improved driver morale.

All motor vehicles shall be maintained as per the manufacturer’s instructions.  Operators shall perform a pre-operation inspection daily.  Inspection sheets are available in the main office.  More detailed inspections shall be performed as part of the vehicle preventive maintenance.  All inspections shall be documented and the documents retained for record keeping purposes.  All inspections shall include the date and the signature of the person conducting the inspection.  A factory-trained-expert, or a dealer, shall conduct periodic maintenance.  All completed forms shall be forwarded to the company Safety Coordinator.

Any deficiencies found during inspections are repaired, or defective parts replaced, before continued use. However, no modifications or additions that affect the capacity or safe operation of the equipment may be made without the manufacturer’s written approval. If such modifications or changes are made, the capacity, operation, and maintenance instruction plates, tags, or decals, must be changed accordingly. In no case may the original safety factor of the equipment be reduced.

Please note: all vehicles shall be used only as intended by the manufacturer and within operating limits, as established by the manufacturer.

Annual Review:

This program shall be reviewed annually to ensure that the procedures and the requirements are being followed.  

Outside Personnel:
All outside personnel who operate vehicles within Synergy or as sub-contractors of Synergy shall follow the requirements of this program.

Road Rage/Defensive Driving:

While we expect our employees to follow all the rules of the road, sometimes that is not enough.  When a person is operating a motor vehicle they are, in fact, operating a deadly weapon.  It is too easy to forget that fact and take driving for granted.  We expect all employees to drive “defensively”.  Defensive driving has been defined as “driving to save lives, time, and money, in spite of the conditions around you and the actions of others."  The idea is to reduce the risk to yourself and others by anticipating situations and making good choices.  This is not always an easy thing to do.  We have all been in situations where we become aggravated by other drivers on the road.  At Synergy, we expect our divers to act responsibly and professionally at all times.  If they find that they are “losing their cool”, they should pull over and take a minute to compose themselves.  Remember, there is no job so important that it is worth your life to get there more quickly.
VEHICLE TRAINING CERTIFICATION
This is to certify that:

___________________________________

(Name)

Has completed the certification program for Vehicle Operators at:

Synergy
This person is now authorized to operate the following type of vehicle: 

(Note vehicle type here):                                            _________________


[image: image1]Instructor: ___________________________
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Date: _______________________________
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Follow-up training:  Follow-up training shall be conducted as specified within the forklift program at intervals not to exceed 3 years.

Follow-up training dates:

Comments:

____________________

______________________________

____________________

______________________________

____________________

______________________________

____________________

______________________________

____________________

______________________________

____________________

______________________________

____________________

______________________________

Example: Crane Hand Signals
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