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ARRANGEMENTS AND PROCEDURES

1. Purpose 
The purpose of this policy is to establish guidelines and standards for in-vehicle communication to ensure the safety and productivity of our employees while operating company-owned or -leased vehicles. This policy applies to all employees, contractors, and authorized individuals who utilize company vehicles.

2. Scope 
This policy applies to all forms of in-vehicle communication, including but not limited to mobile phones, radios, tablets, laptops, and any other electronic devices that can be used for communication purposes while operating a company vehicle.

3. Policy Statement 

3.1. Safety First 
· Safety is our top priority. Employees are prohibited from engaging in any form of in-vehicle communication that may distract them from safe driving practices. 
· The use of mobile phones, texting, browsing the internet, or any other activities that divert attention from the road are strictly prohibited while driving.

3.2. Hands-Free Devices 
· When it is necessary to communicate while driving, employees must utilize hands-free devices. 
· This includes Bluetooth-enabled devices, voice-activated systems, or any other approved devices that allow for safe, hands-free communication.

3.3. Communication in Emergency Situations
· In emergency situations, where immediate communication is required, employees may use mobile phones or other communication devices while safely pulled over to the side of the road or in a designated safe area. However, employees should always prioritize their safety and the safety of others.

3.4. Prohibited Activities 
· The following activities are strictly prohibited while operating a company vehicle: 
a) Texting or reading text messages 
b) Composing or sending emails 
c) Browsing the internet or using social media 
d) Watching videos or playing games 
e) Engaging in any form of non-work-related communication

4. Responsibilities 
· Management 
Management is responsible for ensuring that employees are aware of and comply with this policy. They should lead by example, promote safe driving practices, and communicate the importance of adhering to this policy to all employees.
· Employees 
Employees are responsible for familiarizing themselves with this policy, understanding its requirements, and complying with all provisions. They must prioritize safety and refrain from engaging in any form of prohibited in-vehicle communication activities while driving.
5. Training and Awareness 

· New Employee Orientation 
All new employees shall receive training during their orientation, which will include information on this policy and the importance of safe driving practices. They will be required to sign an acknowledgment form indicating their understanding and commitment to comply with this policy.
· Ongoing Awareness Programs
Periodic awareness programs shall be conducted to remind employees of this policy and provide updates on safe driving practices. These programs can include safety bulletins, safety meetings, or online training sessions.

6. Enforcement 

· Violation Consequences 
Failure to comply with this policy may result in disciplinary action, up to and including verbal or written warnings, suspension, or termination, depending on the severity and frequency of the violation.
· Reporting Violations 
Employees who witness or become aware of any violations of this policy should promptly report the incident to their supervisor or the designated authority. Reports can be made anonymously, and no retaliation will be tolerated against employees who report violations in good faith.


7. Policy Responsibility and Review

· [bookmark: Text63]Overall responsibility for this In-Vehicle Communication Policy within <<Business name>> and the implementation thereof lies with <<insert name and position / department etc.>>.
· This In-Vehicle Communication Policy is regularly reviewed and updated as required.
· [bookmark: Text60]This In-Vehicle Communication Policy was adopted on <<insert date>>.
· [bookmark: Text61]This In-Vehicle Communication Policy was last reviewed on <<insert date>>.
· This In-Vehicle Communication Policy will be reviewed, on <<insert date>>
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