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Motor Vehicle Safety Program 
 
The intent of this program is to educate and inform American Fence Company (Company) personnel on the 
hazards and requirements associated with operating a motor vehicle, as well as give guidelines on how to avoid 
work related motor vehicle accidents.   
 
A multitude of factors can influence how a person drives a vehicle.  Driving a vehicle while you are angry is as 
dangerous as driving while you are fatigued.  Other possible conditions, which may jeopardize a person’s safety 
while driving, are as follows:  medication, hearing, stress, emotions, attitude, vision, etc. 
 
It is of the utmost importance that any person who is asked to drive a Company owned vehicle or personal 
vehicle on company business, be mentally and physically capable of operating the vehicle in an appropriate and 
safe manner.  The information listed below has been provided to assist employees in identifying hazards and 
instructing them on how to react in certain situations.  Employees are expected to fully comply with these 
policies contained within. 

 
GENERAL REQUIREMENTS 

 
Driver Hiring Criteria  
No driver will operate company owned vehicles nor be considered for employment, unless the criteria listed 
below is met: 

• Minimum 18 years of age with CDL / 21 without CDL. 
• Possession of a valid driver's license. 
• Motor Vehicle Record (MVR) is reviewed at the time of hire and annually thereafter for all affected 

employees. 
• No major convictions within the last three years.  Major convictions are:  DWI, DUI, reckless driving, 

suspension or revocation, a felony involving operation of a vehicle. 
• No more than two moving violations or preventable accidents within the past three years. 

 
CDL Requirements 
All positions in Fence Installation, Yard, Drivers and Mechanics are required to have a CDL at time of employment 
or meet the requirements to obtain a CDL within 90 days of employment.  This is an essential part of the job 
description and is presented at the time application on the job description signed with application. 
 
The top pay range for non-CDL holders is $17.00 per hour. Upon obtaining your Class A CDL you will be eligible 
for a $2.00 per hour. pay increase.  All wage increases will be subject to current employment in good standing 
that includes attendance and performance review items. 
 
New Hire without CDL 
Within 90-days of employment the employee must obtain a CDL.  The Company will assist by providing manuals 
for studying, equipment for testing and mentoring by a current CDL holder.  When the CDL is obtained the 
employee must provide the following: 

• Copy of the CDL 
• Copy of Med Card 
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• Signed Vehicle Operators Cell phone and Texting Policy  
• Signed Motor Vehicle Pledge to Work Safe 
• A Negative Drug and Alcohol Test  

 
When this process is completed after employment, the employee will be eligible for up to a $2.00 per hour pay 
increase when all documents and the wage change form are submitted to Human Resources. 
 
Failure to Obtain CDL 
Should a new hire installer fail to obtain a CDL within the 90-day time period: 

• The employee will receive a letter offering enrollment in the American Fence Company CDL program.  
• The employee will also be reminded that their wage will be limited to $17.00 per hour until the CDL is 

obtained.  
• The employee will not be promoted beyond the position Fence-Installer 2nd Team Member until the CDL 

is obtained. 
 

Motor Vehicle Records (MVR) Criteria 
• It is the policy of the Company to obtain motor vehicle records on all persons who operate company 

vehicles or personal vehicles on company business every 12 months. MVR’s will be obtained prior to 
employment for those individuals seeking positions that necessitate the operation of a motor vehicle. 

• Individual MVR’s will become part of the individuals personnel and/or drivers qualification file and must 
be retained for a period of twelve (12) months. 

• Any disciplinary action taken as a result of MVR reviews and/or accidents must be documented and 
consistently applied to all employees who fail to comply with this program. 

• MVR reviews will be equally valued as determined by the Company auto insurance carrier’s insurability 
criteria.  Accumulation of too many driving infractions by an employee or applicant would be considered 
at “high risk” for an accident or driving infraction, consideration will be given to minimizing the risk. 

• Failure to maintain an acceptable driving record can result in loss of employment as most Company 
positions require a valid driver’s license to perform duties.   

 
Drug-Free Workplace Policy:  

Purpose and Goal 
The Company is committed to protecting the safety, health and well-being of all employees and other individuals 
in our workplace. We recognize that alcohol abuse and drug use pose a significant threat to our goals. We have a 
drug-free workplace program that balances our respect for individuals with the need to maintain an alcohol and 
drug-free environment. 
 
This organization encourages employees to voluntarily seek help with drug and alcohol problems.  
 
The Company complies with all Federal and State drug and alcohol testing requirements. 
 
Covered Workers 
Any individual who conducts business for the Company, is applying for a position or is conducting business on the 
Company's property is covered by our drug-free workplace policy. Our policy includes, but is not limited to 
executive management, managers, supervisors, full-time employees and applicants. 
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Applicability 
Our drug-free workplace policy is intended to apply whenever anyone is representing or conducting business for 
the organization. Therefore, this policy applies during all working hours. 
 
Prohibited Behavior 
It is a violation of our drug-free workplace policy to use, possess, sell, trade, and/or offer for sale alcohol, illegal 
drugs or intoxicants. 
 
Notification of Convictions  
Any employee who is convicted of a criminal drug violation in the workplace must notify the organization in 
writing within five calendar days of the conviction. The organization will take appropriate action within 30 days of 
notification. Federal contracting agencies will be notified when appropriate.  
 
Drug Testing 
To ensure the accuracy and fairness of our testing program, all testing will be conducted according to Substance 
Abuse and Mental Health Services Administration (SAMHSA) guidelines where applicable and will include a 
screening test; a confirmation test; the opportunity for a split sample; review by a Medical Review Officer, 
including the opportunity for employees who test positive to provide a legitimate medical explanation, such as a 
physician's prescription, for the positive result; and a documented chain of custody. 
 
All drug-testing information will be maintained in separate confidential records. 
 
Each employee, as a condition of employment, will be required to participate in pre-employment, random, post-
accident and reasonable suspicion testing upon selection or request of management. 
 
The substances that will be tested for are: Amphetamines, Cannabinoids (THC), Cocaine, Opiates, Phencyclidine 
(PCP) and Alcohol. 
 
Testing for the presence of alcohol will be conducted by analysis of breath. 
 
Testing for the presence of the metabolites of drugs will be conducted by the analysis of urine. 
 
Any employee who tests positive will be referred to a substance abuse professional for assessment and 
recommendations, required to successfully complete recommended rehabilitation including continuing care and 
subject to ongoing, unannounced, follow-up testing based on the recommendation of the substance abuse 
professional.  This assessment, recommended rehabilitation, and follow-up testing costs will be the responsibility 
of the employee. 
 
An employee will be subject to the same consequences of a positive test if he/she refuses the screening or the 
test, adulterates or dilutes the specimen, substitutes the specimen with that from another person or sends an 
imposter, will not sign the required forms or refuses to cooperate in the testing process in such a way that 
prevents completion of the test.  This includes automatic termination. 
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Consequences 
One of the goals of our drug-free workplace program is to encourage employees to voluntarily seek help with 
alcohol and/or drug problems. If, however, an individual violates the policy, the consequences are serious. 
 
In the case of applicants, if he or she violates the drug-free workplace policy, the offer of employment will be 
withdrawn. The applicant may reapply after one year and must successfully pass a pre-employment drug test. 
 
If an employee violates the policy, he or she will be subject to progressive disciplinary action, up to and including 
termination and may be required to enter rehabilitation. An employee required to enter rehabilitation that fails 
to successfully complete it and/or repeatedly violates the policy will be terminated from employment. Nothing in 
this policy prohibits the employee from being disciplined or discharged for other policy violations and/or 
performance problems. 
 
Assistance 
American Fence Company recognizes that alcohol and drug abuse and addiction are treatable illnesses. We also 
realize that early intervention and support improve the success of rehabilitation. To support our employees, our 
drug-free workplace policy:  
 

• Encourages employees to seek help if they are concerned that they or their family members may have a 
drug and/or alcohol problem. 

• Encourages employees to utilize the services of qualified professionals in the community to assess the 
seriousness of suspected drug or alcohol problems and identify appropriate sources of help. 

• Treatment for alcoholism and/or other drug use disorders may be covered by the employee benefit plan. 
However, the ultimate financial responsibility for recommended treatment belongs to the employee.  
 

Confidentiality 
All information received by the organization through the drug-free workplace program is confidential 
communication. Access to this information is limited to those who have a legitimate need to know in compliance 
with relevant laws and management policies. 
 
Shared Responsibility 
A safe and productive drug-free workplace is achieved through cooperation and shared responsibility. Both 
employees and management have important roles to play. 
 
All employees are required to not report to work or be subject to duty while their ability to perform job duties is 
impaired due to on- or off-duty use of alcohol or other drugs. 
 
In addition, employees are encouraged to:  
 

• Be concerned about working in a safe environment.  
• Report dangerous behavior to their supervisor. 
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It is the supervisor's responsibility to:  

• Inform employees of the drug-free workplace policy. 
• Observe employee performance. 
• Investigate reports of dangerous practices. 
• Document negative changes and problems in performance. 
• Counsel employees as to expected performance improvement. 
• Clearly state consequences of policy violations. 

 
Communication 
Communicating our drug-free workplace policy to both supervisors and employees is critical to our success. To 
ensure all employees are aware of their role in supporting our drug-free workplace program: 
 

• All employees will receive a written copy of the policy. 
• The policy will be reviewed in orientation sessions with new employees. 
• The policy and assistance programs will be reviewed at safety meetings. 
• Employee education about the dangers of alcohol and drug use and the availability of help will be 

provided to all employees. 

DOT and Non-DOT DRUG SCREENING:  Actions for Failure to Pass or Refusal to Take a Drug Screening 
 
DOT Requirements – Substance Abuse Program (SAP) Process for Positive Test Results or Refusing to Test 

• Because of either a positive random DOT screen or the refusal to take a random DOT screen, you must 
follow specific steps to return to work in a driving capacity. American Fence is committed to assist you in 
this effort, however most of the process will be the employee’s responsibility. 

• A Substance Abuse Program provider at a local facility/clinic will be provided to you by Human Resources. 
These facilities will have a qualified Substance Abuse Provider (SAP) who will assist with the compliance 
and treatment process and will be at the expense of the employee. 

• You must contact the SAP within 48 hours of a positive screen or refusal to be screened.  Failure to do so 
will result in automatic termination of employment. 

• The employee is to request an evaluation from the SAP for a recent DOT drug screen violation.  The SAP 
will provide you with a detailed package of information regarding the process. 

• The employee will need to complete all required documents and schedule an appointment for a face to 
face evaluation for dependency and notify their manager of the appointment schedule. 

• The initial evaluation will determine the treatment steps and what the employee will be required to do.  
Depending on the evaluation recommendations, it could be a simple process of education and 
commitment or possibly an inpatient stay.  

• The cost of the evaluation and program is the employee’s responsibility.  The initial fee could be a flat rate 
or based on a sliding scale that is determined by the employee’s income.  This is determined by the SAP. 

• There are specific requirements of each program and the Company’s position on the employee’s status 
will be based on the SAP’s evaluation and employee’s compliance. 

• The employee will follow the program requirements and contact the Directors of Safety and Human 
Resources directly on a weekly basis with their program status. 
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Non-DOT positions 
American Fence will comply with the recommendations of the substance abuse professional, however there are 
also some specific company requirements that must be met: 

• The employee will not be allowed to drive any company vehicle until they have completed the substance 
abuse professional’s recommendations and passed a final drug screen at the employee’s expense. 

• The employee will be allowed to operate (safety sensitive) equipment used in the fence installation 
process but only on company property and at specific job sites after a minimum 24-hour wait after the 
positive screen or refusal. 

• During a 60 day period, the employee will be subject to random drug screens at any time which will be at 
the employee’s expense. 

• After the 60 day period, the employee will be subject to random screenings at the recommendation of 
the substance abuse professional at employee’s expense. 

• Should the employee fail any random drug screen during the outlined time frames, additional disciplinary 
steps will be addressed.  Discipline will be dependent on the employee’s progress with the SAP and the 
specific situation.  Each event will be discussed and handled on a case by case basis.  Disciplinary action 
may result in automatic termination of employment. 

 
Driving While Impaired (DWI) / License Suspension Policy 
This policy establishes required actions and procedures that must be followed when an employee whose job 
requires driving on company business or is an operator of a company-owned vehicle, is charged or cited with 
operating a motor vehicle while under the influence of alcohol and/or drugs or other substances, driving while 
impaired or refusing to submit to a test for impairment based on such substances when requested by law 
enforcement personnel, or has their driver's license suspended for any reason. 
 
This policy applies to all employees of the Company who operate a company-owned vehicle or personal vehicle 
on company business.  
 
When an employee, whose job requires driving on company business or a company-owned vehicle, is: 

• Charged with operating a motor vehicle while under the influence of alcohol and/or other substances or; 
• Driving while impaired or driving while intoxicated or; 
• Has refused to submit to a test to determine the presence of impairing substances when requested to by 

law enforcement personnel, or; 
• Has their driver's license suspended for any reason the employee must promptly report this to 

management.  Failure to do so will lead to disciplinary action up to and including termination. 
 

The following procedure must be followed: 
• The individual will be forbidden to drive any company-owned, rented, or leased vehicle on company 

business or for personal reasons until a final resolution of the matter is reached and any summary license 
suspension has been removed for all work-related-driving purposes.  In addition, the employee will be 
further forbidden to drive his or her personally owned vehicle on company business during this period. If 
the individual is an employee, the following will apply: 

• The employee's functional department will make every reasonable effort to temporarily place the 
employee in a non-driving position pending the final disposition of the matter and/or the restoration of a 
valid driver's license for all work-related driving purposes. 
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• If no temporary non-driving position is available the employee will be placed on a short-term leave of 
absence without pay.   

 
ACCIDENT REPORTING 

 
Accident / Incident Reporting Procedures 

• Drivers must immediately report to management, any or all of the following: 
o Any and all traffic violations and accidents for which they are ticketed; 
o Any and all traffic violations for which they are convicted, or plead guilty or no contest to; 
o Any change in driver’s license status including suspension, revocation or restriction. 

• Any incident involving the use of a company vehicle whether or not it results in any injury to a person(s) 
or damage to any vehicle or property, and regardless of fault, must be reported immediately to the 
Company Director of Safety. 

• Obtain all personal information to include name of driver, address, telephone number, and insurance 
company.  Accident reporting forms are located in each company vehicle and must be filled out 
completely and returned to the Company Director of Safety. 

• Failure to comply with these provisions will result in disciplinary action, up to and including termination.  
If you are involved in an accident while driving a company vehicle, you will be required to take a legally 
permissible drug test at the Company’s expense.  The results of this test may be grounds for termination 
or reimbursement for any damages that may have occurred.   
 

GENERAL OPERATION 
 

General Driving Instructions 
• Always obey traffic signs and signals 
• Company owned vehicles must never be driven at a speed, which exceeds the area’s posted speed limit. 
• All passengers in the vehicle must wear seat belts at all time the vehicle is in motion. 
• Drivers must always yield to emergency vehicles. 
• No person(s) other than on-the-job employees and authorized personnel are permitted to ride in or 

operate Company vehicles.  Operators who drive company owned vehicles must be properly licensed and 
authorized by management to do so. 

• Drivers must remain alert at all times and not allow other things inside the vehicle to distract them.  Cell 
phone use while driving is strictly prohibited. 

• Personnel will not be allowed to operate a Company owned motor vehicle after having consumed any 
amount of alcohol and/or illegal drugs.  Vehicle operators under the influence of a prescribed medication 
must first obtain approval from the prescribing physician before operating the vehicle. 

Cell Phones and Personal Phone Calls 
No dialing or texting while driving.  If you are in the vehicle with others, give someone else the phone and let 
them place (or answer) a call while you concentrate on the road.  If you need to talk or text, pull over to the side 
of the road and stop.  If you are in the vehicle by yourself, use a hands free device while driving.  Otherwise, 
pullover to the side of the road to place or answer the call or text. 
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As a driver, your first responsibility is to pay attention to the road.  Do not take notes or look up phone numbers 
while driving.  If you are reading an address book, business card or material sheet while driving a vehicle, then 
you are not watching where you are going.  Use common sense.  Do not get caught in a dangerous situation 
because you are reading or writing and not paying attention to the road or nearby vehicles. 
 
Dial sensibly and assess the traffic.  Calls are to be placed only when you are not moving.  Try to plan your calls 
before you begin your trip, or attempt to schedule your calls at times when you are stopped. 
 
Do not engage in distracting conversations.  Stressful or emotional conversations and driving do not mix.  They 
are distracting and even dangerous when you are behind the wheel.  Make people you are talking with aware 
that you are driving and if necessary, suspend the phone conversations which have the potential to divert your 
attention from the road. 
 
It is difficult to apply safe driving principles while talking on a cell phone.  Focusing your attention and 
concentration on your driving should be your top priority. 
 
Good driving habits can decline and bad driving habits, sooner or later, will affect you and fellow drivers on the 
road.  Therefore, the Company states that: No employee is to use a cell phone while driving a vehicle for 
company use unless it is absolutely necessary. 
 
Generally, all personal cell phones should be shut off unless they are being used for business purposes. The 
company recognizes that employees will occasionally need to place and receive personal phone calls during the 
workday and those calls should be made at a break or lunch period. In all cases personal calls should be minimal, 
whether the calls are placed or received using company phones or personal phones. Receiving and placing 
excessive personal calls is disruptive to others. Therefore, abuse is subject to disciplinary action following normal 
Company procedures. 
 
Personal Use of Company Vehicle 
Use of Company vehicles for other than business purposes is strictly prohibited.  Any unapproved, nonbusiness 
use of a Company vehicle is grounds for immediate termination.  Employees using a Company vehicle for any 
unapproved use do so at their own personal risk and liability and will be held liable for any damages incurred.  
 

• The employee understands and agrees that he/she will not transport non-company personnel in the 
vehicle nor will he/she allow non-company personnel to operate the vehicle under any circumstances.  

• The employee understands that company vehicles shall not be used on weekdays after 9PM or at all on 
the weekends.  

• The employee understands that he/she will inspect the vehicle upon receipt and prior to usage to assure 
that the vehicle is in good working condition and safe for use on public roads.  The employee will assure 
that the vehicle is maintained according to the manufacturer’s recommendations.  He/she will provide 
the company with at least seven days’ notice of any regular scheduled maintenance.   

• The employee understands and agrees that he/she will not operate the vehicle if unsafe for use on public 
roads or not in good working condition.   
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No Tobacco Policy 
It is the policy of the Company not to permit the use of any tobacco products or e-cigarettes on any part of its 
premises or property including company vehicles. This is to ensure the health and safety of all staff.  
 
Employees will agree to specific 20 minute unpaid breaks at 10:00am and at 2:00pm with their supervisor; this 
includes smoking and non-smoking personnel. 
 
If you wish to smoke, chew tobacco or use e-cigarettes, you may do so only outside of Company property. If you 
chose to ingest any tobacco product, please consider the impression you are giving as an employee of the 
Company and ensure that you dispose of cigarette stubs and chewing tobacco appropriately. Failure to do this 
will result in a total ban of tobacco products around all Company property.  
 
No additional break periods will be permitted. This includes repetitive break times for using tobacco. 
 
Any employee found to be in breach of any of these rules will be subject to disciplinary action up to and including 
immediate termination. 
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Motor Vehicle Safety Program  
Employee Acknowledgment 

 
The undersigned,                                   , is employed with American Fence Company and will operate a company 
owned or personal motor vehicle during employment.  Employee warrants to employer that he/she has attained 
the age of twenty-one and has a valid driver's license not under revocation or suspension.  The employee agrees 
to comply with the following: 
 

1. To consent to Motor Vehicle Record (MVR) checks. 
 

2. To abide by all driver regulations. 
 

3. That he/she meets the American Fence Company MVR standard. 
 

4. To abide by all traffic regulations, laws, ordinances, and company policies contained within the Motor 
Vehicle Handbook while employed with American Fence Company. 
 

5. To report promptly any traffic citation, accident, and/or conviction or change in driver's license status 
whether incurred during or outside employment to his/her immediate superior. 
 

6. To report all accidents, including personal injury, to your immediate supervisor regardless of whether 
there is apparent damage and/or injury. 

 
The undersigned certifies that all information provided to the employer is true and accurate to the best of 
his/her knowledge, and consents to an MVR through any consumer investigative or reporting agency chosen by 
American Fence Company. 
 
 
  
Employee Date Date of Birth 
 
 
  
Driver's License #                                            Expiration Date                                       State 
 
 
  
Manager Date 
 
cc:  Employee File 
 

This is Not a Contract of Employment 
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