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SUMMARY

Technology is a prominent part of any motor carrier operation. Two types

of technology, in particular, help the operation run smoothly — electronic
logging devices (ELDs) and dash cams.

But without parameters to define the use of this technology, your
expectations for these devices might not be met. For example, drivers may
be unclear as to how their ELD data is being used or how dash cam video is
being analyzed - and what you're planning to do with that information. This
is where policies and procedures come in.

They help to define expectations for management as well as drivers.
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POLICY AND PROCEDURE DEVELOPMENT

The best policies are simple, to the point, provide a measurement
mechanism, and have “teeth,” meaning there are consequences
for not following the policies.

A policy does not explain every possible situation. It lays out
expectations, what you will and will not allow, and what will
happen if the policy is not followed. The policy needs to be easy
to understand and remember.

Procedures provide the details on how you are going to comply,
what you will do to make sure everyone complies, and additional
details related to the policy.

The best way to develop a fleet policy is to use the
A-B-C-D-E method. Using this model reminds

you to include: )
Encompass’

A - Audience to whom the policy applies. Fleet Management

B - Behavior, or action, that you require. All aspects of employee and fleet
recordkeeping are easier to manage
with Encompass® Fleet Management.

C - Conditions under which the policy applies.

D - Discipline that will be taken if the policy is The cloud-based system helps you

not followed. track and store records that document
your safety commitment to regulatory
agencies, insurance companies, and
litigators. Areas include:

E - Exceptions that apply.

e Hiring and onboarding

® Hours of service

* Vehicle inspections and
maintenance

* Fleet credentials

¢ Accidents

® Training

Encompass makes it easier to
streamline operations, control costs,
and proactively manage your risk via
powerful reporting that provides
data-driven insights into your business.

Request your risk-free trial
JJKeller.com/TryEncompass
833.708.4634
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YOUR HOURS OF SERVICE POLICY

You need a clear and concise policy on
hours-of-service (HOS) compliance. This
policy lays the foundation for all other
policies you develop related to HOS
compliance, including ELD-related policies.

SOME DETAIL CAN BE GOOD

The following sample includes the A-B-C-D-E method and
should prompt some ideas:

It is the responsibility of all employees, supervisors, managers,
and drivers (A-Audience) to assure that all drivers are
operating in compliance with all hours-of-service regulations
(B-Behavior) under all circumstances (C-Conditions). Violation
of this policy will result in disciplinary action, up to and
including termination of employment (D-Discipline). This
policy has no exceptions (E-Exceptions).

4

You can make the policy more detailed and
provide additional behaviors and conditions. In
some circumstances, details clarify expectations.

A policy should not have any ambiguity
or wiggle room.

After reading the policy, everyone at the company
should have a clear understanding that absolute
compliance with the HOS regulations is a
condition of employment.

J.J. Keller
ENCOMPASS 833.708.4634 | KellerEncompass.com

This sample policy still includes the A-B-C-D-E method, but has
additional hours-of-service compliance components built in:

It is the responsibility of all employees, supervisors,
managers, and drivers (A-Audience) to assure that all
drivers are operating in compliance with all hours-of-
service regulations (B-Behavior) under all circumstances
(C-Conditions), including:

Recording all duty time (driving and on duty not driving)
in accordance with the regulations, specifically the
appropriate definitions in §395.2.

Complying with the 8, 11, 14, 60/70-hour limits in §395.3
(orthe 10, 15, 60/70 hour limits in §395.5).

Meeting the 30-minute and 10-hour break requirements
detailed in §395.3 (or 8-hour break in §395.5).

Recording all time on the log per the requirements in
§395.8 if using paper logs or §§395.8, 395.22, 395.24,
395.28, 395.30, 395.32, and 395.34, if using an ELD.
This includes maintaining a current, accurate, and
truthful log at all times.

Getting pre-authorization and noting on the log any
time an exception listed in §395.1 or an ELD exemption
is used.

Violation of this policy will result in disciplinary action,
up to and including termination of employment
(D-Discipline). This policy has no exceptions
(E-Exceptions).
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BACK IT UP WITH PROCEDURES

Once your policies are established, the next step is to document
to ensure everyone knows the policy and is following it. In the case
of the HOS policy, a shortlist of the procedures you should

include are:

@ Procedures explaining how drivers are initially trained on
HOS and how that training is refreshed on an ongoing basis,
including how to complete paper logs and use an ELD.

Training instructions should follow the procedure or be
referenced.

9 Procedures detailing how paper and electronic logs will be
audited for accuracy, compliance with the driving limits,
falsification, and form and manner.

Detailed auditing standards and steps should follow the
procedure or be referenced.

© Procedures clarifying how and when drivers are to be
counseled, corrected, retrained, or disciplined whenever a
violation is discovered.

Details on what violations will trigger these steps should
follow the procedure or be referenced.
@ Procedures detailing the steps supervisors are to take in “Our drivers had no issues using
order to consider the driver's hours available when assigning the Encompass ELD app right

a shipment. out of the gate. It provides

Include the following details: how to locate and access the everything they need to log their
information; when hours available is to be considered in the
planning process; and, what is to be done if the driver does

not have enough hours available or runs out of hours. Dale Kemp, Logistics Manager
Ductmate Industries, Inc.

hours, and nothing they don't.”
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ELD SYSTEM POLICIES

Policies related to the ELD system should address
both driver and back-office responsibilities. The same
approach applies to dash cam policies.

DRIVER ELD POLICIES

This policy walks the driver through what is
expected and required when it comes to using The related driver policy could read as follows:
the electronic logging system. The policy also

details any exceptions and what will happen if the
expectations and requirements are not followed ® Log in using their specific login at the appropriate time
(the A-B-C-D-E model).

When using an electronic logging device, the driver must:

® Accept any unassigned driving time that belongs to the

Some topics to address with drivers related to the driver at login
electronic logging policy or policies are: * Make required entries at the appropriate time,
( Logging in and out with credentials ® Use the "yard move” and “personal use” special categories

in situations approved by the company

(* Accepting or rejecting unassigned drive time
- PHng ) 9 9 ® Set the device up for roadside inspection when it is

( Using special driving categories requested by an officer

® Transfer the log data to an officer upon request during a
roadside inspection

( Using the ELD during roadside inspections
O Proper editing * Heed any limit warning the device provides
® Log out at the appropriate time
* Immediately report any malfunctions when using an
electronic logging device
The driver must not:

* Refuse or decline unassigned driving time that belongs to
the driver

® Tamper with the device or the record it is creating

* Create false entries (such as using the off-duty line for an
on-duty activity, or use the ELD or operate the vehicle in
such a way as to create a false record), or

* Submit or accept edits that create a false record.

Failure to comply with this policy will result in discipline, up to
and including termination.

The only exceptions to this policy are when the driver has been
authorized by the company to use time records rather than an
electronic log and when the driver’s electronic log has failed
and the driver has contacted the company for instructions.

J.J. Keller*
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ELD SYSTEM POLICIES (conr)

BACK OFFICE AND SUPERVISOR POLICIES

As part of the overall ELD policy, or as part of an additional
ELD policy, the following back office and supervisory topics
should also be addressed:

(> Managing unassigned driving events and edits

@ Handling a driver who has deliberately falsified a record
or damaged a device

( Using the information in the system correctly when
assigning movements to drivers

(* Making adjustments for drivers who cannot complete
assignments due to reaching a limit

@ Not using data in the logging system to harass a driver
who is ill, fatigued, or otherwise not able to operate
safely into driving

ENCOMPASS® WITH ELOGS

N 4 Kellor
L/yu ENCOMPASS

J. J. Keller® ELogs provide a comprehensive, secure, and

mandate-compliant solution that works in every vehicle class
(1-8). The three-part system offers driver-friendly features,
multiple hours-of-service rulesets, and supports exempt and
non-regulated operations. Optional performance management
and automated IFTA reporting are available.

Visibility of driver and vehicle data through analytics
and reporting allows fleet professionals to run a safer,
smarter, and more compliant business.

Learn more.
833.708.4634 | JJKeller.com/EncompassELD
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DASH CAMERAS

The principles used in developing electronic logging policies
can be applied to any safety area, including dash cams, road-

and driver-facing. Encompass®

VIDEO EVENT MANAGEMENT
& DASH CAM PRO

@ Determine what behaviors, discovered through the system,
would lead to counseling, retraining, or termination.
Common behaviors that need to be addressed include:

( ENcoMPAss

@ Following too close

@ Failure to yield

@ Inattentive driving

@ Distracted driving

@ Cell phone use

( Fatigued driving

( Speeding or operating too fast for conditions

( Lane deviations and unsafe lane changes

“The Encompass back-office tool has been

 Hard comering a great help to me in terms of monitoring
@ Failure to use a seatbelt the results from our dash cams. It's a
piece of technology we're going to use to
@ Your next decision would be deciding what conditions the coach drivers in the right direction.”
policy would apply to, what violations of the policy would =ik, CperEos s
lead to which level of discipline, and if you are willing to
provide any exceptions. Encompass® Video Event Management
reduces your risk with road- and
© Once the policy is set, the next step is to build the specific driving-facing video footage.

procedures for:
o . It's the only dash cam that offers
O Reviewing the video data, Encompass’ Fleet Management for
( Determining which events require action, comprehensive DOT driver and vehicle
compliance and recordkeeping.
@ Informing drivers of events, and
Request your risk-free trial
JJKeller.com/DashCamPRO

833.708.4634

@ Coaching drivers when necessary
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THE WRITTEN POLICY MYTH

@

J.J. Keller®

A common policy myth is, "Am | better off without a written policy?" Some think
that if a policy is written, it can be used against the carrier and may expose the
carrier to additional liability.

The only time this is true is if you have a policy, written or unwritten, and you are
not following it. The secret to avoiding this “liability pitfall” is to make sure all of
your policies are current, concise, clear, always followed, and always enforced.

If you choose to not have written policies, and only circulate them verbally,
you still need to verify, in person, that the drivers know and understand what is
expected of them. This approach may be possible if you have only a few drivers.

If you have several drivers, to avoid confusion and misinterpretation or
misapplication, you will need to have a written policy and circulate it. To make
sure the policy was received, you should insist on a “signed acknowledgment”
from all policy recipients. This practice allows you to verify that the policy

has been provided to all relevant personnel, and to avoid any claims of policy
ignorance in cases of policy non-compliance or violation.

Policies can always be “tightened up” later. During
the initial roll-out for dash cameras or ELDs, consider
having a “soft” policy (one with a weak disciplinary
portion) or not fully enforcing the policy will give
everyone a chance to learn to operate effectively in
the new environment.

Once everyone has adjusted, you can either update
the policy to toughen the disciplinary measures or
start fully enforcing the existing policy.

If you choose to use soft enforcement, consistency is
key. Be sure you take steps to warn everyone when
soft enforcement is ending.

ENCOMPASS 833.708.4634 | KellerEncompass.com
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ADDITIONAL PERFORMANCE MANAGEMENT POLICIES

POLICY PURPOSE

Safety Supervisor and Outline responsibilities of each major role in the safety department.
Support Personnel Responsibilities

Performance Management and Prioritize risky behavior for counseling and corrective action/discipline,
Progressive Discipline accidents, citations, and other safety and performance-related issues for
timely coaching. Audits of progressive discipline actions should be required
to verify consistent application of disciplinary policies.

Outline how and when drivers will be disciplined, retrained, and when
necessary, terminated.

Driver Training and Compliance Define when and how (hands-on, class, online, etc.) people will be trained,
and Safety Programs and on which skills. Training should include hours-of-service regulations, the
electronic logs, video camera usage if applicable.

Driver Supervisor Responsibilities Adherence to dispatch guidelines, prohibitions, processes, and compliance
with required policies.

Corrective Action Documentation Define how long performance coaching and counseling documentation

Retention should be retained (i.e., 90 days, 180 days) depending on the length of the
corrective action plan.

Video-Event Recording System Define how the video events system will be used to coach and counsel

(Dash Cam) drivers and determine required training, including which data points will be

captured. The policy must also address driver privacy concerns and
the use of personally provided dash cams.

Driver Recognition Outline how and when drivers will be recognized and rewarded for
positive behaviors.

Electronic Logging Device (ELD) Document who will have authority to do which actions within the ELD
System Administration back-office system, including account maintenance, log auditing, malfunction
procedures, and reviewing unassigned-driving events.

HOS and Supporting Documents Drivers and dispatchers are expected to understand and comply with
Compliance applicable hours-of-service and electronic logging regulations/exceptions
with a zero tolerance for falsification. Supporting documents as outlined will
be used to detect falsification.

HOS Compliance Auditing Drivers are expected to operate safely and legally. Audits of electronic
logs, supporting documents, and other time recording methods, will be
performed to detect falsification. Intentional falsification may result in
termination.

Anti-Harassment and Anti-Coercion Clearly state that drivers must not drive ill or fatigued and cannot be
harassed or coerced to do so.

Personal Conveyance and Define how and when drivers can use the Personal Use and Yard Move
Yard Moves options to manage potential liability, if these options are authorized by the
company. Improper use can be considered falsification of hours-of-service
records which may result in termination.
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The final step with any policy — ELD, dash cams, or
otherwise — has nothing to do with developing it.
Any policy you adopt must be circulated,
communicated, trained on, used, enforced,

WORK SMARTER - NOT HARDER.

Watch how the Encompass® Platform can help
you proactively manage your fleet.

and updated or removed.

E
To address this, build in an “automatic review” process

to be conducted at regular intervals. The process should
assign a specific person(s) to review each policy and the

associated procedures for accuracy and relevance.

Encompass® Platform

If a policy is not accurate, current, being used or
Request your risk-free trial

JJKeller.com/TryEncompass
833.708.4634

followed, a decision needs to be made:

Do we update the policy?
Do we start over with a new one?
Do we do away with the policy completely?

J. J. Keller®
NEW' DRIVER TRAINING REGULATORY DRIVER VEHICLE VEHICLE DASH ELOGS &
COURSES LIBRARY QUALIFICATION LEGALIZATION TRACKING CAMS EDVIRS

Tom Bray is a Sr. Industry Business Advisor in the Editorial Resources area at J. J. Keller & Associates, Inc.
He specializes in motor carrier safety and operations management. In addition to the many publications
he supports at J. J. Keller, Tom has been a frequent contributor to industry publications and websites,
including Heavy Duty Trucking, truckinginfo.com, Transport Topics, Fleet Maintenance and Work Truck,
among others. He has authored whitepapers and presented webinars on a number of key transportation
subjects. He is also a frequent speaker at transport safety seminars and conferences on topics such as
hours of service, vehicle maintenance, cargo security, and driver fatigue. Prior to joining J. J. Keller, Tom
worked in the trucking industry for 22 years, with responsibility for DOT compliance, policy development,

driver human resources, driver training, training program development, CDL testing, claims management,

Tom Bray and accident and injury prevention. Tom is active in the Wisconsin Motor Carriers’ Safety Management
Senior Industry Council and the Wisconsin Motor Carriers’ Safety Director/Supervisor Development Committee.
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