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The National Safety Code (NSC) was developed in 1987 to promote safety, competence and productivity in the Canadian trucking industry. Because many motor carriers operate in multiple jurisdictions, it was important to create a code that would provide consistency across provincial and territorial lines. The NSC was developed by consolidating existing territorial, provincial and federal legislation and regulations. New initiatives were also added.
With guidance from the NSC, individual provinces and territories have been able to establish their own legislation and regulations. The safety standards include regulations concerning the following:
1. Single-driver licences
2. Knowledge and performance tests

3. Driver examiner training

4. Classified driver licences
5. Self-certification

6. Medical requirements

7. Driver and carrier profiles

8. Rules of suspension

9. Hours of service

10. Securing loads

11. Vehicle maintenance and inspection

12. Road inspections

13. Trip reports

14. Carrier safety ratings

15. Audit requirements

16. Recommended first aid training

A complete copy of the NSC can be purchased from the Canadian Council of Motor Transport Administrators (CCMTA). Standards 1-5, 7-10 and 14-16 are included in the National Safety Code for Motor Carriers publication. Standards 11, 12, and 13 are part of the Commercial Vehicle Inspections in Canada publication, and are sold separately. Standard 6 is also called the CCMTA Medical Standards for Drivers, and is available under separate cover.
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This guide is designed to help you craft a safety plan for your company that is compliant with the NSC Standards for Motor Carriers. Your safety plan should include all safety policies and legal obligations needed to run your business safely and effectively. In addition to these resources, this guide provides recommended documents that will make everyday operation of your business easier and more efficient.

The focus will be on the standards applicable to motor carriers, although a brief summary of every NSC standard will be provided. For each standard, pertinent forms will be listed. All forms listed can be found within the contents of this guide.
Each page of the guide is linked to the table of contents and provides a return link. Additionally, any recommended forms are linked to the actual form. Take advantage of these links to navigate the document quickly.

This guideline is neither meant to be exhaustive nor meant to be construed as legal advice. It does not address all potential compliance issues with federal, provincial or local standards. Consult your licensed commercial property and casualty representative at Thor Insurance & Registries Ltd or legal counsel to address possible compliance requirements.
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In order to be in compliance with the NSC Standards, a driver must minimally fulfil these requirements:

Licence: A driver must have a single, valid licence issued by the province or territory in which the commercial vehicle is being operated.

Medical: A driver must be in proper physical health as determined by an exam.

Driving performance: A driver must maintain an acceptable level of driving performance and report all vehicle incidents in a timely manner to the appropriate authorities. A driver should not operate a vehicle while fatigued or under the influence of alcohol, drugs or other impairments. A driver should always be able to clearly see around, in front of and behind the vehicle.
Vehicle condition: A driver, following all hours of service regulations, must only operate a vehicle that is deemed to be in safe condition. Headlights should be on at all times. Daily trip inspections should be done on the vehicle and reported back to the carrier. A daily log of driving activities should also be kept and reported back to the carrier. Each of these documents should be kept available for auditing.

Securing loads: Freight in a vehicle must be loaded evenly to allow for proper securement. The weight of the load should not exceed the limit set forth by the securement standard. The vehicle’s tailgate, tailboard, doors, tarpaulins and spare tire(s) should be properly secured. The driver should be able to quickly and efficiently exit the cab at all times, with no obstructions or obstacles in the way that hinder movement.
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In order to be in compliance with the NSC Standards, a carrier must minimally fulfil these requirements:

Records: A carrier needs to keep records on individual drivers for the following: accidents, hours of service, vehicle inspections reports, convictions, medical reports and driver performance reports. Daily logs for drivers need to be kept. All records need to be made available in case of auditing. It is a carrier’s responsibility to see that drivers are following all hours of service regulations. Driver profiles need to be obtained from the government and reviewed before hiring individuals.

Safety compliance: An individual should be assigned to a position promoting compliance with the standards and implementing safety training programs. Carriers are responsible for overseeing the inspection, repair and maintenance of all vehicles. Carriers should require all drivers to wear safety belts. Carriers cannot ask drivers to operate vehicles that are not deemed to be in safe condition. Carriers cannot allow cargo to be transported without first being sure of its securement.

Vehicle repairs: If a carrier is made aware of a defective vehicle by the manufacturer, the vehicle needs to be pulled from service and repaired or replaced so that the defect is no longer considered an issue. Carriers should require drivers to submit all daily vehicle inspections as soon as possible so defects can be fixed. At the very least, these parts need to be inspected daily:

1. Brakes (including trailer brakes and parking brakes)

2. Steering equipment

3. Lights and reflectors

4. Tires

5. Horn

6. Windshield wipers

7. All mirrors

8. Coupling devices

9. Wheels

10. Rims

11. Emergency equipment
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National Safety Code Standards
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Single Driver Licence Concept

Summary:

This standard prohibits having more than one driver’s licence. It lists administrative procedures that are in place to ensure that each driver has just one licence and to ensure that all violations are assigned to the single licence.

This means that:

· Before a driver applies for a new licence, his record is scanned to check for the presence of a licence issued by another jurisdiction.

· A previously held licence is surrendered when a driver applies for a new one.

· A surrendered licence is returned to the province or territory that issued it, and upon receiving the surrendered licence, the driving record of the individual is updated immediately to affirm the presence of a new licence.

· When convictions, suspensions, cancellations or prohibitions of driving privileges occur in neighbouring jurisdictions, other than the one in which the driver’s licence was issued, the individual’s driving record is updated immediately to affirm the offenses. This way, all provinces and territories can see an up-to-date driving record for an individual no matter where he or she is.

Pertinent Document:
· Driver File Requirements
Standard 2

Knowledge and Performance Tests (Drivers)

Summary:

This standard outlines requirements and procedures for written and road driving tests. It is applicable only to driver examiners.

Standard 3

Driver Examiner Training Program

Summary:

This standard gives an overview of the basic material that should be included in driver examiner courses. It is applicable only to driver examiners.
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Standard 4: Classified Driver Licensing System

Summary:

This standard explains the seven different classes of driver licences. Except for the class 7 licence, all licences are reciprocal between jurisdictions if the minimum and maximum age requirements are met.

	Class
	Type of Vehicle
	Minimum Age

	1
	Tractor semi-trailer

Truck trailer combination
	18

	2
	Anything in class 4

Anything in class 5

Bus with any number of passengers
	18

	3
	Anything in class 5

Vehicle with three or more axles

Vehicle plus towed vehicle (less than 4,600 kg)
	16

	4
	Anything in class 5

Bus with less than 24 passengers
Taxi

Ambulance

Fire truck

Police car
	18

	5
	Two-axle vehicle

Two-axle vehicle and towed vehicle (less than 4,600 kg)

Recreational Vehicle

Bus without passengers

Taxi without passengers

Ambulance without passengers

Moped

Tractor

Grader

Loader

Shovel

Roller

Scraper

Other machine used for construction work
	16

	6
	Must have licence from any other class first

Motorcycles

Motor-scooters

Mini-bikes
	Determined in jurisdiction

	7
	Learner’s permit—must be accompanied by a driver who is licenced to drive the type of vehicle

Motorcycles excluded
	Determined in jurisdiction
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Self-Certification Standards and Procedures

Summary:

This standard identifies training and testing requirements for carriers and driving schools. It is applicable to a motor carrier only if the motor carrier is also functioning as a driver education facility.

Standard 6

CCMTA Medical Standards for Drivers

Summary:

This standard explains medical requirements for each class of licence and the requirement of periodic exams. The CCMTA medical standards are the minimum requirements for drivers and are to be used by physicians and carriers to evaluate a driver’s ability to operate a vehicle safely. Individual drivers will be assessed on the following:

· Vision

· A basic vision exam will be performed, but a driver will also be tested for certain visual defects that could hinder the ability to spot and react to dangerous situations on the road.

· Hearing

· Hearing loss does not always entail the immediate suspension of a driver. A driver needs to have minimum hearing ability for certain licences.

· Cardiovascular disease

· A doctor will determine whether a driver’s cardiovascular disease is significant enough to endanger his or her life and the lives of others.

· Cerebrovascular disease

· Cerebrovascular diseases are often difficult to detect, because the symptoms slowly worsen over time. If a doctor suspects that a driver suffers from a cerebrovascular disease, the condition should be carefully monitored and reviewed until it is significant enough to endanger the life of the driver and the lives of others on the road.

· Peripheral vascular disease

· A vascular surgeon’s approval is needed when it is discovered that a driver is suffering from a vascular disease. If there is a danger of sudden aortic aneurysm or something similar, than the driver will be deemed unable to operate a vehicle.

· Disease of the nervous system

· If an individual is suffering from a disease of the nervous system, his or her ability to move quickly and precisely, stay conscious, maintain control over the muscular system and maintain a sense of balance will be assessed on a case-by-case basis.
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· Respiratory disease

· A doctor will determine whether a driver’s respiratory disease hinders his or her ability to operate a vehicle safely.

· Metabolic disease

· Certain symptoms from metabolic diseases can hinder a driver’s ability to operate a vehicle safely. This will be determined by a doctor on a case-by-case basis.

· Renal disease

· There are certain hazards associated with drivers suffering from renal disease. Ability to operate a vehicle safely will be decided on a case-by-case basis.

· Musculoskeletal disability

· If a driver’s ability to move is hindered because of a musculoskeletal disability, he or she deemed unable to operate a vehicle safely. The severity of the disability will be determined by a doctor on a case-by-case basis.

· Psychiatric disorder

· Because of the variety of conditions and subsequent hazards, the severity of a driver’s disorder will be determined on a case-by-case basis.

· Effects of drugs

· Drugs affect all individuals differently and can greatly impair a driver’s ability to operate a vehicle safely. The level of impairment a driver can experience will be determined by a doctor on a case-by-case basis.
· Effects of alcohol

· Drivers under the influence of alcohol are not allowed to operate a motor vehicle. If an individual suffers from alcohol dependence, his or her licence may be suspended until the individual remains alcohol-free for a certain period of time.

· Effects of age

· Physical and mental deterioration occurs at different rates for different people. A doctor will determine on a case-by-case basis when the deterioration has made it difficult for an individual to operate a vehicle safely.

Pertinent Document:
· Driver File Requirements
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Carrier and Driver Profiles

Summary:

This standard identifies the minimum requirement of records that jurisdictions must keep on drivers and carriers. It explains the Profile system and the necessity of the NSC to have access to a variety of information about a carrier, including demographics, conviction information, reportable accident information, CVSA inspection information, audit results and legal activity.

Pertinent Documents:

· Driver File Requirements
· Carrier File Requirements
Standard 8

Short-Term Suspension

Summary:

This standard allows for suspension of drivers suspected of being under the influence.
· A peace officer may suspend the licence of a driver for up to 24 hours when that driver is believed to be under the influence of either drugs or alcohol.

· A driver is required to hand over his or her licence and undergo a blood alcohol test as soon as possible if believed to be under the influence.

· The driver’s blood alcohol limit cannot exceed 50mg of alcohol in 100ml of blood, which equals a .05 per cent blood alcohol content.

· The driver must receive a signed doctor’s certificate stating that his or her blood alcohol level has dropped below .05 per cent before his or her driver’s licence can be returned.

· If a driver who is suspected to be under the influence is found to not be affected by drugs or alcohol, his or her suspension must be dismissed and his or her licence returned immediately.
Pertinent Documents:

· Fleet Safety Policy: Drug/Alcohol Testing
· Driver File Requirements
· Carrier File Requirements
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Hours of Service

Summary:

This standard explains hours of service applicable to drivers. It states that a driver must stop driving once he or she has accumulated the following:

· 13 hours of driving time in a single day

· 14 hours of on-duty time in a single day

· 16 hours elapsed time from the start of the work shift

This means that the driver must take at least 10 hours off in a single day. At least two of these hours must not be consecutive. Here’s an example of a compliant day, starting at 8 a.m.
	8 a.m. – 8:30 a.m.
	Loading the truck

	8:30 a.m. – 1 p.m.
	Driving

	1 p.m. – 2 p.m.
	Lunch (off duty)

	2 p.m. – 6 p.m.
	Driving

	6 p.m. – 7 p.m.
	Dinner (off duty)

	7 p.m. – 11:30 p.m.
	Driving

	11:30 p.m. – 12 a.m.
	Unloading the truck

	12 a.m. – 8 a.m.
	Sleep (off duty)


Driving time should be tracked in logbooks. Logbooks consist of driver’s time forms with carbon copy forms behind them. They can be purchased at truck stops as well as online.

Pertinent Documents:

· Driver’s Time Record
· Fleet Safety Policy: Hours of Service
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Cargo Securement

Summary:

This standard identifies minimum requirements for securing loads. It decrees that both a motor carrier and driver are responsible for ensuring the cargo is secured in accordance with the Standard before the truck hits the road.

· Cargo should first be checked so that it cannot leak, fall off, fall through or shift in transit.

· After being loaded, cargo should be checked every three hours or every 240 kilometres (whichever comes first) and when the driver changes his or her duty status.

· The cargo securement systems need to be checked periodically for knots, damaged parts and cracks.

· The cargo securement systems should be able to contain the cargo regardless of the cargo’s shape or size.

· Working load limits on all cargo securement systems should be abided.

· Steel strapping, blocking systems, rub rails, tie-downs, edge protectors and timber all need to be inspected so that these devices are being used correctly.

· The standard also includes specific securement requirements for these cargo types:

· Logs

· Dressed lumber

· Metal coils

· Paper rolls

· Concrete pipe

· Intermodal containers

· Vehicles as cargo

· Roll-on/roll-off and hook lift containers

· Boulders

· Dangerous goods

Pertinent Documents:

· Fleet Safety Policy: Securing Loads
· Dangerous Goods Declaration
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Commercial Vehicle Maintenance and Periodic Inspection
Summary:

This standard explains minimum requirements for periodic inspection, maintenance and repair of vehicles.

The requirement for this standard is that each month, maintenance and checkup needs to be done on the main operating systems of the tractor trailer. The carrier or the driver can conduct this inspection. A copy of the report needs to be kept at the carrier’s main place of business in case of auditing.

On a semi-annual basis, an inspection of the same operating systems will be conducted by a government-approved inspector while a driver is out on the road. A vehicle that passes this inspection will receive a coloured decal sticker that is valid for the month it was issued plus the next two months. For example, a decal given on April 7 will be valid until June 30. Generally, the presence of the decal alerts inspectors that a vehicle does not need re-inspection, but if a visible defect is spotted, inspectors have the right to stop and re-inspect the vehicle.

Every quarter, a new decal colour is issued so that other inspectors know a vehicle has been inspected and approved for that period. The decal colour periods are as follows:

· January, February, March = Green

· April, May, June = Yellow

· July, August, September = Orange

· October, November, December = White

Pertinent Documents
· Checklist for Vehicle Inspection (Carriers)
· Daily Vehicle Inspection Checklist (Drivers)
· Fleet Safety Policy: Preventive Maintenance 

Standard 12

CVSA On-Road Inspections

Summary:

This standard sets minimum requirements for road inspections. The standard applies only to road inspectors.
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Trip Inspection

Summary:

This standard goes over the requirement of daily trip inspection reports so that problems can be detected early and breakdowns or other costly and time-consuming incidents can be avoided.

There is a list of general requirements included in the standards that all carriers must follow:

· Carriers need to provide their drivers with inspection schedules and adhere to them.

· Drivers should carry the inspection schedule and completed daily checklist with them at all times for the road inspector.

· The daily inspection checklist and form should include the licence plate number of the vehicle being inspected, the motor carrier’s name, the date and time, the city, town or highway where the inspection was done, the odometer reading at the time of the inspection and signatures from the person inspecting the vehicle and the driver (if both are not the same individual).

· A driver is not allowed to start a trip without a recent inspection report and blank inspection reports to be filled out while out on the road.

· If there are no defects discovered at the time of an inspection, this should be noted on the inspection checklist and form. If defects are discovered, they should be written on the inspection checklist and form and reported to the carrier and proper authority as soon as possible.

· If defects are detected while an individual is driving, they should be noted on the next inspection checklist and form. If the defect is major, the vehicle should not be driven and the carrier should be notified immediately.

· Carriers are responsible for making sure that any and all defects are taken care of by the next inspection that is scheduled. If they cannot be fixed in that time frame, the vehicle should not be driven until the defects are rectified.

· Copies of inspection checklists and forms should be given to the carrier within 20 days of the completed inspection.

· Carriers should keep records of inspections for the previous six months at the very least. Two years of records is suggested.

These things need to be checked once every 24 hours for defective parts or pieces that need repair or replacement:

1. Air brake system

2. Cab

3. Cargo securement

4. Coupling devices

5. Dangerous goods

6. Driver controls

7. Driver seat
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8. Electric brake system

9. Emergency equipment and safety devices

10. Exhaust system

11. Frame and cargo body

12. Fuel system

13. Glass and mirrors

14. Heater/defroster

15. Horn

16. Hydraulic brake system

17. Lights and reflectors

18. Steering

19. Suspension system

20. Tires

21. Wheels, hubs, and fasteners

22. Windshield wiper/washer

23. Fluid levels

Pertinent Documents:
· Daily Vehicle Inspection Checklist (Drivers)
· Fleet Safety Policy: Preventive Maintenance
Standard 14

Safety Rating

Summary:

This standard explains the carrier ratings that jurisdictions keep on file and how penalties will be carried out against carriers. The standard applies only to the provincial authority of each jurisdiction.
Each provincial authority must keep these records in the profile they have for each carrier in their jurisdiction:
· All reportable accidents

· Results of level 1-5 vehicle inspections

· All convictions against carrier and its drivers for these areas:
· Highway safety laws
· Hours of service laws

· Vehicle maintenance

· Vehicle load securement/Dangerous goods
· Vehicle weight and dimensions

· Results of carrier facility audits
· Any convictions from the United States or Mexico

Carrier safety ratings are given to carriers based on the following steps:
1. The information in the carrier profile is examined.
2. Based on the severity of the convictions on record in the carrier profile, a value is given to each.

· The values are assigned to the carrier for the 24-month period before the date they were determined, or for however long the carrier has been in operation, if less than 24 months.
3. The size of the carrier’s fleet is taken into consideration with the severity of convictions that are on file.

4. The carrier’s exposure to risk is determined from the conviction values and fleet size.

5. A safety rating is assigned to the carrier.

The safety rating categories are as follows:

Satisfactory

Carrier profile shows:

a. Safe operation

b. Total compliance with highway safety laws and regulations

c. Total compliance with the NSC standards

d. The carrier has passed its facility audit.

Satisfactory Unaudited

Carrier profile shows:

a. Safe operation

b. Total compliance with highway safety laws and regulations

c. Total compliance with the NSC standards

d. But the carrier has not been audited at present time

Conditional

Carrier profile shows some insufficiencies in:

a. Safe operation

b. Compliance with highway safety laws and regulations

c. Compliance with the NSC standards

d. The results of the carrier’s facility audit
Unsatisfactory

Carrier profile shows many insufficiencies in:

a. Safe operation

b. Compliance with highway safety laws and regulations

c. Compliance with the NSC standards

d. The results of the carrier’s facility audit.
OR
Carrier had been assigned a “conditional” safety rating but the carrier was told that compliance with highway safety laws and regulations and the NSC standards needed to improve within a pre-determined amount of time and the carrier failed to do so.
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Facility Audit

Summary:

This standard identifies the requirements for record-keeping, and what documents are always needed to be on file at a carrier’s place of business, in case of auditing. It gives specific lists of information motor carriers must be able to provide.

The purpose of auditing is to make sure carriers are continuously in compliance with all regulations. Audits can be done at a scheduled time or completely unannounced, depending on the circumstances and the carrier being audited.

Records should be kept on all documents for the previous two years. The record keeping requirements below will be expected for auditing:

· Driver licence records on all drivers (including suspensions and applications for new licences)

· Hours of service on all drivers for the past month

· Convictions for traffic violations, accidents and driving offenses on all drivers

· Records of training on all drivers

· Records of vehicle maintenance, repairs and inspections on all vehicles

· Records of vehicle defects from manufacturers, and proof that defects were taken care of

· Policies for regular inspection, maintenance and repair of vehicles

The records of all above documents need to be kept at the main place of business for every carrier. They need to be made available at all normal business hours and cannot be altered or falsified in any way. There are penalties for obstructing the auditing process which are determined based on the severity of the offence.

If a carrier has not kept proper records at its place of business, the punishment could include fines, probation, suspension or termination of the right to operate commercial vehicles.

Pertinent Documents:
· Driver File Requirements
· Carrier File Requirements
· Vehicle File Requirements
· Fleet Safety Policy
Return to Table of Contents

First Aid Training

Summary:

This standard outlines recommended first aid training for drivers. It also lists topics that it recommends drivers be trained on.

Drivers should either take a course that is provincially recognized as meeting the requirements for OHS or any first aid course which includes a minimum of these topics:

1. Respiratory emergencies and artificial respiration

2. Bleeding

3. Embedded foreign objects

4. Shock

5. Burns and scalds

6. Fractures—upper limb

7. Fractures—lower limb

8. Chest injuries

9. Head and spinal injuries

10. Casualty management

11. Accident scene management

Pertinent Document:
· Driver File Requirements
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Carrier Documentation
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	Carrier Name: 
	


	Title of Documentation
	YES
	NO
	COMMENTS

	Annual vehicle inspection reports for each vehicle
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Driver motor vehicle records
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Carrier conviction or violation documentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Hours of service records collected from drivers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Dangerous goods declarations
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Driver conviction or violation documentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	Driver Name: 
	Date of Hire: 


	Title of Documentation
	YES
	NO
	COMMENTS

	Medical examination showing fitness to drive
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Driver licence record from provincial government
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Photocopy of licence (both sides)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Training certification
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Records of all road inspections completed
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Driver conviction or violation documentation
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Hours of service records
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Emergency contact information
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Drug/alcohol test results (if applicable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Record of any driver’s licence suspensions or demerits
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	Vehicle Identification Number: 
	Date of Purchase: 


	Title of Documentation
	YES
	NO
	COMMENTS

	Annual inspection reports 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Vehicle title
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Insurance records on vehicle
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Roadside inspection reports (at least previous four years)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Accident reports (at least previous four years)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Record of repairs and receipts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Vehicle weights and dimensions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Vehicle licensing information and licence plate number
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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Fleet Safety Policy

 recognizes that our employees are our most valuable asset and the most important contributors to our continued growth and success. Our Company is firmly committed to the safety of our employees.  will do everything possible to prevent workplace accidents and is committed to providing a safe working environment for all employees.

Motor vehicle accidents are a major cause of work-related fatalities. The environment in which these accidents occur involves a number of complex factors, many of which are uncontrollable. The purpose of ’s Fleet Safety program is to provide the means to reduce such factors to eliminate unnecessary injuries and fatal circumstances. We value our employees not only as employees but also as human beings crucial to the success of their families, the local community and .
To further this goal, our Company has developed a Fleet Safety Policy effective . The Program will consist of seven components: Recruitment, Job Requirements, Training, Termination of Employment, Preventive Maintenance, Accident Investigation and Company Vehicles for Personal Use.  This policy applies to all candidates for employment as well as all current employees.

Recruitment

 focuses its initial efforts on driver selection through a variety of resources, beginning with the job application. The application will require a prospective employee to:

· List past driving experience, employers and types of vehicles driven.
· Notify  of any motor vehicle violations for at least the last (# OF) years.
· List references.
Driver selection will be made upon completion of a formal interview, background check (if necessary), reference verification and review of the individual’s motor vehicle record (MVR). Authorizations will be obtained for any checks and to contact prior employers and personal references.
MVRs may be requested upon completion of a satisfactory interview and periodically thereafter. Management reserves the right to use its discretion in determining an unsatisfactory MVR. An excessive number of violations in the past three years will be grounds for an unsatisfactory MVR, which prohibits hiring of a prospective employee or leads to possible termination and/or disciplinary actions for an active employee.
Drug/Alcohol Testing [CHECK PROVINCIAL/TERRITORIAL REGULATIONS BEFORE INCLUDING 



THIS SECTION]
Drug and alcohol testing may be conducted if there is reasonable cause. Any positive results may be grounds for termination.
We recognize alcohol and drug abuse as potential health, safety and security problems. It is expected that all employees will assist in maintaining a work environment free from the effects of alcohol, drugs or other intoxicating substances. Compliance with this policy is made a condition of employment.

Employees are prohibited from the following when reporting for work, while on the job, on Company or customer premises or surrounding areas, or in any vehicle used for company business:

· The unlawful use, possession, transportation, manufacture, sale, dispensation or other distribution of an illegal or controlled substance or drug paraphernalia

· The unauthorized use, possession, transportation, manufacture, sale, dispensation or other distribution of alcohol

· Being under the influence of alcohol or having a detectable amount of an illegal or controlled substance in the blood or urine (“controlled substance” means a drug or other substance as defined in applicable federal laws on drug abuse prevention)

Any employee violating these prohibitions will be subject to disciplinary action up to and including termination.

Any employee convicted under any criminal drug statute for a violation occurring while on the job, on Company or customer premises, or in any vehicle used for Company business must notify the Company no later than five days after such a conviction. A conviction includes any finding of guilt or plea of no contest and/or imposition of a fine, jail sentence or other penalty.

Drug and alcohol testing will be carried out in compliance with any applicable provincial and federal laws and regulations. Disciplinary action will be taken for drug-related crimes, regardless of whether they happened during working hours or on an employee’s own time.

For drivers who are discovered to be under the influence of alcohol or drugs:

· First offence (not driving): probationary period based on severity of incident

· First offence (driving): termination

· Second offence (not driving): suspension or termination

We recognize that employees suffering from alcohol or drug dependence can be treated. We encourage every employee to seek professional care and counselling prior to any violation of this policy.

Job Requirements
All positions requiring regular driving require a written job description to include main duties, functions and the necessary physical requirements required to perform all associated tasks. Depending on the type of vehicle driven, Commercial Drivers Licences may be required.
As part of the recruitment process, prospective employees may be required to complete a road test. Active employees will participate in periodic road tests for training purposes. Tests will be conducted by Human Resources and/or management and will cover a variety of driving criteria. The road test will require prospective and active employees to safely and competently complete tasks associated in the following categories:
· Pre-trip inspection

· General vehicle operation

· Fifth wheel connection

· Backing and parking

· Turning

· Passing

· Railway crossing

Results of the road test will be shared with prospective and active employees at management’s discretion.
Training
New hire training and periodic training for previously hired employees is required. All employees are expected and required to actively participate in identifying training needs as well as program development. Programs will consist of classroom and on-the-road modules. Training will focus on but will not be limited to defensive driving techniques and behaviour modification.
 will monitor driver habits to identify potentially unsafe driving habits that require additional training and/or disciplinary actions. We will use ride-along training combined with statistical data focusing on accident types and frequency to identify areas of improvement.
(# OF) accidents or moving violations in a one-calendar-year period will require review with a supervisor to determine what, if any, disciplinary action is needed and to identify possible training opportunities. Employment may be jeopardized if accident frequency is above the required norm with no concentrated efforts being made for improvement.
For drivers who fail to follow rules and procedures learned in training, disciplinary action will be taken.

· First offence: written warning/review of procedures

· Second offence: probationary period based on rule or procedure not followed

· Third offence: suspension or termination

Termination of Employment

 pledges to respect and protect the rights of its employees during the termination process. Employees are encouraged to contact the Canadian Human Rights Commission with specific questions about job termination. When terminating employees,  will:

· Provide a termination notice with a notice period; or

· Provide payment in lieu of a termination notice; or

· Provide a combination of an advance termination notice and payment in lieu of notice. For example, if an employer is required to give four weeks of notice, two weeks of advance termination notice and two weeks of payment would be acceptable.

Requesting and Retrieving a Vehicle


As much in advance as possible, and no later than 10 days before the pick-up date, employees must complete a vehicle request form with reason for vehicle use, locations to be visited, time of pick-up and drop-off, and supervisor’s signature. It must be signed and returned to (FLEET ADMINISTRATOR). Vehicle pick-up and drop-off times should be estimated as accurately as possible to allow for proper accommodation of other employees.


If an employee no longer needs to use a reserved vehicle, the employee should give notice as early as possible to (FLEET ADMINISTRATOR).

On the scheduled date and time of pick-up or drop-off, employees should respect the time the vehicle has been reserved and give ample notice should that time change.
Basic Vehicle Operation Guidelines


Employees are expected to treat company vehicles with an appropriate level of respect and care, demonstrating an attitude of loyalty and pride to the company. Following are basic vehicle operation principles to which employees are required to adhere.
· Always use seat belts.

· Drive defensively. Always anticipate what other drivers on the road might do wrong and plan your mode of escape. Never move through traffic aggressively.

· Respect speed limits and traffic signs. Follow all traffic signals.
· Always lock the vehicle and apply the parking brake when getting out, even if the vehicle remains in sight.
· During long trips, take breaks every four hours. Never drive more than 10 hours during a 24-hour period.

· Avoid driving past midnight.

· Avoid driving in dangerous conditions, including drowsiness and inclement weather.

· Remove any trash or personal items before returning the vehicle to .

Traffic Violations

 is not responsible for any traffic violations or parking tickets acquired by violation of local, provincial or federal laws regarding your driving habits and operation of your motor vehicle. Any ticket issued is the employee’s responsibility, even if the ticket is issued while conducting business for .
Refuelling Guidelines


Vehicles should be refuelled when the meter reads one-quarter full. Retain receipts proving the purchase of gasoline and record mileage with each gasoline purchase. For your safety when operating a vehicle, follow these guidelines:

· Turn off the vehicle’s engine while refuelling.

· Never smoke, light matches or use lighters while refuelling.

· Do not get into the vehicle during refuelling, as this presents a flash fire hazard.

· Do not overfill or top off the vehicle’s fuel tank. The fuel dispenser shuts off automatically when the tank is full.

· Never force the hold-open latch on the gasoline pump with any means other than the latch provided.

Distracted Driving

 is committed to employee safety, and for this reason firmly prohibits all behaviour that distracts employees while they are operating a company vehicle. General guidelines for behaviour while driving are as follows.

· Use of cellphones while driving is strictly prohibited—this includes all functions of the cellphone including, but not limited to, phone calls, text messaging/SMS, email, MMS, Internet use and camera use.

· Use of electronic devices, including laptops, PDAs, cameras and pagers while driving is strictly prohibited unless specifically outlined below.
· Voicemail must handle all calls while driving, and calls may only be returned when stopped or pulled off the road.
· Passengers making or taking calls for the driver is permissible provided the interaction does not affect the driver’s performance.
· Regular callers must be informed that you will not be available while driving and should be notified of the best times to call based on driving schedule.
· Employees who receive calls from co-workers who are driving are obligated to ask that the co-worker call back at a more appropriate time.
Headset/Hands-Free Use [CHECK PROVINCIAL/TERRITORIAL REGULATIONS BEFORE INCLUDING THIS SECTION]

The use of headsets or hands-free devices while driving is permissible IF:

· Device is pre-approved by  for use

· Use of the device does not cause distraction (for example, fiddling with the device or taking eyes off road to get it to function properly)

· Any dialling or use of the handset is done while stopped or pulled to the side of the road

· Conversations do not interfere with the driver’s ability to drive safely

· Road conditions are generally good and do not threaten your safety

Emergency Calls

The only exception to the cellphone use guideline is calls placed to 911. If placing or accepting an emergency call, it should be kept short with a hands-free option if available. The vehicle should be pulled over if possible.
GPS Systems

 understands that sometimes, especially when travelling in unfamiliar areas, drivers require assistance with directions. GPS systems are extremely helpful devices, but they can also be distracting if used improperly. Employees must adhere to the following:
· Mounted GPS systems may not block or obstruct the driver’s view in any way

· GPS systems must be voice-narrated and must not require that the driver look away from the road to follow instructions

· Employees may not program the system while in motion

· Programming or otherwise engaging with the GPS screen may only occur while stopped or while pulled off the road

MP3 and Other Audio Devices

In some cases, worrying about music selection or touching dials and buttons on the radio, MP3 player or other audio device may be just as dangerous as cellphone use. It takes eyes and concentration off the road, which is not permissible under  policy.  does allow employee use of personal, portable audio devices. However, the company does not want to eliminate the employee’s ability to enjoy music while behind the wheel, so employees must follow these guidelines:

· Employees may not take eyes off the road to adjust music settings 

· Programming music settings while stopped, pulled off the road or before departing is permissible behaviour

· Employees may not under any circumstances use MP3 players or other handheld electronic audio devices with headphones
Preventive Maintenance
To maintain the safety and integrity of the vehicle,  will provide the necessary resources to ensure all vehicles are operating properly. All routine motor vehicle maintenance will be done according to the manufacturer’s specifications. Critical components that must always be controlled, maintained and promptly repaired are: brakes, tires, suspension, steering, lights, mirrors, windows and windshield wipers.
Pre-Trip Inspections

Employees are required to conduct pre-trip vehicle inspections. Any unsatisfactory result requires a Fleet Hazard Identification form to be completed and forwarded to an employee’s immediate supervisor. Thereafter, the identification form will be forwarded to the maintenance department to confirm the equipment malfunction, complete repairs, and sign off on the completed identification form.

Placing a Vehicle Out of Service

The fleet administrator must conduct thorough post-trip vehicle inspections to ensure the vehicle’s safety for its next driver. When a defect in the vehicle is found that qualifies it as unfit, unreliable or unsafe for ordinary use, the fleet administrator must immediately take the vehicle out of service and fill out the Fleet Hazard Identification Form indicating the nature of the defect. The form should be forwarded to the maintenance department to confirm the defect and repair it if possible.

Vehicle Inventory

(FLEET ADMINISTRATOR) will be responsible for maintaining a database of each vehicle’s make, model, department, VIN number and licence plate number. (FLEET ADMINISTRATOR) will also manage and update a log for each vehicle, including its location at any given time and the person who is driving it. The administrator will also take inventory of any minor defects or needed repairs, and schedule needed maintenance work as necessary.
Accident Investigation Procedures

 realizes some accidents are unpreventable. Drivers should seek medical attention immediately, if necessary. Supervisors and drivers will be trained in post-accident procedures to obtain the details of the accident and document the damage. Providing detailed facts of the accident will help our insurance carrier deter fraudulent third-party insurance schemes.

All accidents and near misses need to be reported as soon as possible is so that proper care can be taken to ensure the incident does not occur again. Employees’ training can be reviewed or new training can be established to prevent these types of incidents in the future.

All vehicles will be supplied with an accident claims kit, a pen and a disposable camera. Drivers are required to document all details of the accident, including traffic flow, speed limits, stop lights/signs, weather conditions and citations issued. Pictures should be taken to document the extent of damage to all vehicles involved.

Once this information is secured, the driver is to report all accidents immediately to the dispatcher and/or supervisor. If the vehicle is inoperable, arrangements need to be made for towing and delivery of cargo, if necessary. Transportation of dangerous goods and any necessary containment or cleanup will be coordinated by dispatcher, supervisor and/or driver.
If accidents or incidents are not reported within 24 hours, disciplinary action will be taken.

-
First offence: written warning/review of procedures

-
Second offence: probationary period based on severity of accident or near miss

-
Third offence: suspension or termination based on severity of accident or near miss

Company Vehicles for Personal Use
Personal use of company vehicles is prohibited without prior permission from management. If permission is granted, the employee assigned to the vehicle will be the only driver allowed to operate the vehicle. In all other cases, use of the company vehicle is limited to travel to and from work and work-related events. Any errand or travel that is not directly work-related is considered personal travel. The vehicle is not to be used for personal or entertainment purposes. Employees are expected to use their discretion.
Prohibited Behaviour


Use of company vehicles is a privilege. Behaviours that result in suspension or permanent loss of driving privileges include:

· Driving while under the influence of drugs or alcohol

· Negligent homicide

· Operating a vehicle with a suspended licence

· Using a motor vehicle for commission of a felony

· Aggravated assault with a motor vehicle

· Reckless driving

· Hit and run

· (# OF) convictions for moving violations 

· Use of a company vehicle without authorization

· Three or more major traffic violations

· More than two preventable accidents involving personal injury or property damage in any three-year period

Specialty Vehicles

Golf carts and other specialty vehicles (including scooters, mules and quad vehicles) in use on  property to move people and materials around the facility require specific precautions.

· Vehicles must travel at an acceptable speed, slowing down in wet or slippery conditions.

· Vehicles must yield to pedestrians.

· Vehicles must keep to designated paths and roadways, staying off major streets. Carts may not block traffic paths where parked.
· Vehicles may not carry more passengers than the cart is designed to accommodate. If the vehicle is equipped with seat belts, they must be used.

· All passengers must keep hands, feet and other body parts inside the vehicle.

· The driver must be aware of surroundings, paying attention to driving signs and warnings, even if they are directed at autos and listening for warnings like emergency vehicle sirens, children playing or other vehicles.

· Adhere to all applicable traffic laws.

Selecting Company Vehicles

Managers charged with selecting company vehicles should keep the following general guidelines in mind:

· Gas mileage of the model must not be less than (INSERT DESIRED  L/100 km)
· Vehicles that demonstrate “best in class” status for crash-worthiness are preferable

· Vehicles that receive five stars for both front and side impact test are preferable

· Vehicles with five-star rollover ratings are preferable

Securing Loads:

 is dedicated to the proper securement and safe transportation of all cargo. If cargo is safely and properly secured, driver safety can be ensured.

Basic requirements of cargo securement:

· Cargo should first be checked so that it cannot leak, fall off, fall through or shift in transit.

· After being loaded, cargo should be checked every three hours or every 200 kilometres (whichever comes first) and when the driver changes his duty status.

· The cargo securement systems need to be checked periodically for knots, damaged parts and cracks.

· The cargo securement systems should be able to contain the cargo regardless of the cargo’s shape or size.

· Working load limits on all cargo securement systems should be followed.

· Steel strapping, blocking systems, rub rails, tie downs, edge protectors and timber all need to be inspected so that these devices are being used correctly.

Hours of Service:

A driver must stop driving once he or she has accumulated:

· 13 hours of driving time in a single day

· 14 hours of on-duty time in a single day

· 16 hours elapsed time from the start of the work shift

This means that the driver must take at least 10 hours off in a single day. At least two of these hours must not be consecutive. Here’s an example of a compliant day, starting at 8 a.m.
· 8 a.m. – 8:30 a.m.: loading the truck

· 8:30 a.m. – 1 p.m.: driving

· 1 p.m. – 2 p.m.:  lunch (off-duty)

· 2 p.m. – 6 p.m.: driving

· 6 p.m. – 7 p.m. : dinner (off-duty)

· 7 p.m. – 11:30 p.m.: driving

· 11:30 p.m. – 12 a.m.: unloading the truck

· 12 a.m. – 8 a.m.: sleep (off-duty)

Fleet Safety Policy

Notice to Employees

Traffic-related motor vehicle accidents are the leading cause of work-related fatalities. The environment in which these accidents occur involves a number of complex factors, of which the majority are uncontrollable. The purpose of ’s Fleet Safety program is to provide the means to reduce such factors to eliminate unnecessary injuries and fatal circumstances. We value our employees not only as employees but also as human beings crucial to the success of their family, the local community and .
All employees are expected and required to actively participate in this program for their own health and well-being.  encourages its employees to take a proactive approach in identifying potential hazards by promptly reporting them to their supervisor.
*** Use of seatbelts and other safety devices is mandatory. ***
MVRs will be requested periodically at a minimum of at least once per year. Management reserves the right to use its discretion in determining an unsatisfactory MVR. As a guideline, (# OF) violations in the past three years will be grounds for an unsatisfactory MVR and cause for termination and/or disciplinary actions.
[CHECK PROVINCIAL/TERRITORIAL REGULATIONS BEFORE INCLUDING THIS SECTION]

 conducts drug and alcohol testing after an incident or if use is suspected. Driving under the influence of alcohol or other illegal substances is grounds for termination.
New hire and periodic employee training will be offered. All employees are expected and required to actively participate in identifying training needs as well as program development. Programs will consist of classroom and on-the-road modules. Training will focus on but not limited to defensive driving techniques and behaviour modification.
We encourage all employees to report any and all maintenance and malfunction issues immediately to their supervisor.  realizes that a proper working vehicle is the first step to ensuring everyone’s safety.
All vehicles will be supplied with an accident claims kit, a pen and a disposable camera. Drivers are required to document all details of any accident: traffic flow, speed limits, stop lights/signs, weather conditions, citations issued, etc. Pictures should be taken to document the extent of damage to all vehicles involved. REPORT ALL ACCIDENTS IMMEDIATELY TO YOUR DISPATCHER OR SUPERVISOR.

Personal use of company vehicles is prohibited without prior permission from management.
I have read ’s Fleet Safety Policy and understand its expectations of me as an employee.
_____________________________________

______________________________

Employee’s Signature




Date

’s

Fleet Safety Policy

Our Pledge to You

We expect our employees to demand the resources and support to adhere to this Fleet Safety Policy. Our pledge to you ensures your safety concerns will be met.
We pledge to:
· Provide a safe working environment.
· Maintain vehicles on a regular schedule.

· Train drivers in safe driving practices and proper use of vehicle safety features. Training is performance-based and will be periodically repeated.
· Establish schedules that allow you enough time to obey speed limits and that limit your hours of vehicle operation time according to the regulations.
· Coordinate shipments as to provide you the proper rest both physically and mentally.

· Make sure that newly purchased vehicles are equipped with appropriate occupant protection and other safety features.
If you identify a hazard, equipment malfunction or unsafe procedure, please notify us immediately so we can review the situation and make corrections accordingly. Together we can create a safe working environment!

______________________________________
________________

President’s Signature





Date

______________________________________
________________

Return to Table of Contents

Vehicle Inspection
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	Inspector Name:      
	Date:      

	Inspector Signature:      
	Vehicle Type:      

	Motor Carrier Name:      
	Lic. Plate #:      

	Fleet Unit Number:      
	VIN Number:      


	Steering Mechanism
	OK
	Needs Repair
	Date Repaired

	Steering wheel free play
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Steering column
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Front axle beam and all steering components other than steering column
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Steering gear box
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Pitman arm
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Power steering
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Ball and socket joints
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Tie rods and drag links
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Nuts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Steering system
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Suspension
	OK
	Needs Repair
	Date Repaired

	Any u-bolt(s), spring hanger(s) or other axle positioning part(s) cracked, broken, loose or missing resulting in shifting of an axle from its normal position
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Spring assembly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Torque, radius or tracking components
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Frame
	OK
	Needs Repair
	Date Repaired

	Frame members
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Tire and wheel clearance
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Adjustable axle assemblies (sliding subframes)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Wheels and Rims
	OK
	Needs Repair
	Date Repaired

	Lock or side ring
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Wheels and rims
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Fasteners
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Welds
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Windshield Glazing
	OK
	Needs Repair
	Date Repaired

	Requirements and exceptions as stated pertaining to any crack, discouloration or vision reducing matter
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Windshield Wipers
	OK
	Needs Repair
	Date Repaired

	Any power unit has an inoperative wiper or missing/damaged parts that render it ineffective
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Lighting Devices
	OK
	Needs Repair
	Date Repaired

	All lighting devices and reflectors operable
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Safe Loading
	OK
	Needs Repair
	Date Repaired

	Part(s) of vehicle or condition of loading such that the spare tire or any part of the load or dunnage can call onto the roadway.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Protection against shifting cargo
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Brake System
	OK
	Needs Repair
	Date Repaired

	Service brakes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Parking brake system
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Brake drums or rotors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Brake hose
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Brake tubing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Low pressure warning device
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Tractor protection valve
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Air compressor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Electric brakes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Hydraulic brakes
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Vaccuum systems
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Coupling Devices
	OK
	Needs Repair
	Date Repaired

	Fifth wheels
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Pintie hooks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Drawbar/towbar eye
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Drawbar/towbar tongue
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Safety devices
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Saddle-mounts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Fuel System
	OK
	Needs Repair
	Date Repaired

	Visible leak
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Fuel tank filter cap missing
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Fuel tank securely attached
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	Exhaust System
	OK
	Needs Repair
	Date Repaired

	Any exhaust system determined to be leaking at a point forward of or directly below the driver/sleeper compartment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	A bus exhaust system leaking or discharging to the atmosphere
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	No part of the exhaust system of any motor vehicle shall be so located as would be likely to result in burning, charring or damaging the electrical wiring, the fuel supply or any combustible part of the motor vehicle
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	Inspector Name:      
	Date:      

	Make:      
	Model:      

	Vehicle Number:      
	Mileage:      

	Location:      
	Year:      


	Item to be Checked
	PASS
	FAIL
	COMMENTS

	Headlights
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Taillights
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Turn Signals
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Brake Lights
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Reflectors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Tires and Rims
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Battery
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Radiator & Hoses
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Exhaust System
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Suspension
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Fuel System
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Oil/Water Leaks
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Water Level
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Transmission
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Instruments and Gauges
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Horn
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	
	PASS
	FAIL
	COMMENTS

	Windows and Windshield
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Windshield Wipers and Washer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Speedometer
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Steering
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Brake System
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Seat Belts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Seats
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Heater/Defroster
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Mirrors
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Safety Equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Accident Kit
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Other
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Body Damage (Describe):

Remarks:

Inspector Signature: ____________________________________________________________________________

Return to Table of Contents

Date:

Department:
Hazard or unsafe procedure identified:

Vehicle#:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommendations to provide a safer work environment/required maintenance:
________________________________________________________________________________________________________________________________________________________________________

Corrective Action Taken: (To be completed by Supervisor)

Date corrective action completed: _______________ Completed By:  _______________

(To be completed by Supervisor/Mechanic)

Supervisor Signature:  ___________________________

Employee Signature:  ____________________________
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Load and Hours Tracking
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	Driver Load Sheet

	Driver Name:

	Date:
	Load Number:

	Tractor Number:
	Trailer Number:

	Shipper:
	Destination:

	Beginning Mileage:
	Ending Mileage:

	Total Kilometres:


	Driver Load Sheet

	Driver Name:

	Date:
	Load Number:

	Tractor Number:
	Trailer Number:

	Shipper:
	Destination:

	Beginning Mileage:
	Ending Mileage:

	Total Kilometres:
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Driver Name: ______________________________________


Load Number: _________

	Schedule of Loads and Drops

For the week of: _____________

	Pick up Destination #__:
	Drop Off Destination:

	Date:
	Time:
	Date:
	Time:

	Cargo temperature needed:
	Cargo securement needs:

	Other notes:


	Pick up Destination #__:
	Drop Off Destination:

	Date:
	Time:
	Date:
	Time:

	Cargo temperature needed:
	Cargo securement needs:

	Other notes:


	Pick up Destination #__:
	Drop Off Destination:

	Date:
	Time:
	Date:
	Time:

	Cargo temperature needed:
	Cargo securement needs:

	Other notes:
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	Shipper/Co-signer:
	Carrier:

	Consignee:
	Emergency contact number:

	Location of receipt:
	Loading location:

	Discharge location:
	Destination:

	Additional handling information:

	Number of packages:
	Type of packages:

	Description of goods:

	Gross weight (kg):
	Total explosive quantity:

	Container ID number:
	Vehicle registration number:

	Container size/type:
	Vehicle size/type:

	Seal number(s):
	Tare mass:
	Total gross (including tare):

	

	It is declared that the packing of the goods acknowledged above has been carried out in compliance with pertinent provisions.
	It is declared that the contents of this shipment are truthfully described above and are in proper condition for transport according to pertinent provincial and federal regulations.

	Company packaging container(s):
	Company shipping container(s):

	Location where packaged:
	Date when packaged:
	Location shipped from:
	Date:

	Name/status of declarant:
	Name/status of declarant:

	Signature of declarant:
	Signature of declarant:
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	Driver Name: 
	Month/Year:


	DRIVERS MAY PREPARE THIS IF THE FOLLOWING APPLIES:

· Operates within a 160 kilometre (100 mile) radius of headquarters (HQ)

· Returns to HQ each day to begin eight consecutive hours rest

· Accurate records are kept for a minimum of six months.
	INTERMITTENT DRIVERS

Shall complete this form for seven days preceding any day driving is performed. This includes the preceding month.

Indicate “days off” check box if no driving is performed during this month and the first 7 days of the following month.

	Date
	Start Time “All Duty”
	End Time “All Duty”
	Total On-Duty Hours
	Driving Hours
	Truck Number
	Headquarters

	1st
	
	
	
	
	
	

	2nd
	
	
	
	
	
	

	3rd
	
	
	
	
	
	

	4th
	
	
	
	
	
	

	5th
	
	
	
	
	
	

	6th
	
	
	
	
	
	

	7th
	
	
	
	
	
	

	8th
	
	
	
	
	
	

	9th
	
	
	
	
	
	

	10th
	
	
	
	
	
	

	11th
	
	
	
	
	
	

	12th
	
	
	
	
	
	

	13th
	
	
	
	
	
	

	14th
	
	
	
	
	
	

	15th
	
	
	
	
	
	

	16th
	
	
	
	
	
	

	17th
	
	
	
	
	
	

	18th
	
	
	
	
	
	

	19th
	
	
	
	
	
	

	20th
	
	
	
	
	
	

	21st
	
	
	
	
	
	

	22nd
	
	
	
	
	
	

	23rd
	
	
	
	
	
	

	24th
	
	
	
	
	
	

	25th
	
	
	
	
	
	

	26th
	
	
	
	
	
	

	27th
	
	
	
	
	
	

	28th
	
	
	
	
	
	

	29th
	
	
	
	
	
	

	30th
	
	
	
	
	
	

	31st
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Employee Vehicle Use

Return to Table of Contents

Employee Vehicle Use Request

	Employee Name
	Date of Request

	Reason for Vehicle Use



	Places Visiting

	Vehicle Pick-Up Date
	Vehicle Pick-Up Time
	Vehicle Drop-off Date
	Vehicle Drop-off Time

	Additional Notes

	Employee Signature

X
	Date

	Supervisor Signature

X
	Date


Return to Table of Contents

Employee Vehicle Sign In/Out

Sign Out

	Employee Name:
	Date:
	Time:

	Location:
	Vehicle ID Number:

	Make:
	Model:

	Odometer:
	Fuel Level:

	Defects Noted Prior to Use:

	Employee Signature

X


Sign In

	Date:


	Time:

	Location:

	Odometer:
	Fuel Level:

	Notes:

	Employee Signature

X

	Fleet Administrator Signature

X


Return to Table of Contents

Employee Vehicle Sign In/Out Log
	Vehicle ID Number:
	Make:
	Model:


	Employee Name
	Date/Time Out
	Odometer Out
	Date/Time In
	Odometer In
	Signature
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Effective Date: 


Revision Number: 1











This toolkit is merely a guideline. It is neither meant to be exhaustive nor meant to be construed as legal advice. It does not address all potential compliance issues with federal, provincial or local standards. Consult your licenced commercial property and casualty representative at Thor Insurance & Registries Ltd or legal counsel to address possible compliance requirements. © 2013 Zywave, Inc. All rights reserved.

