Fleet Safety Policy and Field Forms

Complete the employer and site details, verify the governing requirements and approve the documents before use. These are adaptable employer forms, not OSHA-issued forms.
Appendix A Customizable written Fleet Safety Policy
Document control: Company: [legal name] · Effective date: [actual date] · Policy ID: [ID] · Revision: [number] · Owner: [name/title] · Approved by: [name/title] · Next review: [company interval]
Purpose and precedence. This policy applies to authorized business driving using [defined company-owned, rented, leased and approved employee-owned vehicles], including trailers. It establishes employer controls; applicable federal, state and local law, equipment instructions and mandatory site rules prevail where more specific. Drivers may not treat a company exception as permission to violate law.
1. Fleet classification and assignments. The fleet coordinator maintains the vehicle/trailer register, regulatory classification, permitted load and towing combinations, assigned operating territories, required inspections, and driver categories. Dispatch may not change a vehicle/trailer combination, transport activity or state of operation without reviewing its classification when the change could affect requirements.
2. Driver authorization. Drivers must hold the necessary license and endorsements, meet applicable age, English-language, medical, and training requirements, and comply with all licensing restrictions for the actual assignment and must be listed as authorized in [register/location]. For applicable interstate CMV assignments, the company verifies Part 391 qualification and any distinct Part 383 CDL, Part 380 training and Part 382 coverage. Drivers must notify [contact] immediately when legally barred from driving, and within [defined company reporting period] for other events affecting authorization. The company reviews MVRs and additional documentation as required by law or its documented standard. Protected personal information is stored with restricted access.
3. Driver conduct. Occupants use installed belts in approved seats. No riding in cargo areas or improvised seating. Drivers obey traffic laws, adjust speed for conditions, use safe following distances, do not operate impaired, and do not carry unauthorized passengers or use vehicles outside approved business/personal-use permissions. Tools and cargo must be secured.
4. Devices and dispatch. As company policy, drivers do not text, browse, handle devices, or place/receive calls, including hands-free calls, while driving. They set navigation before travel and park safely and lawfully before communicating. Dispatchers and supervisors may not require immediate replies from moving drivers. Emergency communication follows applicable law and the emergency plan.
5. Fitness and fatigue. A driver who is ill, fatigued, distracted or otherwise unable to drive safely stops at the next safe opportunity, alerts [dispatch contact] and requests alternate arrangements. Supervisors may not pressure that person to continue or falsify records. For applicable CMV operations the carrier follows Parts 392 and 395, applies the actual ordinary HOS limit or individually documented exception, and keeps required time records, records of duty status, supporting documents and ELD records where applicable. Jobsite labor time is accounted for when calculating on-duty time.
6. Vehicle inspection. Drivers perform [company-selected pre-use check, e.g. before the first business trip each shift] in addition to legally required inspections. They identify the power unit, trailer, date and mileage, use the form in Appendix B, and report defects immediately. Written DVIRs and repair certifications are prepared when legally required; the company's broader checklist is identified as policy. Where §396.13(b)–(c) applies, the incoming driver reviews the required previous DVIR and signs the legally required acknowledgment before operation; dispatch keeps the repair and acknowledgment records linked.
7. Defect and out-of-service control. When a condition could make operation unsafe, the driver stops or does not depart. The coordinator enters the vehicle as [Out of service] in [system] and informs dispatch. A qualified provider evaluates and addresses the condition. Applicable legal certifications and [company release authority] approval must be documented before return to service. Drivers may not self-clear safety-critical defects merely by deleting a report.
8. Maintenance. The coordinator schedules inspections and service based on laws, manufacturer instructions, actual use, qualified maintenance advice and accumulated defects. Each vehicle and trailer has a due-basis register identifying the trigger, owner, work order, date, release reviewer and next due point (Appendix F). Safety recalls are checked and resolved or controlled. Trailers are maintained as separate units. No company service interval overrides a legally required periodic inspection or manufacturer restriction.
9. Towing, loads and job chemicals. Only specifically authorized combinations and trained drivers are permitted. Before departure the driver verifies applicable vehicle, hitch, trailer, tire and cargo ratings; coupling, brakes, breakaway equipment if equipped/required, chains, lights, load placement and securement. Covered CMV cargo checks follow Parts 392 and 393, including special equipment securement where applicable. Gas cylinders, fuels and other hazardous materials are evaluated by [designated shipping reviewer] for actual DOT classification, packaging, quantity, material-of-trade eligibility if claimed, operator information and any training requirements; an SDS alone does not grant a transport exemption. Unusual loads require [fleet coordinator/supervisor] approval.
10. Route, backing and parking. Supervisors plan realistic assignments accounting for congestion, weather, vehicle dimensions and required rest. Drivers avoid unnecessary backing, assess pedestrian exposure, comply with applicable alarm/observer rules, and stop a maneuver if communication with an assigned observer is lost. Park on suitable ground, set brakes and secure vehicles and trailers against movement.
11. Collision and incident response. Drivers take the actions in Appendix D, comply with law, call emergency services as needed, notify [contact] as soon as safe and do not operate a potentially unsafe vehicle. They preserve factual evidence and cooperate with authorized inquiries. Management determines and documents external reports, DOT testing if applicable, insurer notices, OSHA immediate reporting and OSHA recordkeeping as distinct decisions, plus corrective actions. If Part 382 applies, the company supplies the required §382.303(f) testing information/instructions before dispatch, and tests after an accident only when the precise legal criteria apply. Internal notification deadlines: [define without displacing legal deadlines].
12. Training and competency. Before assignment, drivers complete orientation, and towing or specialty operators demonstrate relevant practical tasks. Legally required federal/state training and Part 382 pre-operation post-accident instructions (where applicable) are completed separately. Drivers transporting qualifying materials of trade are informed as required by §173.6; other hazmat operations are screened for the applicable formal requirements. Retraining is assigned after equipment or duty changes, repeated unsafe observations or relevant incidents. Keep dates, topics, instructor, vehicle class, observed results and acknowledgments.
13. Records and review. Records are held for the legally required period for their category, or [company schedule] if longer and lawful. The fleet coordinator reviews [monthly/other chosen interval] vehicle holds, open defects, overdue service, driver authorizations, incidents, and corrective-action completion. [Policy owner] reviews this policy at [interval] or sooner when operations or laws change. Employees may raise good-faith safety concerns without retaliation; discipline or remediation follows lawful, consistent company processes.
Acknowledgment: I received this policy, understand how to obtain clarification, and agree to follow the requirements applying to my assignments.
Driver name: __________ Employee ID: __________ Signature: __________ Date: __________
Supervisor/instructor: __________ Signature: __________ Date: __________
Required local attachments: Vehicle and trailer classification register, with jurisdictions and legal references; Authorized driver matrix, including towing categories; Inspection/defect workflow and actual dispatch status control; Maintenance schedule and release authority; Maintenance trigger/recall tracker and recurring defect review; Applicable HOS and DOT-testing instructions, if any; Applicable chemical transportation and materials-of-trade screening; Actual emergency contacts, insurer details, reporting schedule and record-retention schedule.
Appendix B Vehicle and Trailer Preuse Inspection and Defect Form
Use: Optional company-wide daily form; supplement or adapt to satisfy legally required inspections/DVIRs where applicable. A pre-use check is not the same thing as the formal periodic inspection under §396.17.
	Identification
	Entry

	Date and local time
	__________

	Driver/inspector and employee ID
	__________

	Power unit ID, plate, VIN or unique ID
	__________

	Trailer ID, plate, VIN or unique ID (if attached)
	__________

	Odometer / engine hours
	__________

	Location and intended trip
	__________

	Report type
	☐ Initial/pre-use ☐ End-of-day defect ☐ Follow-up

	Applicable federal/state/company inspection basis
	__________

	Required periodic inspection proof and due date checked
	☐ Yes ☐ No ☐ N/A; due: __________



Mark each item OK, Defect or N/A. N/A must mean the equipment does not exist or the specific item does not apply, not that it was skipped.
	Item
	OK
	Defect
	N/A

	Service brake and parking/emergency brake function
	☐
	☐
	☐

	Steering, controls and warning indicators
	☐
	☐
	☐

	Tires, wheels, rims, visible damage and inflation concerns
	☐
	☐
	☐

	Headlights, brake lights, turn signals and required reflectors
	☐
	☐
	☐

	Mirrors, glass, wipers and defroster as applicable
	☐
	☐
	☐

	Horn and applicable safety/reverse-warning equipment
	☐
	☐
	☐

	Seat belts, seats and cabin visibility
	☐
	☐
	☐

	Visible fluid leaks, loose parts or damage
	☐
	☐
	☐

	Tools and cargo secured in cab or truck body
	☐
	☐
	☐

	Required emergency equipment present and accessible
	☐
	☐
	☐

	Tow vehicle, hitch and trailer weight ratings reviewed
	☐
	☐
	☐

	Trailer coupler, latch, pin and safety chains/cables
	☐
	☐
	☐

	Trailer connector, lights, brake/breakaway function where fitted
	☐
	☐
	☐

	Trailer tires, wheels, jack, ramps and gates secured
	☐
	☐
	☐

	Trailer load distributed, tied down and within applicable limits
	☐
	☐
	☐

	Gas cylinders/chemicals classified, packaged and restrained for actual shipment
	☐
	☐
	☐

	Any unresolved defect from prior use reviewed
	☐
	☐
	☐



Defect description (one line per issue): Item/position __________; symptoms or observation __________; discovered at __________; supervisor notified __________. Attach images or work order number as appropriate.
Vehicle status before dispatch: ☐ No reported safety defect ☐ Hold for evaluation ☐ Out of service ☐ Not applicable (trailer only)
Driver signature/verified electronic acknowledgment: __________ Date/time: __________
Corrective action and release (complete separately from the driver's inspection):
Defect/work order ID: __________ · Assessed by: __________ · Date/time: __________
Repair completed: __________ / Repair not necessary, with documented reason: __________
Required FMCSA DVIR certification, if applicable: __________
Verification performed by: __________ · Date/time: __________
Dispatch status changed to Available by [authorized role]: __________ · Date/time: __________
Incoming driver's review of a previous federally required defect DVIR (§396.13(b)–(c), when applicable):
Prior report ID/date: __________ · Defects/repaired status read: __________
Required repair certification present? ☐ Yes ☐ No ☐ N/A; reason if N/A: __________
Incoming driver has reviewed the report and the applicable certification: Name __________ · Signature / verified electronic acknowledgment __________ · Date/time __________
Exception for defect on a towed unit no longer in the combination, if applicable: Original unit __________ · Basis __________
Instruction: A damaged vehicle is not safe simply because the driver finished this form. Where a law requires repair, inspection, DVIR or certification, complete that legal process before dispatch. This employer-designed form does not by itself constitute a compliant DOT annual inspection report, an ELD record or a regulator-issued out-of-service release.
Appendix C Driver orientation and practical competency record
Driver __________ · License/class/endorsements verified by __________ · Assigned vehicle classes __________ · Trainer __________ · Date __________
	Orientation subject
	Discussed
	Demonstrated if applicable

	Company policy, authorized use and reporting contacts
	☐
	☐

	License restrictions and vehicle/combination classification
	☐
	☐

	Applicable FMCSA/state duties or exceptions explained
	☐
	☐

	Previous required DVIR reviewed and acknowledged before operation, if applicable
	☐
	☐

	Part 391 medical, license, road-test and DQ screens verified by authorized manager
	☐
	☐

	Applicable §391.11(b)(2) English-language communication/records qualification screened by authorized manager
	☐
	☐

	Pre-use check, defect escalation and out-of-service status
	☐
	☐

	Braking, steering, parking and safe vehicle condition
	☐
	☐

	Seat belts, authorized passengers and in-cab cargo
	☐
	☐

	Distracted driving and dispatch communication rule
	☐
	☐

	Speed, weather, route and safe stopping decisions
	☐
	☐

	Fatigue reporting and alternate-trip arrangements
	☐
	☐

	Actual HOS pathway and duty-time/recordkeeping procedure, if covered
	☐
	☐

	Backing, blind areas, spotter signals, pedestrians
	☐
	☐

	Trailer ratings, coupling, lights, brakes, breakaway device
	☐
	☐

	Load distribution and restraint check
	☐
	☐

	Job chemical/cylinder shipping classification and materials-of-trade procedure, if relevant
	☐
	☐

	Parking, trailer uncoupling and securing equipment
	☐
	☐

	Emergency response and company notification
	☐
	☐

	Police, insurance, OSHA and DOT escalation (manager determines)
	☐
	☐

	Part 382 §382.303(f) post-accident testing information supplied before first covered CMV operation, if applicable
	☐
	☐

	Incident facts and evidence handling
	☐
	☐



Practical assignment: Vehicle/trailer combination __________ · Test area __________ · Maneuvers observed __________
Result: ☐ Authorized ☐ Authorized with restrictions listed here: __________ ☐ Further practice required
Instructor findings and corrective training: __________
Federal/state-specific instructions delivered: ☐ Part 382 pre-operation post-accident instructions ☐ Part 395/HOS and records ☐ Applicable hazard-material or materials-of-trade instructions ☐ N/A, reasons: __________
Delivery method and date/time: __________ · Employee questions/answers and additional materials location: __________
Driver signature: __________ Instructor signature: __________ Date: __________
This record demonstrates company orientation only. It does not replace a legally required CDL, Entry-Level Driver Training, Part 391 road test, hazmat training or other mandated qualification.
Appendix D Collision Response Card and Management Decision Record
For the driver Carry in the vehicle
1. Stop safely. Do not leave in violation of law. Consider moving to a safe position only as legally appropriate and without creating further danger.
2. Get help. Call 911 if injuries, fire, blocked traffic, hazardous material or another emergency requires it. Give the precise location and known hazards.
3. Protect people. Stay clear of live lanes, unstable equipment, damaged electrical lines and leaking material. Do not attempt unsafe rescues.
4. Notify the company when safe. Call [fleet emergency phone] or [after-hours alternative]. A missed call while helping an injured person is not a policy violation.
5. Exchange required information. Cooperate truthfully with police and authorized responders; do not speculate about fault.
6. Preserve facts if safe. Record date/time, location, people, vehicles, weather, witnesses and photos. Protect video/telematics and work-order details from deletion under company instructions.
7. Do not drive a questionable vehicle. Request recovery and inspection. Follow instructions regarding towing and cargo.
8. Await instructions. The manager determines insurer notices, FMCSA/OSHA/state obligations and DOT testing when applicable.
For a driver covered by DOT Part 382: Before operation, your employer must have given you the required post-accident testing instructions. Following a potentially qualifying crash, contact the designated company testing coordinator as soon as it is safe, remain reasonably available for any legally required test and follow instructions without delaying necessary emergency treatment. Do not assume a roadside police test is automatically a compliant employer test. Drivers outside Part 382 should follow the applicable company and state procedures, not this federal testing rule by default.
Emergency contact: 911 (U.S.) · Fleet/after-hours [name, phone] · Insurer claim contact [name, number, policy] · Roadside assistance [number] · Vehicle unit [ID].
For the manager Complete when the incident is reported
Case number: __________ · Date/time reported: __________ · Manager: __________ · Driver/unit/trailer: __________ · Roadway/jobsite/state: __________
	Decision
	Record finding and deadline

	Emergency/police response required?
	__________

	State collision report required?
	__________; state source: __________

	Insurer/client notification needed?
	__________; policy/contract deadline: __________

	Is a covered CMV/driver involved?
	Classification record: __________

	FMCSA accident per §390.5T?
	Fatality? ___ Immediate treatment away? ___ Disabling towaway? ___; conclusion: __________

	§390.15 register and supporting records required?
	__________; reviewer: __________

	Part 382-covered driver and qualifying §382.303 public-road event?
	Part 382 basis ___; CMV/public-road/in-commerce ___; statutory exception screened ___

	Fatality trigger for DOT testing?
	Fatality ___; driver safety-sensitive function ___; no citation needed under fatality branch ___

	Nonfatal injury/towaway DOT trigger?
	Immediate injury treatment away ___; vehicle disabling damage requiring towaway ___; criteria source ___

	Citation to covered CMV driver for accident-related moving violation?
	Citation type ___; issued to ___; issue date/time ___; received within 8 hours? ___; within 32 hours? ___

	DOT alcohol test decision separately from drug test
	Required? ___; fatality or nonfatal/citation basis ___; decision-maker ___; time ___

	DOT controlled-substances test decision
	Required? ___; fatality or nonfatal/citation basis ___; decision-maker ___; time ___

	If DOT testing required, record actual timestamps
	Accident ___; alcohol test ___; if delayed >2 hours reason ___; 8-hour end-of-attempts ___; drug test ___; 32-hour end-of-attempts ___

	Driver received §382.303(f) advance instructions?
	Orientation record ID/date ___; testing coordinator ___

	OSHA §1904.39 immediate reporting?
	Work-related ___; public road outside construction work zone ___; death within 30 days ___; qualifying in-patient admission/amputation/eye loss within 24 hours ___; awareness time ___; decision/deadline ___

	OSHA 300/301 recording?
	Work-relatedness under §1904.5 ___; recording criteria ___; determination: __________

	Vehicle release or hold?
	Unit status ___; inspection/repair authorization ___

	Evidence preserved and investigation assigned?
	Evidence location ___; investigator ___; corrective actions ___



FMCSA register fields if §390.15 applies: accident date; nearest city/town and state; driver name; number of fatalities; number of injuries; release of hazardous materials other than fuel from the vehicle's fuel tanks; required supporting reports. Verify the definition and section before recording a crash as federally qualifying.
Required decision discipline: Make each DOT test determination against §382.303(a)–(h), not against a company preference for testing. In nonfatal qualifying events, an accident-related citation issued after eight but within 32 hours can produce a different alcohol-versus-drug result. In a true federal testing case, record why a required test was not obtained within the two-hour, eight-hour or 32-hour intervals and stop attempts when the law requires. For OSHA, distinguish the incident-to-medical-event window from the employer-awareness-to-reporting deadline; an ER visit is not automatically a qualifying in-patient admission. Refer to agency/state procedures before notifying the regulator; retain proof of any required notification.
Corrective-action closeout: Finding __________ · Action __________ · Owner __________ · Due date __________ · Completed __________ · Effectiveness verified by/date __________.
Appendix E Vehicle classification and records worksheet
	Field
	Enter actual information; never guess

	Company / operation
	__________

	Vehicle + trailer IDs, VINs
	__________

	Truck GVWR / actual GVW
	__________ / __________

	Trailer GVWR / actual GVW
	__________ / __________

	GCWR under §390.5T / manufacturer GCWR / actual GCW
	__________ / __________ / __________

	Cargo and passenger purpose
	__________

	Interstate, intrastate or through movement
	__________

	FMCSA §390.5T applicability and exception
	__________; source/date: __________

	Federal CDL Part 383 classification
	__________; source/date: __________

	State driver's license, registration, permit
	__________; agency source/date: __________

	USDOT number / operating authority decision
	__________; source/date: __________

	Part 391 qualification required?
	__________

	Part 382 testing required?
	__________

	Part 395 HOS or exception; retained time records?
	__________

	Parts 392/393/396 driving, cargo and maintenance duties?
	__________

	DOT hazardous-material classification and §173.6 eligibility, if relevant
	Product/quantity ___; classification basis ___; exception proven? ___; reviewer/date ___

	State inspection/insurance conditions
	__________

	Fleet coordinator authorization
	Name/date __________; reevaluate when operations change



Appendix F Preventive maintenance inspection and recall register
Purpose: One master register for each power unit and each trailer, tied to actual regulations, manufacturer instructions, work conditions and recorded defects. Company review frequency: [adopted interval]. Do not use this as proof of a particular inspection unless the legally required inspection and documentation were completed.
	Unit ID / VIN
	Requirement or maintenance trigger and its source
	Due by: date, mileage, hours or condition
	Assigned owner
	Work order / evidence
	Status and release decision
	Next action/date

	[Van 01]
	[Actual maker schedule / equipment condition]
	[Actual due basis]
	[Name]
	[Number/link]
	☐ Planned ☐ Held ☐ Completed and released
	[Date/basis]

	[Pickup 02]
	[Brake or severe-towing service review]
	[Actual due basis]
	[Name]
	[Number/link]
	☐ Planned ☐ Held ☐ Completed and released
	[Date/basis]

	[Trailer T1]
	[Defect DVIR / periodic inspection if applicable]
	[Actual due basis]
	[Name]
	[Number/link]
	☐ Planned ☐ Held ☐ Completed and released
	[Date/basis]



Repair closeout: Unit __________ · Reported concern __________ · Evaluator __________ · Work performed or reason repair not necessary __________ · Legally required inspection/certification __________ · Incoming-driver DVIR acknowledgment if required __________ · Release authority/date __________.
Repeat-defect and recall review: VIN recall search/date __________ · Recall ID and manufacturer remedy/status __________ · Same-category prior defects and dates __________ · Reviewer's root-cause finding __________ · Corrective action owner and due date __________ · Effectiveness check __________.
Register control: Only an identified authorized person may change an unsafe unit from Held to Available. Records and underlying evidence follow their actual retention requirements; a status color in software is not a substitute for a legally required inspection or repair record.
Appendix G Short Haul Time Record and Dispatch Exception Worksheet
Use only when the actual §395.1(e)(1) or §395.1(e)(2) conditions are met. This is an employer record model, not an ELD substitute for an unqualified driver. Evaluate both regulatory and state obligations. Retain true and accurate time records for the six months required by the relevant short-haul provision.
Driver: __________ · Normal work reporting location: __________ · Carrier: __________ · Vehicle/unit: __________
Selected exception: ☐ §395.1(e)(1) ☐ §395.1(e)(2) (non-CDL property carrier) · Reviewed by/date: __________
Authorized 150-air-mile-radius determination: __________ · Method/source and date: __________
Workweek / seven-day tracking period: __________ · Previous seven-day duty time, if first-time or intermittent use: __________
	Duty date
	Report-for-duty time
	Total on-duty hours
	Release-from-duty time
	Returned to normal reporting location?
	§395.1(e)(2) applicable 14-/16-hour day status
	Supervisor review

	__________
	__________
	__________
	__________
	☐ Yes ☐ No
	☐ 14-hour pattern ☐ 16-hour pattern ☐ N/A
	__________

	__________
	__________
	__________
	__________
	☐ Yes ☐ No
	☐ 14-hour pattern ☐ 16-hour pattern ☐ N/A
	__________

	__________
	__________
	__________
	__________
	☐ Yes ☐ No
	☐ 14-hour pattern ☐ 16-hour pattern ☐ N/A
	__________



Dispatch audit: Required off-duty separation checked? __________ · Actual driving-time limit checked? __________ · 60/70-hour condition checked? __________ · 150-air-mile and reporting-location condition checked? __________ · For §395.1(e)(2), count of days using the 16-hour driving-window variation within each seven-day period: __________ · Exception lost or trip changed? __________ · Required RODS/ELD and other response initiated? __________.
Instruction: A 16-hour day under §395.1(e)(2) is a limited variation in the end of the permitted driving window, not a permit to drive for 16 hours. If a condition fails, reassess the trip against the applicable standard HOS, records-of-duty-status and ELD rules before dispatch continues. Never rewrite true time records to preserve apparent eligibility.
