VEHICLE BREAKDOWN AND ROAD REPAIR POLICY 
The goal of this policy is to minimize on the road equipment breakdowns by having strong vehicle inspection and preventive maintenance programs in place. When an equipment breakdown does occur, the safety of the driver and the general motoring public is top priority. With this in mind, COMPANY NAME has implemented the following vehicle breakdown and road repair procedures that all drivers will be trained in, and are expected to follow.
Vehicle Breakdown and Road Repair Procedures
These vehicle breakdown procedures have been developed to insure the safety of drivers and the motoring public, securement of the equipment and its cargo, timely customer notification of any shipment delay, and facilitation of expedient equipment repair. All drivers are expected to follow these procedures in the event of a breakdown.

Before beginning any work assignment or trip, the driver should perform a complete pre-trip inspection on all assigned equipment. That means the driver will check service brakes, brake hose connections, parking brake, steering, all lights and reflectors, tires, horn, windshield wipers, all mirrors, and coupling devices for road readiness.

The driver is required to make certain that the vehicle is equipped with required emergency gear. All COMPANY NAME vehicles, leased vehicles, or vehicles contracted by the company, will be equipped with a fully charged fire extinguisher, fuses, and warning signals. If any of these items are missing or is in need of charging, the driver must get the situation corrected immediately. Drivers should not begin any trip or work assignment unless the vehicle has all the required emergency gear. 

[bookmark: 001A]In the event of a minor vehicle breakdown, drivers are authorized by the company to perform some small repairs. The company defines minor breakdowns as those that simply require replacing a headlamp, a fuse, a trailer reflector, etc. 

All COMPANY NAMES vehicles must carry spare parts necessary for quick and efficient repairs of minor breakdowns. This includes items like fuses, headlamps, fuel and oil filters, spare flasher light bulbs, trailer reflectors, etc. Drivers should see their supervisor or maintenance personnel to obtain adequate vehicle spare parts inventory for their needs.

When a Breakdown Occurs 
When an equipment breakdown occurs that requires road repair assistance, the following procedures must be implemented:
· Safely stop and secure the vehicle. No COMPANY NAME vehicle should be left unattended until the parking brake has been properly set, and the driver is confident the vehicle is secure from moving. If a breakdown occurs while the vehicle is in motion, the driver should activate the emergency hazard warning signal flashers, and park as far out of traffic as possible.
· [bookmark: 002A]Safely place the warning devices as prescribed in Sec. 392.22 within 10 minutes of the breakdown. Once these warning devices have been placed, the driver should deactivate the emergency hazard warning signal flashers. 

[bookmark: 003A]The driver may leave the vehicle and call for assistance only after the vehicle has been secured and warning devices put in place. When calling for assistance, the driver should give the exact location information of the vehicle, including road or highway route number, nearest mile marker or exit, direction of travel, state and nearest city, current location of driver if different from vehicle, and a phone number where driver can be reached. The driver should be as specific as possible and should also provide a suggested diagnosis of the cause of the breakdown. If the cause is a blown tire, the driver should have tire size and location information available. 
· Once the breakdown has been reported to dispatch, the driver's call will be forwarded to the Maintenance Department. COMPANY NAME Maintenance Department will determine the appropriate course of action. If a road service call is necessary, the Maintenance Department will locate and contact a repair vendor to facilitate repairs. 
· Once repairs have been made, the driver shall notify dispatch, turn on the emergency hazard warning flashers, and safely remove the warning devices. 
· [bookmark: 004A][bookmark: 004B]All paperwork for the repairs will be forwarded to the Maintenance Department where it will be on file in that unit's maintenance file for a period of 12 months from date of receipt. 

[bookmark: 005A]After Hours Breakdowns
[bookmark: 006A]During certain hours, no COMPANY NAME personnel will be on duty. In the event of a vehicle breakdown during these hours, drivers should use the following procedure: (enter your answer).

[bookmark: 007A][bookmark: 008A]As a reminder to drivers, COMPANY NAME normal business hours of operation are Monday through Friday, (enter your answer).

[bookmark: 009A][bookmark: 011A]COMPANY NAME Breakdown Responsibilities 
Driver's responsibilities when a breakdown happens include:
· Safely stopping and securing the vehicle and load.
· Safely placing the warning devices.
· Diagnosing and calling in the breakdown.
· Notifying dispatch when repairs have been made.
· Safely removing the warning devices.
· Forwarding all repair paperwork to the Maintenance Department.

Dispatch operations responsibilities when a breakdown happens include:
· Forwarding the driver's call to maintenance.
· Notifying the customer of any delays.
· Following up with maintenance to ensure repairs are being made.
· Keeping the driver updated.
· Rescheduling any customer appointments when driver is moving again.

Maintenance Department's responsibilities when a breakdown happens include:
· Determining the nature of the breakdown and best course of action.
· Locating, contacting, and dispatching a vendor to facilitate repairs.
· Taking care of all billing.
· Obtaining all repair records to be kept on file.


COMPANY NAME Breakdown Resource Number(s)
[bookmark: 013A]If a breakdown occurs during normal business hours, drivers are instructed to contact their immediate supervisor for assistance.
[bookmark: 014A][bookmark: 015A]If the immediate supervisor cannot be reached, 1-262-555-1234 should be used as an alternate number for reporting breakdowns that occur during normal business hours.

[bookmark: 016A][bookmark: 017A]For breakdowns that occur after normal business hours or on weekends, drivers should use 1-000-000-000.
[bookmark: 018A][bookmark: 019A]COMPANY NAME Driver Road Repair Assistance number is 1-000-000-000.


