Large Capacity Van Safety Policy

Instructions
The following sample policy is provided to assist you with the preparation and implementation of a large capacity van safety policy. You will need to modify and customize several areas within the policy. Information needed will be indicated by BLUE TEXT and guidance is indicated by highlighted text. Other information may need to be added, modified, or eliminated depending on your organization.

Before finalizing this policy for your entity, change blue text to black, remove highlighted text, and delete this page.


[bookmark: _Toc78192347]POLICY

[bookmark: PolicyBack][bookmark: _Hlk76023334][bookmark: _Hlk76021615][bookmark: _Hlk76021189]INSERT ENTITY NAME HERE has established guidelines and standards for the use of all large capacity passenger van vehicles (e.g., 15-seat capacity or other vans) during the course of employment with INSERT ENTITY NAME HERE. This policy permits employees to use and operate INSERT ENTITY NAME HERE-owned passenger van vehicles for work-related purposes and transportation of participants in accordance with the following:

[bookmark: _Toc78192348]POLICY AND PROCEDURE

Employees approved to drive an entity-owned passenger van are required to:

· Be 21 years of age or older;
· Possess a valid Class C California Driver’s License for at least five years;
· Have no major violations on their DMV record. (Refer to the entity’s driver training policy for disqualifying factors.)

If no driver training screening checklist exists, below is a checklist that may be implemented:

	DRIVING RECORD CHECKLIST

	Type of Violation
	In the Last Three Years
	In the Last Five Years

	Reckless driving or other similar offenses (e.g., careless driving)
	Any conviction
	Two or more convictions

	Any driving offenses involving the use of drugs, alcohol, controlled substances, etc.
	Any conviction
	Two or more convictions

	All other moving violations (but not parking violations)
	Three or more convictions (or more than one conviction in the last 12 months)
	Five or more convictions

	At-fault accidents
	Two or more convictions; or any at-fault accident resulting in a fatality
	Two or more convictions; or any at-fault accident resulting in a fatality

	Hit-and-run offense
	Any conviction
	Any conviction



Note: Three convictions for the same offense are disqualifying, as they indicate a pattern of inadequate responsibility and disregard for law and order that may affect safety.

· Complete a defensive driver training course and; 
· Complete a specialized passenger van training course, which will be available from INSERT DEPARTMENT NAME HERE (e.g., Human Resources) or TRAINING PROVIDER.

Note: The proper driver’s license and a passenger endorsement may be necessary depending on the type of vehicle being used to transport passengers. A passenger transportation vehicle is any vehicle, including a trailer bus, designed, used, or maintained for carrying more than 10 persons including the driver, which requires the person to have in his/her immediate possession a valid driver’s license for the appropriate class of vehicle being driven and a passenger vehicle endorsement.

Employees are required to use entity-owned passenger vans ONLY during the course of conducting official business each and every time official business includes the transportation of members of the public, including but not limited to program participants and volunteers.

Employees are required to adhere to all vehicle codes and INSERT ENTITY NAME HERE regulations while operating entity-owned passenger vans, including but not limited to ensuring all occupants wear seatbelts, and the driver adheres to speed limits, operating laws, and parking regulations.

Passenger vans have a high center of gravity that makes them more likely to rollover in an abrupt manner at high speeds. In addition, they have a long wheelbase, so more space is needed to maneuver the van.

Employees are expressly prohibited from transporting passengers in the cargo space of any passenger van. Passengers are to be transported only when properly secured in the passenger seat of an entity-owned vehicle. Never allow more than 15 people to ride in a 15-passenger van. Fill the seats from front to back: when the van is not full, passengers should sit in seats that are in front of the rear axle. Cargo should be place forward of the rear axle; avoid overloading the van or placing any loads on the roof. See the vehicle owner’s manual for maximum weight of passengers and cargo and to determine towing capability. The maximum number of passengers who can be safely transported (each passenger having his/her own working seat belt) will not be exceeded under any circumstances;

It is the responsibility of all employees to adhere to these policies and procedures at all times.

[bookmark: _Toc78192349]Safety
[bookmark: _Hlk76023174][bookmark: _Hlk76024074]Employees are required to conduct a routine visual safety inspection of a passenger van before driving said vehicle. Inspect the tires and check tire pressure before each use. Excessively worn or improperly inflated tires can lead to a loss of vehicle control and possibly a rollover. Check the driver’s side door pillar or the owner’s manual for the recommended tire size and pressure. Recommended tire pressure may be different for front and back tires. Safety concerns are to be reported to INSERT NAME OF DEPARTMENT OR PERSON RESPONSIBLE FOR VEHICLE MAINTENANCE (e.g., Fleet Maintenance Dept.) according to established procedures by the employee currently using the passenger van. Employees are not to return passenger vans or leave vans in the regular/routine entity parking area if the vehicles are in disrepair or have safety concerns. Employees are to see that passenger vans in need of maintenance are transported to INSERT NAME OF VEHICLE MAINTENANCE LOCATION for service the same day the problems are discovered. Employees are not to attempt to drive vehicles where there are safety concerns. Employees are to notify their co-workers and supervisor of vehicle safety concerns.

[bookmark: _Hlk76023345][bookmark: _Hlk76023401]Individuals who are not employees of INSERT ENTITY NAME HERE are expressly prohibited from operating a passenger van, unless authorized by INSERT NAME OF APPROVING DEPARTMENT (e.g., Human Resources or Risk Management).

The employee is to conduct himself/herself in a mature, courteous, and responsible manner while driving a passenger van. Staff are to conduct themselves as a positive role model including but not limited to yielding the right of way, adjusting the vehicle speed to fit the conditions, and control the radio station and volume settings.

[bookmark: _Toc78192350]Maintenance
The employee is to maintain the passenger van in a clean and orderly manner. Trash/debris is to be disposed of at the end of each day. Program equipment and supplies are to be removed immediately after each use. Vehicles are to be washed weekly, and the gas tank is to be filled when below ½ full.

[bookmark: _Hlk76023819]When it is time for routine maintenance to be conducted on an entity-owned vehicle, it is the responsibility of the employee currently using the vehicle to turn it in to the INSERT NAME OF VEHICLE MAINTENANCE LOCATION for service. The employee is to inform his/her co-workers and supervisor that the vehicle is in the garage for service.

[bookmark: _Hlk76024002]Use of an entity-owned passenger van shall be for official entity business only and shall not be used to conduct personal business or errands of employees or other individuals, unless authorized by INSERT NAME OF APPROVING DEPARTMENT (e.g., Human Resources or Risk Management).

Entity-owned passenger vans are to be checked and cleared by INSERT NAME OF DEPARTMENT OR PERSON RESPONSIBLE FOR VEHICLE MAINTENANCE (e.g., Fleet Maintenance Dept.) prior to being used to transport employees or participants on long trips outside INSERT DRIVING AREA (e.g., Sacramento City limits), unless otherwise approved by INSERT NAME OF APPROVING DEPARTMENT. Long trips for the purpose of this policy shall be any distance in excess of 35 miles one way from the point of origin with a destination outside of INSERT DRIVING AREA (e.g., Sacramento City limits). Entity-owned passenger vans (15-seat capacity) shall not be operated on mountain roads. Mountain roads are defined as roads rising more than 2,000 feet in elevation that are not interstate highways. Vehicles that have not been checked and cleared by INSERT NAME OF DEPARTMENT OR PERSON RESPONSIBLE FOR VEHICLE MAINTENANCE (e.g., Fleet Maintenance Dept.) shall not be used on long trips.

All articles, actions, and/or incidents that present a safety or security issue that involve an entity vehicle are to be reported to the supervisor immediately. Activities, actions, and/or incidents that violate the law are to be reported to the Police Department at the time the violation is occurring or as soon after as safety permits.

[bookmark: _Toc78192351]Accidents
All accidents involving entity vehicles are to be reported to the Police Department and the employee’s supervisor and reported on the INSERT NAME OF ENTITY VEHICLE ACCIDENT REPORT FORM immediately following an accident. Employees should never admit liability or fault when involved in a vehicle accident. When questioned by the police give truthful, factual, and simple statements. An employee’s statements may be the basis for a defense if a claim is made against the entity.

Employees who violate vehicle codes, traffic laws, or parking regulations may be cited by the Police Department, Code Enforcement, or other enforcement agencies and will be held personally responsible for all tickets/fines and judgements resulting from such violations.

Any employee found in violation of this policy will be subject to disciplinary action, up to and including termination. 
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