
CONTRA COSTA COUNTY 
Office of the County Administrator 

 
ADMINISTRATIVE BULLETIN 

 
 
Number: 507.9 
Date: June 2015 
Section:   Property & Equipment  
SUBJECT:  County Vehicle Operation 
 
 
The County owns, leases, rents, and maintains vehicles for use by authorized persons in the conduct of 
official County business. This Administrative Bulletin establishes policy and procedures for the use and 
operation of County vehicles, including the investigation and evaluation of vehicle accidents.  For 
purposes of this Administrative Bulletin, any vehicle the County owns, leases, or rents is a "County 
vehicle." 
 

POLICY 
 
Each department head is responsible for: 
 

Requiring safe and economical operation of County vehicles. 
 

Authorizing individuals to operate County vehicles on County business. 
 

Informing individuals of the provisions of this and other appropriate Administrative Bulletins and 
relevant department policies, if any. 

 
PROCEDURES 

 
I. ADMINISTRATION. Each department is responsible for implementing the following procedures: 
 
A. The department  head may authorize a County employee, contract worker, or volunteer 
(collectively, "driver(s)") to operate a County vehicle or may authorize the rental of a vehicle for County 
work-related purposes through Public Works Fleet Services ("Fleet Services") or Public Works 
Purchasing Division ("Purchasing").  Departments must ensure that the following conditions  are met: 
 
1. Any driver operating County vehicles and/or equipment must hold a current, valid, and 
appropriate DMV operator's license(s) for each vehicle or piece of equipment that they are assigned to 
use and operate (e.g., Class A, B, C, and special  
1. endorsements).  Operation of County vehicles and/or equipment with a suspended or 
inadequate operator's license is expressly prohibited. 
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2. Maintain and keep current a list of the department's authorized drivers.  Appendix A is an 
example form. 
 
3. Maintain a photocopy of each authorized driver's valid license on file in the Department. 
 
4. Ensure the authorized driver has received instructions on vehicle operation, including 
vehicle inspection checklists, maintenance responsibilities, applicable emergency forms, and 
department and County notification procedures/requirements. 
 
5. Instruct the authorized driver to comply with all driving restrictions and regulations which 
are imposed by the California Department of Motor Vehicles for County vehicle types. 
 
6. Provide the County Risk Manager with a current list of drivers who are required by their 
jobs to have a commercial license. Those drivers with a commercial license are subject to the 
Federal Drug and Alcohol Testing Program. 
 
6.7. INSERT CHP REQUIRED COMMERCIAL DRIVER PULL NOTICE 
 
7.8. Follow Fleet Services' requirements for vehicle maintenance, including reporting vehicle 
parking location changes, timely reporting of vehicle accidents, and surrendering of vehicles for 
periodic repair and maintenance. 
 
8.9. Immediately upon notification that an authorized driver no longer meets the conditions 
listed in this Section, the department shall withdraw authorization and notify the individual. 
 
B. Assigned Vehicles.  County vehicles may be assigned on a full-time or limited-time basis to an 
authorized driver or to a department.  The department shall be responsible for: 
 
1. Requests for Vehicles - The department will submit a memo to the Public Works Fleet 
Manager ("Fleet Manager") requesting a vehicle assignment. The request is to should demonstrate 
that assignment of a County vehicle is the most cost effective option to meet transportation needs. 
If vehicles are unavailable, then the requesting department may provide funding for purchase or 
lease of a vehicle, with approval from the Office of the County Administrator.  An electric vehicle 
will be provided unless justification is approved for a non-EV by the Office of the Administrator. 
 
2. Vehicle Assignments - Changes in vehicle parking locations and/or authorized drivers are 
to be reported to the Fleet Manager. 
 
3. Vehicle Purchase - Fleet Services is responsible for the development and maintenance of 
specifications for, and purchase of County vehicles.  Such specifications shall provide for fuel 
efficiency, economy, and vehicle safety. 
 
4. Scheduled Maintenance - The department is responsible for assuring that assigned 
vehicles receive maintenance as scheduled by the Fleet Manager. The department 
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head and/or designee(s) must provide access to County vehicles upon request by Fleet Services for 
preventive maintenance and scheduled inspections to meet safety and regulatory compliance 
requirements.  Failure to comply may result in confiscation of the vehicle(s). 
 
5. Vehicle Inspection- The department  isdepartment is responsible for assuring that 
equipment inspection checklists are completed for assigned vehicles on the schedule required by the 
Fleet Manager.  Appendix B is a sample checklist.  The inspection of vehicles must also be performed on 
the schedule required by the Fleet Manager. 
 
C. Take-Home Use of a County Vehicle.  A take-home vehicle is any County vehicle, other than a 
"qualified non-personal use vehicle," described below, which is permanently or temporarily assigned to 
an authorized driver who has been authorized to drive the County vehicle to and from work to the 
driver's residence. Take-home vehicle authorizations must be approved by the department head and 
must be based on demonstrable and beneficial needs for the delivery of services to the County. 
 
1. A "qualified non-personal use vehicle" encompasses the following (IRS Code Publication 
15-B): 
 
a. Clearly marked, through painted insignia or words, police and fire vehicles; 
b. Unmarked vehicles used by law enforcement officers, if the use is officially authorized; 
c. An ambulance or hearse used for its specific purpose; 
d. Any vehicle designated to carry cargo with a loaded gross vehicle weight over 14,000  
pounds; 
e. Delivery trucks with seating for the driver only, or the driver plus a folding jump seat; 
f. A passenger bus with a capacity of at least 20 passengers used for its specific purpose; 
g. School buses; and 
h. Tractors and other special-purpose farm vehicles. 
 
2.  In the event the department head authorizes the take-home use of any County vehicle, other than a 
qualified non-personal use vehicle, the authorized driver will be required to treat any personal use of 
that vehicle as taxable income under various  
IRS rules.  The department is required to maintain detailed records of which authorized drivers may 
take home a County vehicle and how many nights each month those drivers took home a County 
vehicle.  At the end of each month, the department  mustdepartment must  report this information to 
Fleet Services  (925-313-7074). 
 
II. OPERATION OF COUNTY VEHICLES. 
 
A. Authorized drivers may only use County vehicles to transport those persons, animals and/or 
equipment as are required to carry out official County business. 



B. An authorized driver shall immediately notify the department head, or designated 
representative, of any changes in the status of his/her driver's license. 
 
C. Authorized drivers may only use County vehicles for conducting County business, except when 
authorized for take-home use, as provided in Section l.C., above. Any other personal use of 
County vehicles is strictly prohibited. 
 
1. When a County vehicle is assigned to an authorized driver for take-home use, the driver to 
whom the vehicle is assigned shall be responsible for affording the maximum protection 
practicable against theft, vandalism, damage and the elements by placing such vehicle in a garage 
or carport, if available. The minimum of such protection shall be assurance that such vehicle is off-
street, if available, at night, when not in actual use. 
 
2. Take-home County vehicles may not be used to conduct personal business (e.g., driving 
children to daycare, doing shopping,orshopping, or transporting other non-County passengers). 
Authorized drivers taking home a County vehicle shall ensure proper discretion to minimize 
inaccurate or negative public perceptions. 
 
3. Authorized drivers shall not permit other persons to drive County vehicles. 
 

D.A. Drivers shall observe all traffic rules and regulations at all times, including but not 
limited to refraining from using a cell phone while operating the vehicle.  Fines and punitive 
measures imposed for violations are the personal responsibility of the driver. 

 
E.B. Authorized drivers shall observe courtesies of the road, follow California 

Department of Motor Vehicles (DMV) Driver Handbook requirements, practice defensive 
driving procedures, and utilize fuel conservation measures. 

 
F.C. Authorized drivers must ensure that all personnel riding in County vehicles wear 

safety seat belts. All California laws and DMV handbook updates for child and adult 
seatbelt requirements must be followed. 

 
G.D. Smoking is prohibited at all times in County vehicles. Authorized drivers shall not 

consume food or beverages while operating a County vehicle. 
 

H.E. Authorized drivers must take proper care to secure the County vehicle when the 
vehicle is left unattended, including locking the vehicle and removing the keys. The 
authorized driver should not leave valuables or County equipment (e.g., wallets, cell 
phones, laptop computers) in plain sight when a County vehicle is left unattended. 

 
I.F. Authorized drivers of County vehicles equipped/supplied with traffic cones are required to 

comply with the guidelines stated in Administrative Bulletin No. 516, "Traffic Cones." 
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G. J. Authorized drivers are required to surrender vehicles for scheduled maintenance when 
requested. 

 
J.H. If an authorized driver utilizing a daily use pool vehicle will be returning later than 5:00 p.m., 

the authorized driver must notify Fleet Services, 2467 Waterbird Way, Martinez, (925) 313-
7074. If a vehicle is not returned by the scheduled check-in time and no delay has been 
reported, an investigation to locate the vehicle may be initiated. The authorized driver's 
department will be contacted and local police agencies may be notified if the vehicle cannot be 
located. 

 
K.I. Authorized drivers must remove all personal items from the vehicle, dispose of trash 
J. and litter, set the emergency brake when parking the vehicle being returned, and advise Fleet 

Services personnel of any maintenance problems and /or vehicle body damage. 
 

L.K. Authorized drivers must wear appropriate footwear as required by the California Vehicle Code 
(CVC). 

 
111. COUNTY VEHICLE SERVICING. 
 
A. Fleet Services is responsible for the regular maintenance and servicing of all County- owned 
vehicles. 
 
B. County vehicles are serviced at 2467 Waterbird Way, Martinez.  For after-hours emergencies, 
such as a flat tire or broken fan belt, County vehicles may be serviced by a private garage or service 
station.   If the emergency occurs during normal work hours, the authorized driver is to call Fleet 
Services at (925) 313-7074 before having repairs made.   Fleet Services' telephone number is stored in 
the glove compartment of each vehicle.  The driver may be advised that the vehicle will be towed. 
 
C.   When possible, County vehicles should be fueled at the automated fuel site at Fleet Services on 
Waterbird Way, Martinez, and at designated Voyager card facilities.  Fleet Services will issue authorized 
drivers a Voyager card at the same time they are assigned a County vehicle.  Replacement cards may 
be requested from Fleet Services. 
 
D. County vehicles may be fueled at commercial service stations only in the event of emergency 
situations or when County service facilities are not accessible. Drivers are to use only self-service 
regular, unleaded, or diesel fuel, as required. Purchase of premium unleaded fuel and full service are 
not permitted. Employees utilizing County or personal credit cards shall make certain that the County 
vehicle equipment number, vehicle license number, and total sales amount appear on all sales receipts. 
Employees using personal credit cards for fuel purchases shall include the signed sales receipts with 
their monthly expense demands. 
 
E. Vehicles using alternative fuels such as compressed natural gas (CNG) must be refueled at 
appropriate sites. 
 
 
F. Electric Vehicle Charging – County electric vehicles (EVs) can be charged at County facilities that 
have EV charging stations or at commercially available Chargepoint charging stations.  In County parking 
lots that include parking of County vehicles and employee owned vehicles, priority for use of EV charging 
stations shall be for County owned EVs.  In County owned parking lots where the public has access to the 
charging stations, the public has priority use of the charging stations. 
 
E.  
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IV. RENTAL PROCEDURES. The following procedures apply to obtaining a rental car once a 
department head, or designee, has authorized a County employee, contract worker, or volunteer to 
operate a rental vehicle for County work-related  purposes: 
 
A. Rental Cars for In-County Use. The Public Works Department, Fleet Services Division ("Fleet 
Services"), is responsible for obtaining rental cars for in-County use.  The department head, or 
designee, must contact Fleet Services at (925)313-7074 for further instructions. 
 
B. Rental Cars for Out-of-County Use. The Public Works Department, Purchasing Services 
Division, is responsible for obtaining rental cars for out-of-County use. The department head, or 
designee, must contact the Purchasing Division at (925)313-2100 for further instructions. 
 
V. INSURANCE. 
 
A. County-Owned Vehicles. The County self-insurance program provides vehicle liability 
insurance coverage to authorized drivers during approved use of County vehicles. 
 
B. Rental Vehicles for County Work-Related Purposes.  Rental vehicles are covered for liability 
and vehicle physical damage under the County's self-insurance  program. Authorized rental car drivers 
are instructed not to purchase any insurance or sign a Collision Damage Waiver (CDW) when renting a 
vehicle for County business.  However, if the authorized rental car driver keeps a rental vehicle for 
personal use, after the business portion of the trip is completed (unless they are attending an 
approved extended conference, seminar, etc.), the driver is responsible for the vehicle and should 
arrange for his or her own liability and collision coverage. 
 
VI. ACCIDENTS. 
 
A. Types of Accidents. 1. Bodily Injury; 
2. Vehicle being struck or striking another vehicle or object and/or damage occurring as a 
result of an accident; or 
 
3. All other vehicle accidents involving County vehicles, including those that occur when the 
vehicle is unattended. 
 
\\ 



B. Reporting. 
 
1. Authorized drivers of County vehicles that are involved in accidents must follow the Post 
Vehicle Accident Instructions, attached as Appendix C. 
 
2. Authorized drivers must immediately notify the following: 
 
a. Fleet Services at (925) 313-7074 
b. Risk Management at (925) 335-1400 
c. Immediate Supervisor 
 
3. Authorized drivers must also complete a Vehicle Accident Report Form, Appendix D, and 
submit it to his or her supervisor. 
 
a. When possible, take photos of the accident scene and vehicle damage and submit the 
photos with the Vehicle Accident  Report Form. 
 
b. The report shall be submitted to the driver's supervisor within 24 hours, or as soon as 
possible. 
 
c. The supervisor shall review the report, follow the department's accident investigation 
procedure, and/or forward the report to the department head. 
 
d. The department head shall send copies to Risk Management's Liability Unit and Fleet 
Services for claims review, assessment of vehicle condition, possibility of mechanical or electrical 
malfunction, and damage estimate. 
 
4. Bodily Injury. 
 
a. In cases of bodily injury to either party, authorized drivers must also complete a 
DWC-1 form, which is available through Risk Management, in addition to the Vehicle Accident Report 
Form. 
 
b. Instructions to Supervisors. 
 
i. Ensure that the employee involved in an accident has completed all the proper 
paperwork. 
 
ii. Complete an AK30 form, which is available through Risk Management. Return 
both the DWC-1 form completed by the employee and the AK30 form to the Risk Management Office 
within 24 hours of the accident or as soon as possible. 
\\ 



C. Departmental Evaluation. 
 
1. Accident Review. The department head or designated representative must 
investigate all accident reports to determine what actions may prevent future accidents. The 
department must record its findings and relevant points of its evaluation on the Vehicle Accident 
Report Form and submit the form to Risk Management. 
 
2. Review and Action. The department head or designated representative is responsible 
for implementing follow-up actions to prevent future accidents, including, but not limited to, 
trainings, corrective counseling, and discipline. 
 
D. Risk Management provides a training program for those individuals referred by their 
Departments for repeated vehicle accidents in County vehicles. An overview for the training 
program is provided in Appendix E. 
 
Orig. Dept.:  County Administrator  and Risk Management 
 
Appendix A - List of Authorized Drivers Sample Form Appendix B - Driver's Vehicle Inspection 
Report 
Appendix C - Contra Costa County Post Vehicle Accident Instructions Appendix D - Contra Costa 
County Vehicle Accident Form 
Appendix E - Driver Safety Training Program 
For those viewing this document online, hyperlinks to the following bulletins are provided. 
References: Administrative Bulletin No. 408, Safety Policy 
Administrative  Bulletin No. 421, County Volunteer Programs 
Administrative Bulletin No. 535.1, Use of Private Vehicles 
 
 
 
 
 
 
David Twa, 
County Administrator 



Appendix A 
 

LIST OF AUTHORIZED DRIVERS SAMPLE FORM 
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CONTRA COSTA COUNTY 
 

 
 
 

LIST OF AUTHORIZED DRIVERS 
 

 
 

Driver's License 
Vehicle Number(s) Assigned or 
Regularly 

First Name Last 
Name 

Number Expiration Date Used 
-  --------- 
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Appendix B 
 

DRIVER'S VEHICLE  INSPECTION REPORT FORM 
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Appendix C 

 
POST VEHICLE ACCIDENT  INSTRUCTIONS 



 
 

Post.,. Vehicle Accident 
- Procedures 
Hl i:ian \!1 _Au to Accident, Do I lfavc To Stop? 
Cul i forn ia  law :- ay:; )(> I I  m u t    t n p -- whe ther t he acciden t i n vol ves a pedestria n. a rrnwi n g car. a 
parked c<:r or someone's properly. Ir you d ri \'c away, )'(lll ca n be charged with "h i t and ru n" even i f t he 
accident was not you r fau l t. I f w u h i t a na rk eel car or 1Jther pro pert v, t ry to !ind Lhc owner or d ri ver. 11· you 
cannot, leave beh i nd you r name. address. an expla nat ion of the accid-::n t, and that t he car iowned by the 
Coun ty. Leave i n format ion fc1r t he person to con tact our Liabi l it y u n i t nt (925) 335-1 400. 
 
How Ca n l Get Help'? 
.-\ I n ay:; cfJ n t u c r t ile pol ice a f ter a n y ' ell icl e a ccid en t. l t is necessa ry to ha ve a n object i ve report and 
investi gation .  As soon as you can, cal l 9 J I  for emergenc ies or police/shc ri rf!C H P for mi nor accidents. Ex pla 
i n the situat ion, gi ve yoc1 r exac t l oca t i on, t:nd men ti on i f' you need an < rnbu lancc or fire engi ne. 
 
\V h n t Should I Do IfSoiucon e b Injured'? 
C i1c rt•:i w11 :1 h l c as i -; t:rncc !n i n j u red  p.: r>1111 , i t' i l i   s:i f v !11  d o su ._'(: :nu a rc· a hl l'. 
You ma:. need t<.) ca l l an am b u la nce: or gi1, e fi rst a id i!' :ou k n,lw iw w. i C you a re nC>l  t rai n<.:'d i n fi rst a iJ 
proced u res. d u not move someone \\ h·.:i i  b<:dly h urt: :1ou m i ght mal-:c the i nju ry \\ Orse. H owe1,·e r. DO rn m·e 
someone wh u i s i n d:rn gcr 1.1 r be i ng 
i nju rd \\:Orsc or· k i ? kd . 
 
\Vu rn· O llwr .Drivers 
To hd p p n:\·c: n! ,-!11 oth er n:h i d L· :1 cc id en L place: 1> <1rn i t1  ou t. Pl ace tlnrcs on t he ro'.d . i f s::k 
and 
if no flammabk flu i ds nearby.  Turn on you r ca r's hazard l i gh ts and l i t't t hc engi n•:hoed. These are s[rn plc 
wa ys to wa rn othe rs on the ro:id. 
 
STAY CAL!'l-1 A fter A n Accid en t 
Pcopk telld w pan ic r:tk r <!ii acc iden t.  Rc rn i r;d )'lilirse l l' t ha t t htc Cou rll:, h <1s i n surance a11d t he Cuu m y 
wi ll cover thr costs oi' da rn u gc. Thou gh t here me rn nd i t i u ns.  You m ust t.l ri ve t he \ ch ic k u nde r t ltt.: 
:;core or you r ,m ployrncnt, and d ri ve i n a saF.:and kga l ma n ner. 

Conli!Cf your s aper l'isor as soon as possi/Jle to let rll e111 k1111 n· about th e u ccid ent. 
Contac/  Ws/1 J fa11 ag e11u!11l -- Liability ot ( 925j  335-1400   vit/Jin  2.:/  lwurs. 
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Do not a gree to pay fo r dam ages or sign a n y paper except a tra ffic ticket. 
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!1usincs::;. I n a Coun t!:!_ , th,; G!)vcrn m cnt Exemp;: l i<:s·n:;c p ht 2 is presumed evidence ri!' i nsu rance.  Your 
Cou n t:, vd1icli:.' shou ld h ave Hn acci ck nt pa r:k::: l wi•.h a ··Yeliiclc Accide n t Repor t F1 1n n'' :i nd i_•vid·.:nc(· of i 
nsu ra nce i r: lh::g l ovt cornpa ru n nt. 
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add resses, tele hone nu mbers. and reg tration in formation 
L4.   Passen gers in e>th cr ca r:  Names, adresscs, and telephone n um bers 
I 5.  Wit nesses to th e acdd cn t: N mnc:>. add resses and teh:photh n um bers. Ask them to stay t:) ta 
l k to 
! t he CH P or pol ici:. lf' thev must lt:<t V t:. <:sk t hem to te l l vou what  the\· SU'.\  a nd wri ie i l 
do1.vn. 
Pc rso-;;s a t-/ -r;;;-a r t l; -;;;cid e;:;!  -en;; Try to id tif'y pcopk who t;Dy la vc wi tnc-sscd ti-·- 

I
, acciden t_, even ii' t h.:! \:·il l not giH' thei r na rnes,' Take d own d ri ver ' s krnse n u m bers if needed 

. 
', La,,·en f orcem en t olt1c ta!:; l"cm t ra..:e t he owner s name a nd a-d-d ress.----------- 

! 7.  La w en forcem en 
· -----

n a 
--
e    

-·--
 

r t n u m ber:  Li st the n:1me and badge n u m ber of the lav-; 

i ofticer who comes to the acciden  ce nsand a.> k where.you can obtai n a copy of the 
report. 
! 8.  A sim ple d iagra m of t he nccick n t. Dra w t he posi tions of both cars before, d u ri ng and after the 
accident. Esti mate .-; pced s. r r the re arc sk icl rn:irks on t he mad. pace them off. i\· f a rk the pos.i ti on:; 
of any C t'C>3S\1 al k:. stup  igns, lrafflc l i ghts or stn;et l  gh t s. Do not  place vo u rsc.lf  i n  d anv,r to 

1 
, com g_lE.t.t.i._l Sl-ili;.!!t !_t,.J : --ei.:o_rcl the <:.\ act u im:,_ d are and place the acmknt ha pp ned.
 i 
l 9.  l\Ia ke notes o n t h e we:i t h r a n d roa d con d it ions. f l' t h:acci1.k nt ha p pened af\ r dd\ , note 
' ,',-·•fi·\,-,;- thv·r 1 f1c n>·.r·.'...('.:llj•-.· •I F.. '\'•....'. re- .   
• !I 
; l 0. Ta ke p hot<;-:;;T t w-,;-i ;::(-rtll0(JIJc> rd /lf>;tl:: ;:c <i  camera wi t h you , rnke pict ;res of t h e -·i 
i scene a nd t h: v r:bi..: l 2s i n vi:d •;eJ. )o u t.:a n \ L'LI d:un:i:c:c.' vu u sec <in t he ulh·.:r \ chi-.: k-s. 
 I 
. . ..--·--·--------
------ - -·--- --·-- -   
·--------·· 

,
.
. 

.::
:_
, 

,,      ---- ----·---
------· .! 

Wlrn t.Stmuld iDo H The Oth er D river Docs Not Ha ve Insu rance? 
I f the other dr t \'tr ca ust.:d the acci d·;:n t and is not i nsured, the County i n surance pol icy wil I cover you 
i( 
you were fol lowi n g D1\t V and Coun t y d ri vi ng gu ickl i nes. 
 
W4af if l GetA Ticket? 
Si gn  i t. Y ou a re no t ad mi tri ng gu i l r.  W hen you sign, you are only prom isi ng to appear i n court 
about the ticket, or to pay ii bL:r i f' }'1)U wish . Consider legn l coun sel before you pa y a tine or plead 
gui l t y to the charg:es e> n the ticket  Yo u arc rcs ponsi bk for payi ng any t k kets recei v ed. 
D rivi ng t: n!l e r rh e l n ll u en ee. Dri v i n g wi th a bl ood alcohol k vd above (().08) or u nd er the i n fluence 
or drugs i:; u nsal'e and i l !t:ga l. 
Se,i t bel ts. Cl ick 11 or Ticket! You or you r passe ngers can be t ick eti.:d l'or 11ot wearing seatbel ts. 
D istracted l >r"i vi n g - You ca n be pu l led ove r if you we re on you r cel l phone, texti ng, or wae 
d i stracted and Jri v i ng dange ro ust y. 
Spt:L'il i n g & h1rki11 g Ticket!; - Tlk' most com rnon tickets recei \·cd. Dri l'c sare!y & park correctl y. 
 
ShQ11I_d:IGet_A.l>hysi rnl Ch ecku p After The Acciden t'! 
.-\ ch eck u p is a good i tl t:a fo r you a n d ) Ou r fHl:>Sengl'rs i f' yo u h an C(>n cerns ahou t yo u r lie-al 
th . Yo u cou ld be i nju red and not know i t right away. You rna y wish to ca l l yo u r doctor or another 



hea l t h ca re provi der for ad v i ce. :--foti fy your suren isor if you were i nju red and c";rn p k tc a n 
.\ l(JfJ - Em ploTe l{e po rl o r In.jun ,5·:  ll\\C- ! Wo rl;n's Coill!H·ns:it!l) tt  f'11·111. 
 
Hisk .\ l :rnagem en l Sa fet y Ta i l ga tl- Topk 
Su u rce,;: Ri:;k ,\!a na g1·n1<'11 t -- I .i:11'il i t.\ , Tlie Ca li f,"·nia Ba r ..\s;oeia tii111 ·\ pril ZIJ l 
11 



Appendix  D 
 

CONTRA COSTA COUNTY 
VEHICLE ACCIDENT REPORT FORM 
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P repa re a sketch or t he acci tkn t sn•nt·: 
 
I.  ;\ u n:bc r ce1 ch Hh ir k 
(ind irn tc wh ich h Cr111 n t: 
1·ehidc) 
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J.  SIHrn  p:1tli od,,rc :icdd c n l irit h to  >nlid lin e 
4.  Sho w p:i th  a rter acciden t  " i tlt dadwd  ll1w 
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Appendix  E 
 

RISK MANAGEMENT 
DRIVER SAFETY TRAINING PROGRAM 

 
Motor vehicle crashes are a leading cause of death and injury for all ages. 
 
Crashes on and off the job have far-reaching financial and psychological effects on employees, 
their coworkers and families, and their employers.  The purpose of the Driver Safety Training 
Program is: 
 
• To save lives and to reduce the risk of life-altering injuries 
• To protect your organization's human and financial resources 
• To guard against potential company and personal liabilities associated with crashes involving 
employees  driving on company business. 
 
The Driver Safety Training Program will work to keep the driver and other drivers on the road 
safe.  The Program also aims to change driver attitudes, improve behavior, and increase skills to 
build a "safe driving" culture.  By instructing employees in basic safe driving practices and 
rewarding safety-conscious  behavior, employees can avoid preventable accidents and fatalities. 
 
Employees are the County's most valuable assets.  The key to any good defensive driving strategy 
is to avoid traffic crashes and recognize potential hazards before it's too late. 
 
The Driver Safety Training Program will train authorized drivers on crash prevention techniques, 
including: 
 
• Scanning the roadway and adapting to surroundings 
• Employing the two-second rule for following distances 
• Knowing your vehicle's stopping distance 
• Being aware of reaction distance 
• Environment  hazards 
• Vehicle emergencies 
• Sharing the road 
• Passing and necessary clear distance 
• Right of way 
• Speed adjustments and railroad crossings 
• Distracted Driving 
• Road Rage and other Drivers 
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