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Purpose
This Policy outlines the rules that (Company) employees are required to follow when driving/operating company vehicles.
Under the South Australian Work Health and Safety Act 2012, (Company) is committed to ensuring that employees are provided with a safe workplace.  The improper use of company vehicles by employees can lead to accidents and injuries as well as loss of productivity.
Road safety is a critical occupational health and safety issue and (Company) is committed to ensuring that all employees required to drive company vehicles are aware of the Company requirements with regards to relevant road rules and regulations.

Statement
(Company) employees operating or travelling in any company owned vehicle while at work, while on company business in their own vehicles, on their way to or from work, or travelling between sites, will demonstrate low-risk driving behaviours.
Outcomes will include reductions in:
· injury to (Company) personnel and the public;
· motor vehicle accidents;
· damage to vehicles and property;

The at-fault rate Breach of the Company Vehicle Policy may result in disciplinary action being taken.

Company Requirements
All occupational health & safety hazards must be managed in accordance with the (Company) Health & Safety Policy.  
For the prevention of incidents involving company vehicles the following requirements must be met:
· (Company) will provide vehicles that meet accepted safety standards and are fit for purpose and meet WHS requirements.
· it is company policy that only employees are to drive company vehicles.  
· all employees are to drive in a manner that minimises risk to self and others, as well as damage to vehicles and property.
As a minimum, employees are:
· to comply with Australian road rules; (speeding fines or other Traffic Infringement notices are the responsibilities of the driver, not the company)
· required to complete vehicle safety checklists for all company vehicles if they are the first driver for the week
· to abide by site speed limits at all times
· to immediately notify their Supervisor/Manager if restrictions have been placed on their licence
· to abide by paddock speed limits as indicated by colour coded site map
· encouraged to travel with the headlights switched on at all times when in a company vehicle;
· to fill in the mileage log book where required for every trip;
· to wear seatbelts at all times where they are provided;
· to always park the vehicle before using a mobile phone without a hands free kit;
· to not attempt to put a vehicle in motion while under the influence of alcohol or any other drugs;
· to not consume food while driving;
· to not smoke in any company vehicle;
· to store any equipment safely stowed in a separate compartment or behind the cargo barrier where fitted;
Any employee who regularly drives a company vehicle  as part of their job must also meet the following standards:
· provide evidence to the Human Resources Department to satisfy any other occupational-specific requirements – e.g. Driver Training Course for Courier drivers, Forklift & Front End loader training etc;
· Courier driver(s) are required to wear a hi-viz safety vest while inspecting a vehicle, should they be broken down on the side of the road.
Employees who may need to use a Company vehicle must also be considerate of other users by: 
· removing all rubbish from vehicles after use, to avoid items being caught under pedals in an emergency breaking situation;
· ensuring that the vehicle is refuelled after use ready for the next user;
· reporting any damage or deficiencies of the vehicle to reception at both sites.

Key Responsibilities
The Company must ensure that all vehicles provided for all kinds of use conform to uniform safety standards and are maintained appropriately.

Managers/Supervisors must ensure that:
· they lead by example when operating (Company) vehicles
· employees abide by safe driving policy and guidelines 
· safe work procedures are followed by employees
· appropriate training is provided for use of company equipment

The EHS Specialist must:
· provide regular reports to management to show accountability for incident costs in terms of injury
· develop measures to address unsafe trends in workplace road use

The Engineering/Maintenance Department must ensure that:
· all vehicles are maintained according to vehicle manufacturer requirements
· maintain records of all maintenance, damage and usage data for each vehicle

The HR Department will:
· provide assistance to Managers with the development and implementation of appropriate education, awareness and training programmes to meet identified areas of need
· ensure that all training for employees operating company vehicles/equipment  is done by an approved provider/assessor

All Employees have a responsibility to:
· operate vehicles in a way that complies with Australian road laws and in accordance with Company policies
· abide by company policy with regards to use of vehicles on site
· undertake operation and safety familiarisation of the particular vehicle before operating it for the first time
· report defective vehicles
· report immediately all injury and damage incidents, including near misses
· perform an informal risk assessment prior to operating any vehicle e.g. check road conditions, visibility, weather etc
· report to Manager/HR immediately any driving infringements or health issues that may affect your ability to operate a vehicle

Policy Violations
Employees who violate the above policy and abuse the privilege of company provided vehicles will be subjected to disciplinary action, up to and including termination of employment.
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SCHEDULE A
VEHICLE POLICY UNDERSTANDING ASSESSMENT



Employee Name:		

Site/Department:		

True or False

(Circle the correct answer for each question)

1. If I use a company vehicle I need to fill in the vehicle log book. 	True  /  False

1. It is OK for my partner to drive a company vehicle.	True  /  False

1. Australian road rules apply when driving on the (Company) property.	True  /  False

1. Violations of the Vehicle Policy can lead to termination of employment.	            True  /  False

1. The EHS Officer is responsible for performing risk assessments on vehicles	True  /  False

Fill in the blanks…….

1. Employees are not allowed to consume f………whilst driving.

2. Employees are encouraged to travel with ……….…….….switched on at …………………when in a company vehicle.

3. Courier drivers are required to wear……………………..…………..while loading and unloading vehicles.

4. All employees have a responsibility to …………………………defective vehicles.

Employee Signature: 		

Date: 		 /	 /	

HUMAN RESOURCES ONLY

Human resources must confirm that the Employee has demonstrated an understanding of the Policy in answering the questions correctly.  Where an Employee has demonstrated this, Human Resources must sign off below and a copy must be placed in the Employee’s training records and personnel file.

Where an Employee has not demonstrated the requisite understanding, the Employee must be directed to the area of the policy that they must review and complete the Understanding Assessment again.

HR Name:		

HR Signature:		
Date: 		 /	 /	
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