VEHICLE ACCIDENT REDUCTION POLICY
5.03
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1.0 PURPOSE

This policy describes the general requirements of the City Of Long Beach (City) vehicle
Accident Reduction Policy that will reasonably and effectively reduce motor vehicle
accidents among City employees.

2.0 SCOPE

This policy applies to all employees who operate a City vehicle or who may use a non-
City vehicle for City business purposes. The City fleet shall include, but not be limited to,
electric carts, automobiles, light pick-ups, heavy load pick-ups, vans, fire apparatus, and
buses operated for City business purposes. Rental vehicles operated for City business
purposes shall also be included as City fleet. Drivers are responsible for abiding by all
applicable federal, state, and local laws, as well as applicable City policies and/or
procedures when driving City vehicles.

This policy shall apply to all City Departments and offices directly responsible to the City
Manager. Departments may chose to implement Department-specific procedures
equivalent or more stringent to this policy with the review and approval of the Human
Resources Department. It is also requested that elective offices and other independent
offices and Departments comply with this policy in the interest of administrative uniformity.

Any employee who violates this policy is subject to having his or her privilege to drive City
vehicles or use a non-City vehicle for City business purposes suspended and is subject
to disciplinary action up to and including termination in accordance with City policies and
procedures.

3.0 POLICY

It is the policy of the City that all drivers who are in a position that may require them to
drive a City owned vehicle or non-City vehicle for conducting City business have a valid
driver's license and a satisfactory driving record. Employees authorized to receive
mileage reimbursement for use of a non-City vehicle for City business must file a
certificate of insurance coverage with his or her Department Head prior to being eligible
to receive reimbursement, as stated in Administrative Regulation 4-2. Per California
Insurance Code 11580.1b, the minimum liability insurance coverage for private
passenger vehicles is $15,000 for injury/death to one person, $30,000 for injury/death to
more than one person, and $5,000 for damage to property.

Issues not addressed in this policy shall be brought to the Department Head and
Manager’s attention on a case-by-case basis.
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4.0

DEFINITIONS

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

City Business - Activities that require the use of a vehicle and are authorized by
the employee’s supervisor.

City Vehicle - A vehicle or piece of equipment that is owned or leased by the City
and driven or operated by a City employee.

Commercial Driver - A driver who is required to maintain either a Class A driver's
license, a Class B driver’s license, or a Class C driver's license with Hazardous
Material, air brakes, passenger, or other applicable endorsement.

DL 51 Form - The Department of Motor Vehicles (DMV) medical exam form used
to determine if a commercial driver is medically qualified to operate commercial
vehicles.

DMV Authorization for Release of Driver Record (INF 1101) - A DMV form that is
used when an employer wishes to enroll a non-mandated driver into the Employer
Pull Notice Program. The non-mandated driver and the employer must be
complete the form. It provides authorization for the release of driver record
information to the employer (see Attachment 1).

Employer Pull Notice Program - The DMV program that requires employers to
report all commercial driver's license numbers to the DMV. Commercial drivers
enroliment in the DMV Pull Notice Program is mandatory.

Non-mandated Driver - A driver who holds a Class C driver’s license without any
special certificates or endorsements and is not mandated to be a part of the
Employer Pull Notice Program.

Non-City Vehicle - Any personally owned vehicle, whether owned by an employee
or not, that is not registered to the City and is used by an employee to conduct City
business.

Pool Vehicle - A City vehicle or piece of equipment that may be driven or operated
by a City employee.

Preventable Accident - Any vehicle accident that results in property damage and/or
personal injury in which the driver was determined to be most at fault for the
collision (see Appendix 1).
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4.11

412

4.13

4.14

4.15

Non-Preventable Accident - The vehicle operator did everything reasonably
possible to prevent the accident but the accident still occurred. The driver was not
found at fault for the collision.

Safe Driving Record - Driving without a vehicle accident resulting in injuries or
property damage, either to the City vehicle, third party vehicle, or property for a
period of 24 months.

Single Vehicle Accidents - Accidents such as jackknifing, overturning, or running
off the road should be reviewed carefully.

Supervisor - Any employee responsible to select and train new employees; plan
assign, schedule, and evaluate completed work; approve overtime as required;
prepare and sign employee performance evaluations; respond to grievances; and
take disciplinary action, subject to management concurrence and in accordance
with City policies.

Vehicle Accident - Any unplanned event involving a City vehicle resulting in
damage to a City vehicle, a third party vehicle, property, or personal injury.
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5.0 RESPONSIBILITIES

5.1  Department Heads/Managers

Ensure that the Vehicle Accident Reduction Policy is implemented in the
Department. The Department Head has the authority to delegate any or all
portions of this policy to staff and shall be held responsible for overall
compliance to City policy, as well as Department of Motor Vehicles (DMV)
regulations.

Ensure that all employees complete driver training, testing, and medical
evaluations for commercial licenses as necessary.

Monitor vehicle operations and ensure that employees adhere to DMV
regulations as well as City policy.

Ensure that the Department cooperates with the Fleet Services Bureau by
delivering and/or making available upon request vehicles/equipment for
preventive maintenance in a timely manner.

Ensure that the Department cooperates with the City Safety Officer in efforts to
implement this policy.

5.2  Administrative Officers

Verify that all drivers in the Department have a valid driver's license and
acceptable motor vehicle record.

Ensure that newly hired employees who drive City vehicles or drive non-City
vehicles for City business purposes complete an Authorization for Release of
Driver Record Information Form (Attachment 1). Copies of completed forms
should be forwarded to the City Safety Office. Note: employees who have a
Class A, Class B, or Class B Exempt license do not need to complete this
form given that enroliment is automatically completed.

Ensure that the Request for Information from Previous Employer authorization
form is sent to an employee’s previous employer for newly hired commercial
drivers or transfers into a commercial driver position.

Ensure that employees are provided a copy of this policy and the employee
acknowledgement form is completed. Copies of completed forms should be
forwarded to the City Safety Office.

5.3  Supervisors
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Be familiar with employees who may drive a City vehicle, or non-City vehicle
for City business.

Notify Managers in the event that an employee is unable to safely operate a
vehicle due to iliness or other type of incapacity.

Ensure that employees complete defensive driving training prior to the
assignment of a vehicle or driving for City purposes.
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Complete a Vehicle Collision Report (Attachment 2) whenever a vehicle
accident occurs and forward to the City Safety Office within 48 hours.

Review all vehicle accidents for root cause analysis and classify accidents as
preventable or non-preventable (See Appendix 1).

Ensure that employees determined to be invoived in preventable accidents
complete defensive driving training within 90 days of the accident date.
Adhere to regular schedules for City vehicle inspections and preventive
maintenance.

Ensure that the Department cooperates with the Fleet Services Bureau by
delivering and/or making available upon request vehicles/equipment for
preventative maintenance in a timely manner.

Direct employees to report to Occupational Health upon notification to complete
a random and/or follow-up drug/alcohol test (for DOT Class A and B License
holders).

Supervisors shall review the Guidelines for Safe Backing (Attachment 6)
with all employees prior to the assignment of driving duties and
periodically thereafter.

5.4  City Safety Officer

Administer the Vehicle Accident Reduction Policy.

Coordinate initial and refresher defensive driving training for all employees.
Review all motor vehicle accident reports and provide a monthly report to
Departments.

Maintain DMV Pull Notice Program Authorization for Release of Driver Record
and Vehicle Accident Reduction Policy acknowledgement forms.

Provide Departments with monthly Driver's License Inquiry Reports and
Driver's License Correction Requests.

5.5 Employees
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Possess a valid California driver's license to operate a City vehicle or drive a
non-City vehicle for City business purposes.

Promptly provide insurance and driver license information when notified that
their job duties include driving either a City vehicle or non-City vehicle and
annually thereafter.

Must exercise the highest degree of care when operating a City vehicle, and
shall adhere to all Federal, State, and local laws while operating a City vehicle
or non-City vehicles for official City business. Employees are financially
responsible for driving infractions that occur such as speeding, illegal parking
etc.).

Wear seat belts while driving or riding as a passenger in a motor vehicle
while on City business. The use of seat belts in non-City vehicles is
required in accordance with State law. It is the responsibility of the
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employee to ensure that all persons in the vehicle use seat belts and have
them properly adjusted before starting the engine of the vehicle.

o Employees shall use a hands-free device when using cellular devices and
adhere to the requirements of California Vehicle Code 23123(a) unless
otherwise specified by Department policy

o Shall ensure that all items are properly secured when transporting cargo,
material, or tools.

¢ Shall attend defensive driving training within 90 days of being hired or assigned
driving duties. Retraining shall be completed every three (3) years.

¢ Shall immediately report all vehicle accidents and moving violations that occur
on City time to his/her supervisor.

e Report license suspensions or revocations to immediate supervisor prior to
taking affect.

¢ Shall not drive a City vehicle or non-City vehicle for City business purposes
when a license is either suspended or revoked or in the event that he or she is
incapable of driving safely due to illness or unfamiliarity with equipment.

e Conduct a daily safety check of City vehicles by performing the following:

i. Visually inspect tires for defects and low pressure
ii. Test head lights and signaling devices
iii. Test brakes by depressing and checking pressure

¢ Promptly report all vehicle mechanical defects to immediate supervisor. No
employee shall drive a City vehicle in an unsafe condition.

¢ Keep City vehicles or equipment clean (City approved car wash list is available
through Fleet Services) and free of trash, stickers, signs, decorations, and any
other items not considered official City equipment.

5.6 Fleet Manager

¢ Be responsible for the general operation of the City’s fleet including receiving
notification from any employee who reports unsafe conditions or defects in any
City vehicle.

o Verify with the City Safety Office that a Vehicle Collision Form has been
completed for vehicles that are submitted to Fleet Services for repair after being
involved in an accident.

6.0 PROCEDURE

6.1 Driver Qualification

A. All City employees who use a City vehicle or non-City vehicles for City business
purposes must possess a valid driver's license and provide proof of license
upon hire. All City employees must maintain a driver’s license appropriate for
the class of vehicle to be driven. Employees who possess temporary driving
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6.2

6.3

6.4

permits or hardship licenses shall be permitted to operate City or non-City
vehicles within the license restrictions for the performance of official City duties.

B. Proof of insurance is required before any privately owned vehicle can be
authorized for City business use, and shall be provided to the Department
Personnel Payroll Assistant annually.

C. Drivers shall meet the following conditions to be eligible to drive a City vehicle
or non-City vehicle for City business purposes:

¢ Not have any medical conditions that may preclude them from driving.
¢ Prior to beginning employment or assuming City related driving must not
have had:
1. Three or more moving violations in the previous 12 months
2. Any conviction for driving under the influence in the previous
three years.

D. All new hires assigned duties that involve driving for City purposes must
complete a DMV Authorization for Release of Driver Record Information
Form. This form does not need to be completed for employees who have a
valid commercial license. This form will not be retroactively completed
unless approved by the Human Resources Department.

Personal Use of City Vehicles

Personal use of City vehicles is prohibited. This prohibition includes but is not
limited to, any activity not directly related to City business before, during, and after
work. Passengers in City vehicles must be either City employees or authorized
passengers as defined by Administrative Regulation 4-5 Operation, Acquisition,
Maintenance, Refinement, and Fueling of Fleet Assets.

Reporting of Accidents, Violations, License Revocations, and Suspensions

All employees who drive a City vehicle or non-City vehicle for City business
purposes must promptly report all on-duty accidents, traffic violations, license
revocations, and/or suspensions to their immediate supervisor. Failure to report
such accidents may result in disciplinary action.

Monthly Evaluation DMV Pull Notice Reports

As a part of the Employer Pull Notice Program, the DMV generates a report at least
annually, or when an action is taken against a driver's record, such as a traffic
violation, accident, or suspension of an employee’s driver’s license. The City Safety
Officer will maintain the City’'s Employer Pull Notice Program. It is the responsibility
of the Department’s to ensure that the City Safety Officer is notified of any changes
to drivers covered by the Employer Pull Notice Program.
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6.5

6.6

6.7

The purpose of this driver’s license monitoring program is to improve public safety,
determine if each driver has a valid license, reveal problem drivers or driving
behaviors, and to minimize the employer’s liability. Each employee who drives a
City vehicle will have his or her motor vehicle record evaluated monthly through the
Volume Requester Inquiry Report and commercial drivers will be evaluated through
the DMV Pull Notice Program.

The DMV status report contains information on accidents, traffic violations, license
revocations, and suspensions. The DMV sends the status report to the City Safety
Office on a monthly basis. Department Administrative Officers will be notified of
those employees who have had any of the above infractions and should ensure the
information is disseminated to the employee’s supervisor. The City Safety Office
will also send the Volume Requester Inquiry Report to the Administrative Officers
on a monthly basis.

Commercial Drivers

All newly hired commercial drivers and drivers transferring into a commercial driver
position (with the exception of Class B exempt personnel) must complete the
Request for Information from Previous Employer authorization form for the City to
Obtain DOT drug & alcohol testing records from an employee’s previous employer
(Attachment 3). The Department shall provide this form to the employee’s previous
employer after a conditional offer of employment or transfer has been made. Once
the form is received from the previous employer, a copy shall be sent to the City
Safety Office.

Commercial drivers must complete a medical exam as required by the Department
of Motor Vehicles (DMV) to maintain a current license. Medical exams shall be
completed during City time at Occupational Health and City vehicles/equipment
may be driven to the exam at the Department’s discretion. The DL 51 Form is
available through the DMV and shall be provided to the City Safety Office upon
completion.

DOT Drug and Alcohol Tests

Each Department shall maintain a list of all commercial drivers and shall provide
an update to the City Safety Office on a quarterly basis at a minimum. It is the
Department’s responsibility to notify the City Safety Office whenever new
commercial drivers are hired or when employees no longer perform such duties.
In addition, the supervisors shall ensure that drivers complete their random and/or
follow-up drug and alcohol tests upon notification as required by the City's DOT
Program.

Release of Commercial Driver Drug/Alcohol Information to Prospective Employers

7/31/2014
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6.8

6.9

In the event that a City employee wants to release their DOT drug and alcohol
information to a prospective new employer, the City must, after reviewing the
employee’s specific, written consent, release the requested information to the
prospective employer making the inquiry.

Use of Non-City Vehicles

An employee is not required, but may use his/her privately owned vehicle when
he/she has a transportation need for City business purposes and upon completion
of defensive driver training.

The City may not be liable for any damage to an employee’s privately owned
vehicle. lt is the responsibility of the employee operating the vehicle to notify his/her
immediate supervisor, the Department of Motor Vehicles (DMV), and the
employee’s insurance company in the event of an accident immediately or within
24 hours.

Cell Phone Use While Driving

Employees shall adhere to the requirements of California Vehicle Code 23123 (a)
making it an infraction to drive a motor vehicle while using a wireless telephone,
unless that telephone is designed and configured to allow hands-free listening and
talking operation, and is used in that manner while driving. An employee’s first
responsibility is to operate a motor vehicle safely. Therefore, employees must only
use cell phones when it is safe to do so unless otherwise specified by Department

policy.

7.0

REPORTING OF ACCIDENTS

If an employee is involved in an accident, then they should dial -911, dial (562) 435-6711
from a cell phone, or radio in (if available) to Police Dispatch, to request Police or Fire
Department assistance. The vehicle operator shall summon medical care for any injured
parties. The employee should notify their supervisor immediately that they have been in
an accident.

Drivers should follow Accident Reporting Procedures located in each City vehicle. Check
your vehicle for this necessary document (Attachment 4).

8.0

TRAINING

All City employees who are assigned a City vehicle or who drive their non-City vehicle for
City business purposes must complete defensive driving training offered through the City
Safety Office or an equivalent course offered by the Department. This course must be
completed within 90 days after being hired or assigned driving duties. Re-training must
be completed every three (3) years.

7/31/2014
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An employee who is involved in a preventable accident with a City vehicle or privately
owned vehicle on City business time is required to attend defensive driving training within
90 days of the accident date. It is the supervisor's responsibility to ensure that the
employee attends such training. The completion training will be tracked by the City Safety
Office and may affect the Department’s overall Safety Training Compliance Rate.

9.0 VEHICLE ACCIDENTS

Employees determined by the immediate supervisor or the City Safety Office to be
involved in a preventable accident (at fauit) shall complete a defensive driving course
within 90 days of the incident date.

Departments are responsible for tracking employee accidents and taking appropriate
action for violating safety rules, procedures, or Department of Motor Vehicles regulations
as appropriate.

10.0 VEHICLE MAINTENANCE

Each employee is responsible for doing a daily safety check on City vehicles prior to use.
Attachment 5 or a Department equivalent checklist/system may be used to conduct the
daily safety check. Employees must immediately report unsafe conditions or hazards in
vehicles to their immediate supervisor. The vehicle should not be used until all safety
related problems are addressed and corrected. If the employee or supervisor is unsure
whether the problem is a safety issue, the Fleet Services Bureau should be contacted for
clarification.

Each Department using City-owned vehicles is responsible for having preventive
maintenance checks performed on City vehicles. Each Department shall fully cooperate
with the Fleet Services Bureau to ensure preventive maintenance checks are performed
in a timely manner.
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EMPLOYEE ACKNOWLEDGMENT FORM
OF UNDERSTANDING THE VEHICLE ACCIDENT REDUCTION POLICY

Message from the City Manager

To all City Employees:

The City of Long Beach has developed a Vehicle Accident Reduction Program as a
component of the City’s Injury and lliness Prevention Program. The goal of this program
is to minimize the frequency and severity of employee injuries due to vehicle accidents,
as well as to prevent the occurrence of vehicle accidents.

Upon receipt of this policy, each employee shall sign below acknowledging that he/she
has been provided a copy of this policy, including the legal issues arising out of the use
of non-City vehicle on City Business.

| have received, read and understand the Vehicle Accident Reduction Program of the City
of Long Beach.

Employee Name (Print)

Employee Signature Date

Distribution:
City Safety Office
Employees Personnel File

7/31/2014
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APPENDIX 1
VEHICLE ACCIDENT DETERMINATION

The Supervisor shall review all vehicle accidents for root cause analysis and classify
accidents as preventable or non-preventable. Recommendations for preventing similar
type accidents in the future will be forwarded by the Department to the City Safety Officer.

Accident Determination:

When determining accident preventability, the City has adopted guidelines established by
the National Safety Council (NSC). The foundation of these standards is reasonableness;
they should be interpreted based on how a reasonable driver would respond to a
particular situation. Realizing the numerable accident types, possible scenarios, and
ways a driver can prevent an accident; these standards should be used as a guide for
determining accident preventability.

A preventable accident is one in which the City driver failed to do everything that
reasonably could have been done to avoid an accident. In other words, if a driver
committed errors and/or failed to react reasonably to the errors of others an accident is
preventable. Therefore, a preventable accident is “any accident involving a City vehicle
which results in property damage and/or personal injury, regardless of who was injured,
what property was damaged, to what extent, or where it occurred, in which a City driver
failed to exercise every reasonable precaution to prevent the accident”.

A non-preventable accident is one in which the driver commits no errors and reacted
reasonably to the errors of others, and observed applicable City policies, procedures, and
training, including the use of appropriate defensive driving tactics.

03/26/2009 1
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APPENDIX 1 Cont.

VEHICLE ACCIDENT DETERMINATION GUIDELINES

Accident Type

Preventable

Non-Preventable

Intersection Accidents

Driver failed to control speed so that they could
stop within available sight distance.

Driver failed to check cross-traffic and wait for it
to clear before entering intersection.

Driver pulled from side street in front of oncoming
traffic.

Driver collided with person, vehicle, or object
while making a turn.

Driver collided with vehicle making turn in front of
them.

Driver entered intersection against traffic control
device.

Emergency vehicle driver entered intersection
against traffic control device and did not ensure
the intersection was clear.

Parking/Parked Accidents

Most accidents that occur while parking are
preventable. A significant percentage of parking
accidents occurs when drivers misjudge clearance
or fail to observe an object.

Accidents involving parked vehicles
are generally non-preventable, if the
vehicle is legally parked. Factors
that indicate preventability include
but not limited to: unconventional
parking location, illegal parking, and
failure to put out warning devices.

e Vehicle parked in a legal location.

¢ Emergency vehicle using
emergency warning devices,
flares, triangles, etc. to secure
public safety at a scene.
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Accident Type

Preventable

Non-Preventable

Backing Accidents

Driver backed into traffic stream when such
backing could have been avoided.

Driver failed to observe a person or object
positioned behind or to the side of vehicle.

Driver failed to exit vehicle and check proposed
path of travel.

Driver failed to recheck conditions when backing
long distances.

Driver depended on mirrors when it was practical
to look back or use a guide.

Driver failed to check behind parked vehicle before
attempting to leave parking space.

Driver backed when backing could have been
avoided by better planning of route.

Driver relied solely on guide to help back vehicle.

e Large vehicle driver did not sound horn to signal

backing activity.

Front-End Accidents

Driver failed to maintain safe following distance
and have vehicle under control.

Driver failed to keep alert to traffic conditions and
not slow down.

Driver failed to ascertain whether vehicle ahead
was moving slowly, stopped, or slowing down for
any reason.

Driver misjudged rate of overtaking.

Driver came to close before pulling out to pass.
Driver failed to wait for vehicle ahead to move
into the clear before starting up.

Driver failed to leave sufficient room for passing
vehicle to get safely back in the lane.
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Accident Type

Preventable

Non-Preventable

Rear-End Accidents

Driver was passing slower traffic and had to
make a sudden stop.

Driver made a sudden stop to park, load or
unload.

Vehicle was improperly parked.

Driver rolled back into vehicle behind while
starting or stopped

Driver's vehicle was legally and
properly parked.

Driver was proceeding in own lane of
traffic at a safe and lawful speed.
Driver was stopped in traffic due to
existing conditions or was stopped in
compliance with traffic sign, signal, or
at the direction of a police officer.
Driver was in proper lane waiting to
make a legal turn.

Passing Accidents

Driver passed where view was obstructed by
hill, curve, vegetation, traffic, adverse weather
conditions, etc.

Driver attempted to pass in the face of closely
approaching traffic.

Driver failed to signal lane change.

Driver pulled out in front of other traffic
overtaking from rear.

Driver cut-in short returning to lane.

Driver attempted to pass illegally, e.g., no
passing zone, on shoulder, etc.

Accidents while being Passed

Driver failed to stay in lane and hold speed or
reduce it to permit safe passing.

03/26/09
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Accident Type Preventable Non-Preventable

Lane Encroachment Accidents e Driver failed to vyield right-of-way when
necessary to avoid an accident.

¢ Driver was not entirely in own lane of travel.

e Driver did not pull to the right and/or slow
down or stop for vehicle encroaching on the
lane of travel, when such action could have
been taken without additional danger.

Grade Crossing Accidents e Driver failed to check for trains before
crossing tracks.

e Driver attempted to cross tracks directly
ahead of a train.

¢ Driver ran into side of train.

o Driver stopped or parked on or to close to
tracks.

Opposing Vehicle Accidents e Driver was not entirely in own lane of travel.

e Driver did not pull to the right and/or slow
down or stop for vehicle encroaching on the
lane of travel, when such action could have
been taken without additional danger.

¢ Driver failed to observe other drivers
maneuver in advance.

Turning Accidents e A U-turn that results in a collision is a
preventable accident. Failure to properly
position a vehicle for a turn, check the
rearview mirror, or check pedestrian and
traffic lanes is a sign of error.

¢ Examples of preventable turning accidents
include but not limited to: (If applicable see
specific accident type category, i.e.
intersection, front-end, rear-end, etc.)

03/26/09 5
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Accident Type Preventable Non-Preventable

Pedestrian Accidents e Driver did not reduce speed in area of heavy
pedestrian traffic.

e Driver was not prepared to stop.

o Driver failed to vyield right-of-way to
pedestrian.

Inclement Weather Accidents e Driver was not operating at a speed
consistent with existing conditions of the road,
weather, and/or traffic.

Fixed Object Accidents o Collisions with fixed objects are preventable.
Such accidents usually involve failure to
check or properly judge clearances.

Mechanical Failure Accidents o Defect was of a type which driver should
have detected in making a pre-trip inspection
or during normal operation of the vehicle.

Single Vehicle Accidents e Driver was not operating at a speed
consistent with the existing conditions of road,
weather, or traffic.

e Driver failed to control speed so that they
could stop within assured clear distance.

o Driver misjudged available clearance.

e Driver failed to yield right-of-way to avoid
accident.

03/26/09 6
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ATTACHMENT 1
DMV AUTHORIZATION FOR RELEASE OF DRIVER RECORD

AP TUER o il

A Putkc Seenca Agercy

EMPLOYEE PULL NOTICE PROGRAM

AUTHORIZATION FOR
RELEASE OF DRIVER RECORD INFORMATION

[ . California Driver License Number,
hereby authorize the California Department of Motor Vehicles (DMV) to disclose or otherwise make avalable, my driving
record, 1o my employer,

CCAPANY NAME

I understand that my amployer may enroli me in the Employer Pull Notice (EPN) program to receive g driver record report at
least once every twelve (1 2) months orwhen any subsequent conviction, faiture {0 appear, accident, driver's license suspension,
revocation, of any other action is taken against my driving privilege during my employment.

{ am not driving in a capacity that requires mandatory enroliment in the EPN program pursuant to California Vehicle Code
(CWVC) Saction 1808 1(k). | understand that enroliment in the EPN program is in an effort to promote driver safety, and that my
driver icense report will be releasad to my employer 1o determine my atigibility as a licensed driver for my employment.

EXECHYED AT CIFY LMY Y STATE
GATE SIONATURE OF EMBLOYEE
f. ,of

AL THORIZHD REPRESEHTAYIVE CEBAPANY NAIE

do hereby cestify under penalty of perjury under the laws in the State of Catifornia, that | am an authorized representative of
this company, that the information entered on this document is true and correct, to the best of my kKnowledge and that t am
requesting driver record information on the above individual to verify the information as provided by said individual. This
record is 1o be used by this employer in the normal course of business and as a legitimate business need o verify information
refating to a driving position not mandated pursuant to CVC Saction 1808 1. The informaticn received will not be usaed for any
untlawiul purpose. | understand that f | have provided false information. | may be subject to prosecution for perjury (Penal
Code Section 118} ang false representation (CVC Section 1808485 These are punishable by a fine not exceeding five
thousand dollars ($5,000) or by imprisonment in the county jail not exceeding one year, or both fine and imprisonment. |
understand and acknowiledge that any failure to mairtain confidentiality is both civilly and criminally punishable pursuant to
CVC Sections 1808 45 and 1808.46.

EXETOTER AR EWY TOHTY SYRTE

GATE B, Ak § Ly ¥ NTA

X

To obtain a driver record on a prospective empioyee you may submit an INF 1119 form. To add this driver to the EPN Program
vou must submit the applicable forms: INF 1100, INF 1102, INF 1103, INF 1103A form. You may obtain forms at our website
a3t www.dmv ca.gov/otherservices, or by calling 916-657-6348.

THIS FORM MUST BE COMPLETED AND RETAINED AT THE EMPLOYER’'S PRINCIPLE PLACE OF BUSINESS AND
MADE AVAILABLE UPON REQUEST TO DMV STAFF.

DO NOT RETURN THIS FORM TO DMV,

ORF IR JEW RTDU3) WA
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Send completed form to the City Safety Office
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VEHICLE COLLISION REPORT

5.03

Name of driver Department
City Bureau/Division Phone number
Driver
Driver's license # Expiration date License class
City vehicle 1D # Make of vehicle
City
Vehicle | Body type Year License plate number
Vehicle license number Make of vehicle Driver's phone number
Name of driver Driver's address
Other
Vehiecle | Driver's license number Insurance company Policy number
Name of owner Address Owner’s phone number
Passenger name Phone number
P o Address City vehicle Other vehicle
asaenge passenger [] passenger [}
E Passenger name Phone number
Info.
Address City vehicle Other vehicle
passenger [_] passenger [_]
Time and | Date of collision Time Location
Place
City vehicle direction of travel | Approximate speed Other vehicle direction of travel Approximate speed
Did you see the other vehicle prior to the collision? Yes [[] No[]| List the road conditions or any hazards at time of collision
Describe the events leading up to the collision. Attach an additional page if needed.
What
Happened
What, if anything, was said by driver of other vehicle
What, if anything, could have been done to prevent the collision
Location and extent of damage to City vehicle Location and extent of damage to other vehicle or property
Name Address Phone number
Approximate age Nature of injury
Disposition of injured party
Persons
Injured | Name Address Phone number
DOB or approximate age Nature of injury
Disposition of injured party
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Name Address Phone #
Name Address Phone #
Witnesses Name Address Phone #
Name Address Phone #
[CINot investigated [ JLBPD [JCHP [JCity Atty. Investigator [_]Other Report #
Investi- Officer Badge #
gation
Was acitationgiven [ JYes [JNo [ To whom What charge
Unknown
Diagram '
of
Collision
Driver Signature
Approvals
Supervisor Signature Telephone Number
Department Head/Designee Signature

If you are involved in a collision while driving a City vehicle:

Remain calm, check for injuries to yourself and any passengers in your vehicle. If able to do so safely, move your vehicle
out of traffic and to a safe nearby location.

If others are injured, render all reasonable assistance to other parties involved. Identify yourself as a City employee.
If Police or Fire Department assistance is needed, dial 9-1-1 from any regular telephone. If a cell phone is available, call
(562) 435-6711 or request assistance via City two-way radio.

Call the Communications Center at (562) 435-6711 to request a City Attorney Investigator.

Always notify your supervisor immediately following an accident.

Take down names, addresses, phone numbers, drivers and vehicle license numbers, insurance information and any other
pertinent information. Get the same information for witnesses.

DO’'S AND DON'TS:

DO:
DO:
DON'T:
DON'T:
DON'T:

Avoid arguing with other parties
Remain courteous at all times
Admit negligence or fault relative to the accident

Assume any liability or authorize any repairs to other vehicles.

Give a statement to anyone other than the Police, the City Attorney Investigator or your supervisor.

Forward completed form to the City Safety Office.
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ATTACHMENT 3
REQUEST FOR INFORMATION FROM PREVIOUS EMPLOYER

Section |. To be completed by the new employer, signed by the employee, and transmitted to the
previous employer:

Employee Name (Typed or Printed):

Employee SS or ID #:

| hereby authorize release of information from my Department of Transportation (DOT) regulated drug
& alcohol testing records by my previous employer, listed in Section I-B, to the employer listed in Section
[-A. This release is in accordance with DOT regulation 49 CFR Part 40, Section 40.25. | understand
that information to be released in Section 1I-A by my previous employer, is limited to the following DOT-
regulated testing items:

Alcohol tests with a result of 0.04 or higher alcohol concentration;

Verified positive drug tests;

Refusals to be tested (including verified adulterated or substituted drug test resuits);

Other violations of DOT agency drug & alcohol testing regulations;

Information obtained from previous employers of a drug & alcohol rule violations; and
Documentation, if any, of completion of the return-to-duty process following a rule violation.

2

Employee Signature: Date:

I-A
New Employer Name:

Address:

Phone #: Fax #:

Designated Employer Representative (if known):

I-B
Previous Employer Name:

Address:

Phone #: Fax #:

Designated Employer Representative (if known):
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Section ll. To be completed by the previous employer and transmitted by mail or fax to the new
employer:

-A.
In the three years prior to the date of the employee’s signature (in Section 1), for DOT-regulated
testing:

1. What were the dates of this applicant’'s employment? From__ To_
2. Did the employee have alcohol tests with a result of 0.04 or higher?  Yes_ No
3. Did the employee have verified positive drug tests? Yes No
4. Did the employee refuse to be tested? Yes No
5. If you answered “yes” to any of the above items, did the employee
complete the return-to-duty process? Yes No

NOTE: If you answered “yes” to item 5, you must also transmit the appropriate return-to-duty
documentation (e.g. Substance Abuse Professional reports, etc.).

II-B.

Form Completed by:

Name: Title:
Phone #:

Signature: Date:
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ATTACHMENT 4

VEHICLE ACCIDENT REPORTING PROCEDURES

If you should be involved in a traffic accident while operating a City-owned vehicle or City-owned equipment, you must

do the following:

1. If you are radio-equipped, notify your base station and request the following:

Paramedics and/or Fire Department if necessary to treat injured persons.

Palice Department (if outside Long Beach, request law enforcement for the area)

City Attorney Investigator.

That your supervisor be notified of the accident and ensure that a Supervisor's Report of Incident is submitted

with the accident report to the City Safety Officer.

Other emergency equipment if necessary, for example, Water Department Gas Services, Street Signals,

Southem California Edison, etc. Should any of these be required, notify your department.

F. Fill out the accident form and bring vehicle to Fleet Services Garage for pictures and evaluation within 48 hours
of accident.

2. if your vehicle is not radio-equipped and it is during regular business hours, call the Communication Center at 435-
6711, and make the same request as you would on the radio.

3. Should the accident take place during non-business hours:

A. If you are radio-equipped, call the Communications Center and make your request.

B. If you are not radio equipped, call the Communication Center by phone (562) 435-6711 and make your request.

C. Ifyou are outside the City of Long Beach, dial 911 for emergency service and request of the operator the services
you need. The Long Beach Communications Center should then be contacted at the above number and notified
of the incident.

4. After any accident victims have been cared for and all parties are safely out of the street, try to locate witnesses.
Obtain from the witnesses, their complete identification, and, if they are driving a vehicle, the license number of the

witness vehicle.

5. A. Never become involved in an argument with the other party.

B. Do not express an opinion as to fault for the accident..
C. At all times behave in a courteous and polite manner.

6. If questioned by other parties involved in the accident regarding insurance, you are to inform the questioners: “The
City of Long Beach is seif-insured and any questions regarding liability will have to be referred to the Long Beach City
Attorney’s Office,” You may give the other party the pink and/or blue cards.

7. Wait for response by representatives from the City Attomey's Office and/or from the City Safety Office.

m Dom»

VEHICLE BREAK DOWN OR FLAT TIRE PROCEDURES

During Reqular Business Hours
Should a City vehicle cease to run or have a flat tire, the following procedure should be followed:

A. If you are radio-equipped, notify your base station of the situation and your location. You can then contact Fleet
Services garage by radio at LG1, Station 6. You will need to give the following information:

1. Specific location
2. The trouble with the vehicle, if known.
3. The vehicle number and type. If a flat tire, the tire size.

B. If you are not radio-equipped, call Fleet Services garage at (562) 570-5432 or (562) 570-5433. In most cases a
mobile mechanic will be dispatched to your location.

C. If the mobile mechanic cannot repair the vehicle, he will call for the vehicle to be towed to the Fleet Services
garage.

During Off Hours
A. If you are radio equipped, contact the Communications Center; they will contact the Fleet Services Supervisor-

On-Call, who will determine how to resolve the problem. They must have the following information:

1. Specific location
2. The trouble with the vehicle, if known
3. The vehicle number and type of vehicle. If a flat tire, please give the tire size.

If you are not radio-equipped, you may telephone the Communications Center direct during off hours at (562)
435-6711 and request assistance. The Com. Center will then notify the Fleet Services Supervisor-On-Call.
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ATTACHMENT 5

DAILY SAFETY CHECK-COMMERCIAL VEHICLES
(See Attachment 5A for list of City Vehicles Requiring Daily Safety Checks)

DRIVER’S VEHICLE INSPECTION REPORT Ver. 1106

REQUIRED BY LAW - CHP. Reg. 13CCRIZ1%A3
EQUIPMENT # ODOMETER  HOUR READING:
DATE: DEPARTMENT: TOME: AM. PM
OK DEF WA OF, DEF NA GK DEF N/A
10 3 Air Pressure 0 O {J Fluids {1 1 3 Radiator Leaks
1 O 0O AirLines Engine Gil 1 1 3 Suspension
7 1 O Battery's Trans Flaid 1 01 O Safety Equipment
g O O Body Power Steering Fire Extinguisher
1 {3 {1 Breke Accessories Hyd. Oil Reflective Triangles
0 0 {3 Brekes, Parking Coolant Level First aid kit
1 0O O Brekes, Service o O O Hom 0 0O O SeatBelts
3 0 O Coupling Devices £ 0 O Ligies 3 3 0 Steering
1 3 0 Defroster/Heater Head-Stop 70 00 Tires
1 £3 (1 BExhaust Leaks Tail-Dash 03 0 0 Wheels & Rins
0 3 O Fifth Wheel Turn Indicators 0 0O O Windshield Wipers
1 3 (1 Frame & Assembly Reflaciorns 1 2 O Fuel Card In Vehicls
O 3 Front Axle 0 O 0 Mirrors 3 0O Cther
3 {3 {1 Fuel Tanks O O O Oil Pressure
TRAILER #
OK DEF WA OK D N/A QK. DEF MN/A
3 O O Brakes 0 0 13 Hieh 3 00 {3 Suspension System
1 & O Chock Block {31 O [ Landing Gear 0 O Tires
1 0 O Coupling (King) Pin 3 03 I Lights-All O 0 0O Wheels & Rims
0 5 1 Glad Hands 03 O ¢ Safety Chains 30O O Cther

REMARKS MUST BE INCLUDED WHEN ITEM/S ARE CHECKED DEFECTIVE:

Driver’s Signature:

1 CONDITION OF THE ABOVE EQUIPMENT 18 SATISFACTORY TO OPERATE,
G  CONDITION OF THE ABOVE EQUIPMENT I3 NOT SATISFACTORY TO OPERATE.

OUT OF SERVICE DATE :

Supervisors Signature:

Mech. Signature:

Driver Confirms Repairs Complete:
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ATTACHMENT 5A
CITY OF LONG BEACH COMMERCIAL VEHICLES

Description
TRUCK - FLAT BED DIESEL
TRUCK - LINE CONST.
PASSENGER BUS - SMALL
2 TON - SERVICE TRUCK
FORD F550 CREW CAB W/UTILITY BODY
2 TON - SERVICE TRUCK CNG
TRUCK - PAINT STRIPER
TRUCK - TANKER
TRUCK - TRACTOR
POTHOLE PATCH TRUCK
DUMP TRUCK - 2 AXLE
CONDOR 2 AXLE DUMP
DUMP TRUCK - 2 AXLE
DUMP TRUCK - 3 AXLE
DUMP TRUCK 6X6
CONDOR 3 AXLE DUMP TRUCK
CONDOR 3 AXLE DUMP
SWEEPER VACUUM 4 WHL
VACUUM SWEEPER
SWEEPER VACUUM 4 WHL
STREET FLUSHER
PACKER 17 YARD
REFUSE PACKER 20 YARD
LNG REAR LOADER
PACKER 25 YARD
REF. PACKER/SIDE LOADER
PACKER SIDE LOADER LNG
CONDOR PACKER SIDE LOADER-LNG
PACKER FRONT LOADER LNG
PACKER SIDE LOADER MA - LNG
AERIAL LADDER
TRACTOR DRAWN AERIAL
AERIAL LADDER - PLATFORM
Seagrave Aerial Ladder Truck
PUMPER
SEARCH AND RESCUE UNIT
PUMPER
PUMPER - MUSEUM
PUMPER
PUMPER - SQUIRT
Ford F550 4X4 Airport Crash Unit
CRASH RESCUE UNIT
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ATTACHMENT 6
GUIDELINES FOR SAFE BACKING

When a driver backs the truck, there are four major areas of concern:

Visibility

Other Objects

Backing Skills (the drivers’ ability to back the truck safely)
Terrain

e o & o

Visibility

Cars and trucks are designed primarily for forward visibility, and therefore backing
situations create visibility problems for the driver.

A heavy truck (over 10,000 GVW) has extremely limited visibility. A large area behind the
truck is invisible even with rear view mirrors properly adjusted. This invisible area is called
the “cone of invisibility.” The larger the truck, the larger this cone of invisibility becomes.
The picture below shows this cone of invisibility.

Cone of
Invisibility

The driver must become familiar with the cone of invisibility so that precautions can be
taken to avoid backing accidents.

Other Objects
There are two kinds of objects that can cause problems:
1. Stationary Objects. The driver sees these objects in the rear view mirror before
backing. However, as the truck backs, the objects may suddenly disappear as

the driver turns, or as these objects enter into the cone of invisibility.

2. Moving Objects. No matter how careful a driver may be by checking behind
before backing, a moving object such as a child, car, animal, or crewmember can
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move into the cone of invisibility unnoticed by the driver. This is an extreme
hazard.

SAFE BACKING TIPS

1. Stay alert and concentrate 100% of the time while backing any vehicle.

2. Always plan ahead to avoid backing situations whenever possible.

3. Walk around the vehicle to check the clearances and search for hidden obstacles

before backing. (Be aware of objects that appear above, in back and to the sides

of the truck.)

Stop the vehicle and physically check the area if in doubt of a safe clearance.

Assign a helper (if available) to guide and signal in backing situations. Always

keep the signal person in view while backing to prevent hitting that person.

6. Honk your truck’s horn 2 times (toot - toot) before backing. This signal will alert
other employees to stay clear of your truck.

7. Stop the truck immediately if the backup person cannot be seen or their
whereabouts are unknown.

8. Arrange cargo in the truck bed so that it does not block the view through the rear
window, if possible.

9. Always keep your mirrors, rear window and windshield clean for good visibility.

10.Use both side mirrors when backing, glancing from one side to the other.

11.Exercise caution when backing a truck that has restricted rear visibility (i.e. rear
lift gate, large load, etc.).

12. Always back slowly so that the truck can be stopped immediately, if necessary.
Slow backing will minimize damage if a backing accident occurs.

13. Avoid backing in traffic and around corners.

ok

The following standards for backing and hand signals will be used and practiced by all
City employees:

Standards for Safe Backing

1. The driver has the final responsibility for safe backing if the driver is not sure
whether the area behind the truck is clear, the driver shall stop the truck and get
out to check the area.

2. Afellow employee (if available) shall be designated as signal person to guide the
driver back safely.

3. The signal person shall take a position to the rear and side of the truck to see

that other workers and objects stay clear of the truck.

Always backup slowly so that the truck can stop immediately, if necessary.

If the driver is not sure if it is clear to back or cannot account for any of the

crewmembers, the driver shall STOP the truck immediately. (Always keep the

signal person in view while backing.)

6. The driver and signal person shall use the standard hand signals shown on the
next page.

ok
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STANDARD HAND SIGNALS FOR BACKING

Back,
Turn Left

Back,
Turn Right

g

ove Forward
Face desired direction
4 of movement.

Slow Down Distance Move Arm up and Down Left to Back
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