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Drivers
The Vehicle Incident Prevention Program (VIPP) gives your agency the analytical tools to identify and treat behaviors that contribute to these kinds of Systems Failures.
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Section 1: Introduction

The Vehicle Incident Prevention Program is a mandatory program if you’re a state agency, board or commission who has been placed on trial status per OAR 125-155-0200.  Otherwise, it is a voluntary program.  You’re free to use these guidelines, develop your own standards for training and driving records, or mix and match.  Plans and standards should adhere to State Vehicle Use and Access Rules, OAR 125–155 (http://arcweb.sos.state.or.us/rules/OARS_100/OAR_125/125_155.html). 

VIPP applies to drivers who are authorized to operate vehicles on state business.  This usually means state employees, agents, and volunteers.  In certain circumstances, authorized drivers may also include temporary service providers, permitted contract drivers, chauffeurs, or university students.  

VIPP is designed to reduce
· citizen complaints
· traffic citations

· collisions

arising out of the operation of vehicles on state business.  Collectively, they are called vehicle incidents.  
Why don’t we just call collisions “accidents?”  An “accident” is an unplanned event or unintended result.  The connotation of the word “accident” implies something cannot be prevented or over which people have no control.  Accidents are a “surprise” to everyone involved.  Since they are not planned and no one meant for it to happen, no one can be blamed or held accountable.  It takes away responsibility.  That makes planning and prevention difficult.  

Collisions are also unplanned.  Most of the time they shouldn’t come as a surprise if you know what to look for.  An incident analysis will usually reveal pre-existing systems failures that contributed to them.  Traffic citations and citizen complaints involve the same systems failures that contribute to most vehicle collisions.  Knowing that, systems can be evaluated and prevention planned.

In order to derive the maximum benefit from VIPP, these elements are essential:

Participation and Expectations

Everyone’s participation is vital to the success of the program.  You should communicate your agency’s expectations for safe driving in a policy statement distributed to all of your authorized drivers.  It should be periodically repeated in e-mails, memos, newsletters, or as an agenda item in staff meetings. 

Development of a Policy Statement 
You should state expectations that conform to your culture and further your mission.  Here’s a sample policy statement:  

[Name of agency, board or commission] promotes the safety of authorized drivers who operate vehicles on state business.  We do this because driving is the most dangerous routine task performed by our employees.  This Vehicle Incident Prevention Program is designed to reduce citizen complaints, traffic citations and collisions arising out of the operation of vehicles on state business.

We analyze incidents (defined as a traffic citation, citizen complaint or a collision) to identify systems failures. This process is primarily designed to focus on “what” is at fault rather than “who” is at fault.  We discover pre-existing system failures on the part of management, equipment, or the driver.  The emphasis is therefore on preventing the same kind of incident from happening again.  We try to do this by taking corrective action to change behaviors that contribute to the systems failures.

Your policy should state that employees are required to inform their supervisor, agency risk coordinator, safety manager, or VIPP Coordinator of all collisions that occur while driving on state business, traffic citations that are issued while driving on state business, or any restriction or limitation that is placed on their driver’s license or their ability to drive.

You may also want to include that failure to maintain an acceptable driving record, whether due to on the job or off the job performance, is grounds for review and possible restriction of job driving duties.  This failure to maintain an acceptable driving record may result in reassignment, demotion, suspension, or termination.

Establishing and Achieving Vehicle Incident Reduction Goals

The first step in reducing your incident level is to review your vehicle use policy.  Consider these basic elements:

· Does it clearly state your driving expectations?  

· Does it conform to your culture?  

· Does it further your mission?  

· Does it comply with the State Vehicle Use and Access Rules, OAR 125-155?

Then, do a comprehensive analysis of vehicle incidents.  You may want to seek assistance from your agency’s risk coordinator, safety manager or DAS-Risk Management.  Determine where in the organization the incidents are occurring.  What kind of incidents are they?  Are there any common factors?  Are the same drivers experiencing them?  What steps can be taken to prevent these incidents from happening again?

Determine actions and set clear incremental goals.  Focus on benchmarks that measure behaviors.  For example, you may target an improvement in the completion rate of defensive driver training to 90% of all drivers.  It’s preferable to establish intermediate time periods ( for example, between 3 months and one year ( to effectively evaluate progress and achieve measurable goals. 

Monitor your reduction of incidents.  Each year, DAS-Risk Management assists agencies by publishing an annual vehicle report for all state agencies.  It shows you how your agency ranks with all others in terms of incident rate per 12,000 miles.

Give drivers feedback on your agency’s progress in achieving goals.  Continue to set new goals.  Talk about them in staff meetings.  Use your newsletter.  Keep vehicle incident reduction goals on the front burner all the time, not just when your risk allocation charge is increasing.

Modifying Behaviors that contribute to Vehicle Incidents

Establishing and achieving vehicle incident reduction goals only address the symptoms of systems failures.  To treat the underlying causes, it’s necessary to address the systems failures themselves.  

Be aware of the fact that driver behaviors are not always the source of systems failures.  Systems failures may very well include management behaviors such as hiring policies, training, or oversight of vehicle safety programs.  

Promoting Awareness of the VIPP
Appoint a VIPP Coordinator to implement the program.  The best results are obtained when the VIPP Coordinator has the open support of Administrators and:

· Ensures that all of your authorized drivers are aware of the program;

· Communicates the essential elements of the behavior-based incident analysis philosophy and process;

· Articulates your expectations of driving behaviors; and  

· Ensures that everyone’s familiar with the State Vehicle Use and Access Rules and aware that there may be consequences for violating them.  

This should all be done both as a part of new employee orientation and on a periodic basis.  

The VIPP Coordinator may also administer the defensive driver training class (Section 9).

Identifying Who Manages and Reports on Driving Issues
Immediate supervisors usually manage and review vehicle incidents.  They should maintain detailed files for each driver involved.  This data is essential for administering corrective action.  

Decide who in your agency will report on driving issues, and then determine:

· What types of reports will need to be generated, when, for whom, and how often?

· What kind of data will need to be placed into a database from each incident?

Recognizing Performance

Recognition for safe driving reaps benefits.  One way you can accomplish this is to recognize individual drivers, or even entire units and departments. 

However you decide to go about this, develop specific criteria and furnish recognition on a regular basis.

Section 2: Citizen Complaints and Traffic Citations
Citizen Complaints

Complaints about state drivers from citizens and other state drivers are received almost every working day for:

· Improper Operation ( allegations of speeding, running stoplights, and similar types of offenses 

· Misuse ( allegations of improper use of state vehicles, principally the perception that public property is being used for personal business.  Misuse complaints are usually unfounded.  This is because many missions that state drivers undertake, especially transporting social services clients at odd hours, can easily be misinterpreted by the public.

Citizen complaints are performance issues directly related to the conduct of official state business.  Also, there’s a correlation between citizen complaints and vehicle collisions.  Therefore, they’re taken very seriously. The citizen complaints are entered into the Risk Management database and trigger a formal review of the facts.  We hope that this action will help managers and supervisors consider solutions to improve driving and our public image.  We do send a letter thanking the citizen for his report and informing him or her that action is being taken.  

We don’t disclose what action may be taken, nor do we reveal the state driver’s name.  Legally, this is a matter of public record.  However, we’re sensitive to the possibility that a state worker could become the subject of unwanted attention.  If this were to be suspected, we could, and we would, continue to keep the employee’s name confidential.  

Traffic Citations
DAS-Risk Management is notified by various law enforcement agencies whenever they issue traffic citations, including photo radar citations, to drivers of state vehicles.  The annual number of traffic citations very nearly tripled over the course of the 1990’s.  

Like citizen complaints, traffic citations are performance issues that are taken seriously.  traffic citations are entered into the Risk Management database and trigger a formal review. 

Section 3: How to Identify Positions that Have Driving as an Essential Element

“Essential” Driving

Essential driving is driving that’s absolutely necessary to perform required job functions.  For example, drivers of ODOT sanding trucks fall in this category.  So do DHS employees or volunteers whose position descriptions require them to transport agency clients. 

“Incidental” Driving
By comparison, position descriptions may include a requirement for state employees to travel to locations remote from their duty station.  In this case, there’s no requirement to actually operate a vehicle.  Therefore, driving would merely be one of the available transportation choices to accomplish the travel, including carpooling and public transit.  

If the state employee chooses to travel by driving, this is classified as incidental driving.  It makes no difference whether the state driver uses his or her own vehicle, a rental vehicle or a state vehicle.  In this regard, it’s important to note that the State Vehicle Use and Access Rules apply to the operation of vehicles on state business.  Thus, operation of an individual’s own vehicle or a rental vehicle on state business is subject to the rules. 

“Essential” versus “Incidental” Test

To determine if driving is essential to a position, ask the question: Could the job duties be performed if the individual couldn’t drive? If the answer is “No,” driving is essential to performing the duties of the position.  Individuals who meet this criterion should have it described in their position description.  Position descriptions for essential drivers should also include wording such as: “The individual shall have and maintain an acceptable driving record”.

Section 4: Establishing Procedures for Checking Driver Records

New Personnel 
The best way to have safe drivers in your organization is to hire people who have a history of safe driving.  The key to this is checking both the driver’s license and driving record.  
What do you check the driver’s license for?  Oregon residents must possess a Class C driver’s license.  This allows a person 18 years or older to drive a car or any single vehicle with a loaded weight of up to 26,000 pounds and accommodating up to 15 people.  (Drivers who are residents of another state must possess an equivalent license issued by their state of legal residence.)

The following driver licenses and permits are NOT acceptable under the Vehicle Rules: 

· Provisional Class C licenses

· Class C instruction permits

· Special student driver permits

· Emergency driver permits

· Hardship and probationary permits

· Any Class C licenses (or equivalent issued by another state) that have a restriction for anything other than wearing corrective lenses.

How do you check driving records? You can obtain information from DMV by mail, through their Automated Reporting System (A.R.S.), through DMV’s Interactive Voice Response System (IVR), or by direct terminal access.  For further information on these various options, go to http://www.oregon.gov/DAS/SSD/Risk/VehicleDMVChecks.shtml.  You can also require that finalists provide a certified and sealed copy of their driving record.  Be sure that you see the complete driving record for on and off the job incidents.

It’s critical that driving records be checked before you make a job offer.  Ideally, you’d establish having an acceptable driving record as a minimum qualification to screen out disqualified applicants prior to an interview.

Review the driving record over the preceding 24-month period. You would probably want to disqualify a High Risk Driver using the following criteria in OAR 125-155-0200.  Agencies are free to establish more stringent criteria if programs and agency risks indicate a need.
1. A misdemeanor or felony traffic offense in the last 24 months.  This includes reckless driving, driving under the influence of intoxicants, failing to perform the duties of a driver, criminal driving while suspended or revoked, fleeing or attempting to elude a police officer and others; or

2. Felony revocation of driving privileges or felony or misdemeanor driver license suspension within the last 24 months; or

3. More than three Class B traffic violations in the last 12 months; or

4. A Class A moving violation in the last 12 months.  (Class A is the most serious level of violation, e.g., going 30 mph over the limit.)

You may also wish to establish an acceptable record based on a maximum number of traffic citations over a specific time frame.  When driving criteria are established, clearly state them in the recruitment announcement.  

If driving is essential for an open position, the recruitment announcement should include a statement informing applicants that an offer will be contingent upon proof of a valid driver’s license and an acceptable driving record.  To be effective, this requirement should apply to all new personnel, including temporary, limited duration, and full time employees, current employees applying for the position, as well as job rotations.  

If an applicant’s driving record isn’t acceptable, you should seriously consider having a policy in place that disqualifies the applicant unless there’s some exceptional consideration.  Past driving behavior is a reliable predictor of future driving behavior.  Selecting people for driving positions who have a history of unsafe driving places not only the driver at risk, but also passengers and the general public.  
If driving is incidental for an open position, alternative means of transportation may be considered for an individual who does not meet requirements.  Options include carpooling, public transit, taxi, and bicycle. 

New Hire Checklist

· Verify driver’s license is acceptable under the State Vehicle Use and Access Rules.

· Verify DMV driving record is acceptable.  Check complete driving record.

· Suspend file for ninety days (essential driving) or six months (incidental driving) for receipt of documentation of successful completion of defensive driver training.

· Employee articulates familiarity with the State Vehicle Use and Access Rules, including the definition of “personal use” and “official state business.”

· Employee articulates familiarity with agency, board, or commission policy.

· Employee articulates expectations of the agency, board, or commission in regard to maintaining a good driving record and what the consequences are for not meeting these expectations. 

Current Drivers

The driving records of employees, who operate vehicles on state business to transport clients, drive long distances, or drive frequently should be reviewed at least every three years.  This would apply to drivers of state, rental, or private vehicles operated on state business.  

If you do establish a new requirement for your agency, you must inform employees of the change in policy and give them an opportunity to come into compliance.  If it affects represented personnel, it’s a good idea to discuss this first with your labor relations manager.   

An interim review should also be done of a driver who receives a citizen complaint (unless it is determined to be for unfounded misuse).  With the exception of citizen complaints, standards for an acceptable driving record should be the same for current employees as for newly retained staff. 

Checklist For Current Driver Review

· Verify driver’s license is acceptable under the State Vehicle Use and Access Rules.
· Verify DMV driving record is acceptable.  Check complete driving record.

· Assess citizen complaints, if any.

· Verify and document date of successful completion of defensive driver training.

· Employee articulates familiarity with the State Vehicle Use and Access Rules, including the definition of “personal use” and “official state business.”

· Employee articulates familiarity with agency, board, or commission policy.

· Employee articulates expectations of the agency, board, or commission in regard to maintaining a good driving record and what the consequences are for not meeting these expectations. 

Section 5:  The Incident Review Panel Process

Why conduct an incident analysis of collisions, traffic citations, and citizen complaints?  

· To determine whether systems failures contributed to, or caused the incident.

· If so, what countermeasures or best practices would correct the systems failures? 

Who should conduct an incident analysis?

· A review panel that is based on any of the following models:

· An official standing committee, special committee, or safety committee.

· A committee with at least one management member.

· Any agency appropriate model.

The immediate supervisor or manager of the state driver should also be involved on an ad hoc basis.

What should review panel member qualifications be?

· No more than one vehicle incident during the past three years.

· Completion of an approved defensive driver training class (such as Roadcraft Advanced Driver Program, SAIFer Driver Plus) within the past three years.

· Completion of incident analysis training.

· Highly conversant with

· State Vehicle Use and Access Rules, OAR 125-155 http://arcweb.sos.state.or.us/rules/OARS_100/OAR_125/125_155.html
· Oregon Driver Manual (pdf)
http://www.odot.state.or.us/forms/dmv/37.pdf
· Agency policy.

What should be analyzed following an incident?

· Management systems

· Equipment systems

· Driver systems (To avoid violating confidentiality, the review panel should not have access to any personal information about any driver except for information about the individual’s DMV and agency driving record.)

· Any other factors that may have contributed to, or caused the incident. 

When should an incident analysis be conducted?

· The analysis process should begin as soon as you are made aware of the incident.  This helps to ensure that valuable information and facts are not lost.  

How should the incident analysis be conducted?

· Consider these suggestions:

· Speak with the driver, passenger(s), and any other involved parties.

· Question each person separately when possible.

· Ask them what happened using open-ended questions.

· Gather and document all facts possible.

· Insure consistent follow-up methods are used to see that the desired results are reached.
· Use a standard format and process. 

Section 6:  Incident Analysis, Systems Failures and Corrective Action

Incident Analysis 

Analysis of traffic citations, citizen complaints, and collisions can help you determine whether systems failures were contributing factors to the incident.  

Systems Failures

Incident analysis is facilitated by identifying systems failures using a “MED” (Management Equipment Driver) Analysis.  Use the following outline as a general guide.  “No” responses are indicative of systems failures.  

Management Systems Failures   

· Policy  Were driving policies and performance expectations clearly communicated and enforced? 

· Job Description  Did the driver’s position description encompass driving?  Did it encompass the type of driving being conducted at the time of the incident?

· Accountability  Have agency drivers been held accountable for following state laws and agency rules, policies, and procedures on vehicle use?

· Training  Was driver properly oriented to and/or trained to operate the specific type of vehicle? 
· Safety  Had driver completed Roadcraft Advanced Driver Program, SAIFer Driver Plus or other defensive driver training?

· Countermeasures  If the same kind of systems failure had been identified as a cause or contributing factor in a previous incident, had corrective action been taken?  If it had, why wasn’t it effective? 

· Hiring  Was the hiring process effective in screening out individuals who did not have a history of safe driving? 

· Productivity  Did driver have adequate time to complete tasks?  Is there generally enough time allocated for travel?

· Road Condition  Was driver required to operate the vehicle in a dangerous environment?

· Weather  Was the driver required to operate the vehicle in inclement weather conditions?

· Maintenance  Is the reporting system for correction of vehicle problems well known and user friendly?

Equipment Systems Failures
· Maintenance  Was vehicle mechanically sound? Are mechanical problems corrected immediately?  Is preventative maintenance conducted on a regular basis?
· Passenger Restraints  Did airbags deploy and did seatbelts retain their integrity?

Driver Systems Failures
· Defensive Driving  Had driver completed Roadcraft Advanced Driver Program, SAIFer Driver Plus or other defensive driver training?

· Scope of Duties  Was driver acting within the scope of his or her duties when the vehicle incident occurred? 

· Capabilities  Was driver capable of performing the driving task?

· Expectations  Did driver conform to clearly communicated driving policies and expectations?
· Maintenance Did driver perform a pre-trip safety check?  Did driver report defective equipment before anyone else drove the vehicle?
· Safety Attitude  Did driver demonstrate a positive attitude for safety?

· Road Hazard  Was driver aware of potential road hazards and did driver adjust behaviors accordingly?

· Impairment  Was driver physically and mentally fit to drive? (Consider fatigue, distraction, etc.)

· Protective Devices  Did driver and passengers utilize safety restraints?

· Driver Distractions  Was driver distracted by cell phone, eating, laptop computer or other?

Corrective Action

The principal goal of incident analysis is to identify corrective actions to prevent future incidents.  This is accomplished by instituting countermeasures, particularly best practices to change behaviors.  Use this section if, after your analysis, you conclude that management, equipment, or driver systems failures contributed to the incident.  

Remember, it is very unlikely that only one of these systems failed.  The immediate “cause” of most incidents is driver error.  However, we know that the vast majority of collisions are the result of a series of decisions, habitual behaviors and past practices that need to be addressed during this incident review process.

Management Systems Failure 

After an incident analysis, what initially appeared to be a driver systems failure may turn out to be a management systems failure.  

Management personnel must take the lead in facilitating the safety process. If management deficiencies are identified during an incident analysis, they must be corrected.  This may involve changes in policies, procedures, or practices.

Equipment Systems Failure

These may involve mechanical or design issues for which vendors or third party contractors should bear ultimate responsibility.   An example would be the failure of a particular brand of tires.  In this case, the incident analysis process should reveal design/manufacturing defects as the reason for the equipment systems failure.  

Driver Systems Failure

The agency should adopt a uniformly applied policy to modify driver attitudes and behaviors and to upgrade skills if incident involves improper operation.  (See VIPP Toolkit for various driver training programs and/or other driving resources, (http://www.oregon.gov/DAS/SSD/Risk/VehicleSafety.shtml).  Special attention should be given to evidence of Flagrant Driving Behavior.  This would include any traffic citations or citizen complaints for High Risk Driver behaviors (Section 4).

Isolated Citizen Complaints not for Flagrant Driving Behavior

· Immediate supervisor should discuss concerns with driver and conduct a review of policy and driving expectations.  

· Assess driver skills, knowledge, attitude, and maturity.  Determine whether training is needed.  If driver has not completed a defensive driver training class, he or she should be required to do so 
(http://www.oregon.gov/DAS/SSD/Risk/Training.shtml#Defensive) 

· Emphasize that if additional incidents occur, corrective action may be taken.  

Incidents indicating Flagrant Driving Behavior

· Immediate supervisor should discuss concerns with driver and conduct a review of policy and driving expectations. 
· It is urgent that you make a critical assessment of the driver’s skills, knowledge, attitude, and maturity.  If immature, aggressive, or other problem driving behaviors are identified, you may consider requiring driver to attend counseling or specialized training.  Emphasize that if additional incidents occur, curtailment or loss of state driving privileges may result.  
· Review driving record annually to see whether unreported incidents have occurred.   
Multiple Incidents within 24 Months, or a High Risk Driver Traffic Citation
· Driver has a very serious problem, especially if immature or aggressive driving behaviors persist despite counseling and training.  
· Department head and supervisor should counsel driver and express serious concerns.

· You should seriously consider eliminating driving as a part of duties.  If you decide to do this for an employee in an essential driving position, you should consult your personnel officer.  At a minimum, curtailment of driver’s privilege to operate state vehicles should be considered.  You should consider withdrawing driving privileges across the board if additional incidents are reported.

· Periodically review driving record and property and liability claim records to determine if unreported incidents have occurred. 

Section 7: What Are Your Drivers’ Obligations?

Driver Obligations

You should require that each driver review and sign a written checklist of requirements detailing their obligations.  Keep a copy on file.

The driver agrees that he or she will:

· Possess a valid driver’s license acceptable under the State Vehicle Use and Access Rules, OAR 125-155.

· Report restrictions or limitations on driving privileges.

· Only use state or university vehicles for official state business.

· Not permit any unauthorized person to drive the vehicle.

· Use seat belts or other available restraints and require all occupants to do likewise in accordance with state laws.

· Operate the state or university vehicle in accordance with State Vehicle Use and Access Rules, OAR 125-155 and agency policies. 

· Know and follow all applicable traffic laws, ordinances, regulations, and use safe driving practices at all times.

· Take regular breaks when traveling more than three hours at a stretch.  Take more frequent breaks if driving at night.

· Assume all responsibilities for fines or traffic violations associated with the use of state or university vehicle, rental, or private vehicle on official state business.

· Not drive impaired, under the influence of drugs, prescription or non-prescription, or alcohol, or for any other reason.

· Turn off the ignition, remove the keys, engage parking brake, and lock the vehicle when out of sight of the vehicle, even briefly.

· Drive the vehicle at speeds appropriate for road conditions, and in any case no higher than speed limits.

· Immediately report all incidents (collisions, vehicle damage, traffic citations) to supervisor or designee and as required by law.

Driver’s Signature



Date

Section 8: How to Handle Driver License Suspensions

Driver License Suspension

When you learn that any driver has a suspended driver’s license, you must revoke state driving privileges immediately.  If driving is an essential part of an employee’s position and you are unable to re-assign the employee, consult with your personnel officer before taking any further action.

The employee may ask you to write a letter to DMV in support of a hardship permit application.  A hardship permit gives the individual restricted driving privileges.  In its most basic form, it only allows the employee to drive to and from work within a specified area.  It can – but does not necessarily have to – be expanded to give him or her the ability to drive on the job as well.

Before agreeing to send a letter to DMV on the employee’s behalf, review personnel history, driving and citizen complaint record.  If you decide to take the risk of allowing the employee to drive on state business in his or her own personal vehicle and/or to use a state car, you must obtain Risk Management approval before returning the hardship request to DMV.  Risk Management will require that you submit a written loss control agreement for the employee before we will issue a certificate of insurance coverage to allow him or her to drive on state business.  For further information see http://www.oregon.gov/DAS/SSD/Risk/HardshipPermitsToolkit.shtml. 
If you wish to arrange for the employee to only commute to work in his or her own personal vehicle, write a letter to DMV so stating.  Confirm employment and request a hardship permit, but specify that the request does not include either driving a state vehicle or driving a personal vehicle on state business.  If employee receives another High Risk Driver infraction, you may need to reassign them to a non-driving position.

Section 9: Defensive Driver Training
On July 1, 2005, SAIFer Driver Plus was replaced by Roadcraft Advanced Driver Program, a defensive driver course provided by the Oregon Safety Council.
Roadcraft Advanced Driver Program provides a new approach to driver training and safety, through the psychological process of accepting personal responsibility for actions behind the wheel.  This four-hour program has been designed to improve the driver’s knowledge, experience, and patience.  Roadcraft Advanced Driver Program allows the driver to examine their responsibilities and values while in control of a vehicle.  It teaches risk management hazard perception processing skills and the importance of developing safer driving techniques that skillfully incorporate the “system of vehicle control.”  This modern method of driver training helps the driver to be in control and eliminate many potential dangerous driving hazards. 
Risk Management provides program direction for the Roadcraft Advanced Driver Program.  SAIF provides the class as part of their loss control service to state agencies.  The Oregon Safety Council conducts training sessions throughout the state.
This defensive driver training is available at no charge to any agency, board or commission that:

· Designates a defensive driver coordinator who

· Coordinates Roadcraft Advanced Driver Program classes for agency drivers.  Enrolls agency, board, or commission; promotes and publicizes classes; registers and assures attendance; receives training records; evaluates program; responds to surveys; and handles program complaints.

· Answers agency driver questions and explains policies on vehicle use and driving on state business.

· Informs agency drivers about training requirements.

· Implements the core elements of the VIPP
· Driver Selection: Agency ensures that people who drive on state business have valid driver’s licenses and acceptable driving record.

· Driver Skills: Agency ensures that people who drive on state business know and apply defensive driving techniques appropriate to the type of vehicle and driving conditions.

· Incident Review: Agency drivers report all collisions, incidents and traffic citations occurring on state business.  Agency analyzes and takes corrective action.

Agencies, boards and commissions that do not have the core elements of the Vehicle Incident Prevention Program in place may still enroll as room allows and pay class tuition directly to the Oregon Safety Council.

Section 10: Agency Specific Applications

Agencies Transporting Minors

The following conditions are recommended to transport minors in state vehicles:

· Activity must be part of official state business.

· A form must be signed by each minor’s parent or guardian and received by your designee, to grant permission for the minor’s participation in the program, to authorize emergency medical treatment in case of accident or illness, and to ride in a state vehicle.  (This is not necessary for wards of the state.)

· An adequate number of child safety seats, or boosters and seat restraints are available for each child and the driver requires their use.  If any children are uncooperative in using child safety seats, boosters, or seatbelts, consider having a chaperone monitor them so that they will not distract the driver.  See the Oregon Department of Transportation’s website for information on seat belts, child safety seats, or boosters http://www.oregon.gov/ODOT/TS/safetybelts.shtml.

University Guidelines

University Employees or Professors (“Staff”)

· Staff who drive university vehicles and do not transport students:  Review the individual’s driving and citizen complaint records and screen university vehicle loss reports every three years.

· Staff who drive university vehicles and do transport students. Review the individual’s driving and citizen complaint records and screen university vehicle loss reports yearly.
Students

· Provide written code of conduct to each driving student.  Base the code of conduct on the State Vehicle Use and Access Rules, OAR 125-155 and university policies.

· Instruct each club or sports activity to register a charter outlining their purpose supporting the definition of an “officially sanctioned program.”

· Require risk coordinator and/or motor pool office to keep a current roster with the names of all club or sport activity participants, including officers.

· Establish disciplinary action and enforcement for all university related clubs and sport activity groups, or individual members who do not follow the rules.

· Instruct each driving student to show a valid driver’s license and provide a copy of their DMV driving record before they can use a vehicle.  Keep the records for three years. 

University Van Driver Obligations - Checklist for Staff and Students

(You should have each van driver review and sign this checklist.)
· Do you have a valid driver license?

· Does each passenger have a seat belt?

· Is the trip “officially sanctioned”?

· Who is/are the designated driver(s)?  If the drive is more than five hours, who may assist in driving?

· Do you agree not to permit any unauthorized person to drive the vehicle?

· Do you agree to assume all responsibility for any and all fines or traffic violations associated with the use of the university vehicle?

· Do you agree not to operate the vehicle under the influence of drugs, prescription or non-prescription, or alcohol and not let anyone else drive under the influence as well?

· Do you agree not to transport alcohol, contraband, unauthorized hazardous or controlled substances in the university vehicle?

· Do you agree to file a travel plan if taking an out-of-town trip?

· Do you agree to remove the keys and lock the vehicle when it is left unattended?

· Do you agree to drive at speeds appropriate for road conditions? Do you agree to immediately report any incidents or traffic citations to the university?

· Have you read and understood the Driver’s Obligations and do you agree to be subject to any applicable university disciplinary procedures for violations of them, or university policy, or rules? 
_____________________________________

Driver’s Signature



Date

Section 11: Summary of Hot Links 

· DMV Driver’s License Record Check Options, http://www.oregon.gov/DAS/SSD/Risk/VehicleDMVChecks.shtml
· Oregon Driver Manual (pdf), http://www.odot.state.or.us/forms/dmv/37.pdf
· Hardship Permits, http://www.oregon.gov/DAS/SSD/Risk/HardshipPermitsToolkit.shtml. 
· SAIFer Driver Plus replaced by defensive driver training from the Oregon Safety Council on July 1, 2005, http://www.oregon.gov/DAS/SSD/Risk/Training.shtml#Defensive 
· Seat Belts, Child Safety Seats, or Boosters, Oregon Department of Transportation, http://www.oregon.gov/ODOT/TS/safetybelts.shtml 
· State Vehicle Use and Access Rules, OAR 125–155, http://arcweb.sos.state.or.us/rules/OARS_100/OAR_125/125_155.html
· VIPP Toolkit (driver training programs and other driving resources), http://www.oregon.gov/DAS/SSD/Risk/VehicleSafety.shtml 
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