
Driving Safety Procedure Version 1.1                                Page 1 of 13 
This Document is Uncontrolled in Hard Copy Format 
Copyright and intellectual property rights embodied in this document remain vested in IPS★ITCS. Except as provided by the Copyright Act 1976 (Title 17), no part of this publication 
may be reproduced, stored in a retrieval system, or transmitted in any form or by any means without the prior written permission of the IPS★ITCS Group. 

 
Procedure  

 

 

 

 

 

 

 
Driving Safety 
Procedure 
January 2023 

 
 
 
 
 
 
                                
 
 
 
 
  



The IPS★ITCS Group  Driving Safety Procedure 

Version: 1.1  Date Last Modified: 11.29.2022 Author: Shayne Torrans   Pages 2 of 13 

 
 

Purpose 
 
This program is written to be in compliance with local regulatory requirements and 
provide directives to managers, supervisors, and employees about their responsibilities 
in the operations and management of Industrial Performance Services vehicle safety.   

Key Responsibilities 

Industrial Performance Services Safety Manager 
• The designated Safety Manager is responsible for developing and maintaining the 

program and related procedures. These procedures are kept in the designated 
safety manager’s office.   

Site Manager 
• Responsible for the implementation and maintenance of the program for their site 

and ensuring all assets are made available for compliance with the plan. 

Employees 
• All shall be familiar with this procedure and the local workplace vehicle safety 

program. 
• Follow all requirements, report unsafe conditions, and follow all posted 

requirements. 

Vehicle and Transportation Related 

Driving Safety 
Operators of Industrial Performance Services or client on or off-road vehicles shall be 
qualified by possession of a valid, current driver’s license for the type of vehicle being 
driven. 

Only authorized employees will drive a motor vehicle in the course and scope of work or 
operate a company-owned vehicle. 

Drivers shall have 3-years of driving experience on the vehicle he/she is licensed to drive 
& regularly drives. 

Drivers will be appropriately assessed, licensed, and trained to operate the vehicle they 
have been authorized to operate. 

No passengers shall be on trucks used to deliver goods. 

Backing is prohibited whenever practicable.  Where backing is required, drivers, when 
parking, should make every effort to park the vehicle in a manner that allows the first 
move when leaving the parking space to be forward. 
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Drivers must have either a reversing alarm, use a spotter or walk around the truck/trailer 
prior to backing. 

Passenger compartments are to be free from loose objects that might endanger 
passengers in the event of an incident.  Any vehicle with non-segregated storage shall 
be equipped with a cargo net or equivalent to separate the storage area. 

Vehicles (light vehicles, heavy vehicles, and trailers) may not be modified without the 
endorsement of the manufacturer. 

Signs, stickers, or labels are to be fitted in such a manner that they do not obstruct the 
driver's vision or impede the driver's use of any controls. 

Employees driving vehicles are required to follow safe driving practices: 

• Obey all federal and local driving laws or regulations as well as requirements of 
clients; 

• Immediately report any citation, warning, traffic violation, collision, vehicle 
damage or near miss associated with Industrial Performance Services or client 
vehicle operation or while driving on Industrial Performance Services duties to the 
supervisor; Supervisor will notify the HSEQT Manager of the incident and 
Insurance carrier will be notified by HSEQT Manager. 

• Employees and supervisors are to Notify Emergency Services if needed post-
incident, 

• Immediately report any restriction or change to their driving privileges to the 
supervisor. 

• Seat belts shall always be worn by all occupants whenever the vehicle is in 
motion; only seats fitted with three-point inertia-reel type seatbelts shall be used.  
All vehicles capable of more than 10 mph/15 kph shall have seat belts installed. 

• Defensive drivers continually assess conditions and hazards and remain 
prepared for any challenge that may approach them; 

• When speaking with a passenger, always keep your eyes on the road; 
• Both hands on the wheel; 
• No use of cell phones, radios or other electronic devices while driving any vehicle 

- vehicle must be safely parked prior to using a mobile phone or 2-way radio. 
• Slow down around construction, large vehicles, wildlife, fog, rain, snow, or 

anything else that adds a hazard to your driving; 
• Drive for conditions, not just the speed limit; 
• Alcohol or illegal drugs are not allowed to be in a Industrial Performance Services, 

client or leased vehicle at any time; 
• Employees are strictly prohibited from operating a motor vehicle while under the 

influence of drugs or alcohol. This includes: a) blood alcohol level at or above the 
local legal limit; b) illegal drugs; and c) prescription medications that cause  



The IPS★ITCS Group  Driving Safety Procedure 

Version: 1.1  Date Last Modified: 11.29.2022 Author: Shayne Torrans   Pages 4 of 13 

 
drowsiness or other conditions that may cause impairment. Employees taking 
prescription medication that may impact their safety shall report this to their 
supervisor. 
 

• Drivers are to be prepared before leaving: 
• Perform 360 walk around – report new damage; 
• Check windshield for cracks that could interfere with vision; 
• Inspect for vehicle damage and immediately report any damage to the supervisor 

if not previously observed; 
• Make sure dirt or snow is removed from lights on all sides of the vehicle; 
• Brush or clean off snow or ice on all windows to ensure complete vision; 
• Check fuel level to be certain the destination can be reached; 
• Check to ensure the license plates and inspection tag on vehicle are current; 
• Ensure that there is a first aid kit and inspected fire extinguisher in the Industrial 

Performance Services vehicle; 
• Ensure driver is rested and alert for driving; 
• Employees are not to perform repairs or maintenance other than routine fluid 

additions. 
 

Vehicle Requirements 
• All vehicles shall be fit for the purpose and shall be maintained in safe working 

order.  
• No vehicle less than 1000 kg is to be used on public roads. 
• Tires, including spares if full size, are to be of same type, profile, and tread pattern, 

except when the vehicle or tire Manufacturer recommends a different type for 
certain axles. 

• Tire type and pattern is to be recommended by the vehicle or tire manufacturer 
for use on the vehicle in the area of operation. 

• Vehicles are to be fitted with a spare wheel and changing equipment to safely 
change a wheel, or a suitable alternative. 

• Vehicles longer than 6 meters/20 feet or with restricted rear view (i.e., pickup 
trucks that are fully loaded) are to be fitted with an audible reversing alarm. 

• All seats are to be fitted with headrests 
• All light duty vehicles (including buses) are to be equipped with an adjustable left, 

right and central rear-view mirrors 
• Any cargo on or in motor vehicles must be adequately stored and secured to 

prevent unintentional movement of the equipment which could cause spillage, 
damage to the vehicle, or injury to the operator and shall not exceed the 
manufacturer’s specifications. 
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• All vehicles are to be equipped with a multipurpose fire extinguisher with a 
capacity of at least 0.9 kg/2 lb.  The fire extinguisher shall be securely mounted 
on a bracket and located so that it is easily accessible in an emergency without 
becoming a hazard in case of an incident. 

• All light vehicles shall be equipped with a securely stowed first aid kit. 
• All drivers of light vehicles shall carry a high visibility jacket for use in case of 

emergency stops. 
 

• All light duty vehicles carry a minimum of one collapsible hazard warning triangle. 
• Rollover protection will be installed in any vehicle to address high risk 

environments.  The rollover protection engineered will conform to recognized 
regulatory standard and industry preferred practices. 

• All light equipment vehicles shall be outfitted with two red high-intensity lights 
located as high, as far apart, and as far back as practical, wired to the headlight 
switch, but also with an override switch, if permitted by local regulations. 

 

Transportation 
If workers are required to travel in a worker transportation vehicle Industrial Performance 
Services must ensure that reasonable measures are taken to evaluate road, weather, 
and traffic conditions to ensure the safe transit of the workers. 
 
The operator of a worker transportation vehicle must ensure that the worker 
transportation vehicle has been inspected by a qualified person before first use on a 
work shift. 
 
Seated workers must wear seat belts while being transported in a vehicle equipped with 
seat belts. 
 
A worker must not ride in a vehicle in a standing position, unless protected from being 
thrown off balance. 
 
A worker must not ride in a vehicle with any part of the body outside the vehicle unless 
essential to the work process and then only if the worker is adequately restrained. 
 
Materials, goods, tools or equipment carried in a portion or compartment of a vehicle in 
which workers are riding must be located and secured to prevent injury to the operator 
or workers. 
 
Any enclosed portion or compartment of a vehicle in which workers are transported must 
have: 
 

• effective ventilation, independent of doors, providing clean air, 
• adequate lighting and means for heating and cooling, 
• an effective means of communication between the operator and passengers, and 
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• more than one means of exit. 

 

Traffic Control 
Industrial Performance Services shall develop, in writing, and implement a traffic 
protection plan for its workers at a worksite if any of them may be exposed to a hazard 
from vehicular or pedestrian traffic that may endanger the safety of any worker.  It shall 
include the following control measures: 
 

 
• Effective means of traffic control shall be provided whenever the unregulated 

movement of vehicular traffic constitutes a hazard to workers. 
• Traffic control shall include barricades and cones as the primary control and, 

where required, signs, flagmen or other techniques and devices made necessary 
by the prevailing circumstances.  

• Operations or equipment, encroaching on the traveled way, shall be protected by 
barricades and cones as the primary control and, where required other effective 
devices. 

• Industrial Performance Services must train workers in the traffic control safe work 
procedures. 

• Industrial Performance Services will ensure that before a worker is designated as 
a flag person, the worker is trained in the safe work procedures for the safe control 
of traffic operations and wears the appropriate high visibility outer clothing and/or 
equipment. 

• If a worker at a project on a highway may be endangered by vehicular traffic 
unrelated to the project, the project shall make use of as many measures as 
necessary to adequately protect the worker. 

• A worker who is required to set up or remove traffic control measures on a 
roadway or a shoulder of a roadway shall be a competent worker, shall be 
equipped with the appropriate high visibility apparel, shall not perform any other 
work while setting up or removing the measures and shall be given adequate 
written and oral instructions in a language that he or she understands, with 
respect to setting up or removing the measures. 

ATV Vehicles 
If an Industrial Performance Services work site utilizes ATV vehicles, then the following 
shall apply: 
 

• If the manufacturer has not set limits for operation of the ATV on sloping ground, 
5% is the maximum allowable slope unless Industrial Performance Services has 
developed and implemented written safe work procedures appropriate for any 
steeper slope on which the equipment is to be used. 
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• Industrial Performance Services must ensure that each ATV operator is properly 
licensed and trained in the safe operation of the vehicle.  The training program for 
an ATV operator must cover:  

 
o the operator's pre-trip inspection,  
o use of personal protective apparel,  
o operating skills according to the ATV manufacturer's instructions,  
o basic mechanical requirements, and 
o loading and unloading the vehicle if this is a job requirement. 

 
• An ATV operator and any passenger on an ATV must wear approved eye and 

hearing protection as required by local regulatory requirements and the Industrial 
Performance Services PPE Program.  An ATV operator and any passenger on an 
ATV must wear clothing suitable for the environmental conditions and when 
necessary to protect against the hazards presented at the worksite, suitable 
gloves and clothing which covers the ankles and legs and the arms to the wrists 
and appropriate footwear. 

• Industrial Performance Services requires that approved helmets shall be worn by 
the operator and passenger. 

 
• Loading and unloading of an ATV onto or off a carrier vehicle must be done in a 

safe manner.  If ramps are used when loading or unloading an ATV they must 
be placed at a suitable angle, be sufficiently wide and have a surface finish 
which provides an adequate grip for the ATV's tires wherever possible. 
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Competency Assessment 

 
 

No. Questionnaire C/NYC 

Q1  C / NYC 

A1   

Q2   

A2   

Q3   

A3   

Q4   

A4   

Q5   

A5   

 
 
 
 

 

Enclosed Attachments  

Risk Assessment  

Environmental Aspect and Impact  

Training and Competency  

Measure and Evaluation Tools  
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Competency Checklist 
 

To be filled out by Trainer and signed by Employee, Assessor and Supervisor before being 
returned to the HSEQT Manager for recording purposes. 

 

Procedure Competency Date 
Competent 
YES / NO 

Employee 
Signature 

     

     

     

     

     

     
 

 
  (Please tick appropriate box) 

 

This employee is competent in performing the job.   

This employee has not attained the competency level.  * 
 

* If the employee has not attained all competency levels, the General Manager must assess the 
action to be taken, provide an extension of training or alternative action as listed below. 

 
Alternate action to be taken: _________________________________________________ 
 

 
Signed By Employee:  Date:  

     

 Trainer:  Date:  

     

 Assessor:  Date:  

     

 Regional Manager:  Date:  
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Environmental Aspects and Impacts 
Identified Environmental Aspects and Impacts 
 
The following table is a summary of the likely environmental aspects and impacts that may be 
identified during site inspections. The significance of each impact needs to be assessed using the 
Risk Assessment Model. 

Activity Aspect Impact 

Purchasing & 
Administrative Work 

Consumption of goods Conservation of natural resources 

Consumption of energy 
(eg. Electrical equipment 
and facilities) 

Release of greenhouse gases and 
atmospheric pollution; 
Consumption of natural resources; Habitat loss 

Generation of waste (eg. 
Paper) 

Consumption of space for waste disposal; 
Habitat loss 

Climate Control 
Consumption of energy 

Release of greenhouse gases and 
atmospheric pollution; 
Consumption of natural resources; Habitat loss 

Generation of noise Disturbance to community; Habitat loss 

Cleaning of – offices 
/ vehicles 

Storage, use and release 
of chemicals 

Contamination of air, water or soil; 
Risk to human health 

Transport (Fleet 
vehicles / staff 
travel) 

Consumption of energy 

Release of greenhouse gases and 
atmospheric pollution; 
Consumption of natural resources; Loss of 
habitat at all stages of generation; Light 
pollution 

Consumption of goods 
(eg. Oil) 

Consumption of natural resources; Generation 
of waste; Habitat loss; Biodiversity impacts 

Generation of waste (eg. 
Oil) 

Consumption of space for waste disposal; 
Potential contamination of water or soil; 
Habitat loss 

Exhaust emission Release of greenhouse gases and 
atmospheric pollution 

Use of dangerous goods 
(eg. Batteries) 

Potential contamination of air, water or soil; 
Risk to human health 

Generation of noise Disturbance to community; Habitat degradation 

Operations 

  

  

  

Sample only. 
To be filled in 
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Risk Assessment 

Risk Assessment // insert  name here 

Step No: 
Logical 

sequenc
e 

Sequence of Basic Job Steps 
documented in the Procedure, Work 
Instruction and project plans. Break 

down Job into steps. 
 

Each step should be logical and 
accomplish a major task. 

Potential Safety & Environmental 
Hazards/Impacts at the site of the Job 

 
Identify the actual and potential health and 

safety hazards and the environmental 
impacts associated with each step of the 

job. 

Risk Rating 
 

Refer to the 
risk matrix or 
HSEQT.PRO.

Risk Mgt 

Recommended Corrective Action or 
Procedure 

Determine the corrective actions 
necessary to reduce the risk to as low 
as reasonably practical (ALARP) refer 
to HSEQ.PRO.Risk Mgt. The risk must 

be rediced or controlled to ALARP 
before work commences. 

Document who is responsible for 
implementing the controls to manage each 

hazard identified. 

Risk Rating refer to the 
risk matrix or 

HSEQT.PRO.Risk Mgt 

1. 
     

2. 
     

3. 
     

4. 
     

5. 
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Audit 
 

Process: insert// 
Procedure: Insert // 

Date:  
 
Audited by:  
 Location of Audit: Area Mgr/Supervisor: 

Item Question Evidence Sited Comments 
Conformance 

Score 
0,3,5 

 
1.     

2.     

3.     

4.     

5.     

6.     

7.     

AUDITOR’S SIGNATURE: 

 

SAFETY REP’S SIGNATURE: 

CONFORMANCE SCORE:            / 25 

 

CONFORMANCE %:                   

 

0 – Non-Conformance 

3 – Continuous Improvement Opportunity 

5 – Total Conformance 

 

 


	Key Responsibilities
	Industrial Performance Services Safety Manager
	Site Manager
	Employees
	Vehicle and Transportation Related
	Driving Safety
	Vehicle Requirements
	Transportation
	Traffic Control
	ATV Vehicles
	Competency Assessment
	Competency Checklist
	Environmental Aspects and Impacts
	Audit

