
New Hire Package 

1. Application For Employment – Fill out the first page only with all your personal information and if you 
could send me a copy of your resume you can leave the rest blank. 

2. Employee Verification – Fill out all information. Ignore the bold box at the bottom that is for office 
personal. 

3. Driver authorization form – Fill out and send back. Length of employment can be left blank 
We also require a bank form or void check and a letter of experience from your current automobile 
insurance company. 

4. Non-Disclosure Agreement – Read through NDA. “Dated as of today’s date 2021” in the province of AB 
and your name. Employee residing in the town/city you reside and the province. Print and sign last page 
under Employee: 

 
5. Conditions of Employment acknowledgment – Colin sent you the employee handbook which would have 

had majority of these forms in them to review. Please initial all lines and sign the second page. 
 

6. Titanium Accommodations Rules – Please read through and sign at the bottom. 
 

7. Digital Media Consent Form – Read through. Check off all boxes you want applied for social media 
authorization. 

 
8. Employee Consent Form – Read through the substance abuse policy, sign. 

9. 2022 Personal Tax Credits Return – Fill out top of page with your info – amount in the box at the bottom 
will be $14398. Sign second page. ( if you want any additional tax taken this is on the second page) 

 
10. 2022 Porvincial Personal Tax Return – Fill out the top of the page with your info – amount that goes in 

the box at the bottom is $19369. Sign second page. 
 

11. Application for Group Coverage – Fill out sections 2 – 4 – 5 – 6 if your beneficiary is under the age of 18 – 
7 and then sign last page and send back. Once this has been completed you will receive an email to setup 
your account. Download the GroupNet app. From this app you can see everything that is covered under 
the benefits as well as make any changes to your account and submit claims. 

12. Coverall Form – fill out what you can 



Timecards / Benefits / Job Bonus / Deadlines etc … 

Timecards: All time cards must include your first and last name as well as the month. The space on the back of the timecard 

should be used for short descriptions such as shop work done, hotel stays or any other relevant information that will be needed 
for payroll calculations. Truck hours should be marked as they are billed out on the ticket. Include the unit number, ticket 
number and the company worked for. Subsistence needs to be calculated by the amount billed out per person on the ticket, 
subtract any accommodation costs that Titanium has covered if you know the amount. If you are unsure of the hotel amount, 
write on the back of your timecard where you have stayed and for how many days. If you have covered all your own costs, 
make note of it. Please make note of any days off worked and travel that is over 500km if applicable on the back of your 
timecard. Truck hours on your timecard that are over and above truck hours that have been billed out on the ticket need to be 
clearly marked with a description as to why you have a discrepancy. Management will review this at the time of processing. 
Tickets that span more then one day need to be clearly marked for all days so they can be properly matched to hours marked 
on the ticket. 

 

Deadlines: All hours from the 1st to the 15th of the month need to be submitted no later than the 18th. All hours from the 

16th to end of the month need to be submitted by the 3rd . A group text message will be sent on the 20th and the 5th of each 
month to any employees that have not handed their hours in. After these deadlines payroll will be processed and if you do not 
get paid you will have to wait till the next pay period. No exceptions will be made. Timecards can be submitted to the payroll 
phone 780-872-4866. 

 

Job Bonus: Please note that this is a Job Bonus and not a day rate. Job bonuses are based on billable time and job 

performance. Working on days off does mean an increase to the Job Bonus per day. This again is only applicable with billable 
time in the field. If you are trading your days off with another employee and work through your originally scheduled days off in 
order to take other days off, you are not entitled to the additional Job Bonus. 

 

Overtime: Job Bonus will be paid out at 1.5x when you are working 14 hours or more (billable) time on location. This can be 

done with a single job/ticket or with multiple jobs/tickets but must fall on the same day. 

Vacation Pay: Vacation Pay is calculated at 6% of your salary. This calculation equals 3 weeks of pay per year. Vacation can 

be requested by making a note on your timecard to have it added to your pay cheque. 

 

Group Benefits: Group Benefits are calculated based on single or family coverage AND your annual salary. This is where 

your disability insurance will be calculated from. Employees are responsible for paying the disability insurance and life 
insurance portion of the benefits. This monthly amount is divided in half and deducted from each paycheque. Titanium covers 
the health and dental portion of your benefits. For this reason, it is highly recommended you don’t refuse coverage for health 
and dental. Please also note that there is a box to check “revocable” for your beneficiary. This box has to be checked in the 
event that the beneficiary needs to be changed for any reason. 

Subsistence: Subsistence needs to be calculated by the amount billed to the customer, less any accommodation costs 

covered by Titanium. When you are working out of town and your manager has not requested you to return to home base you 
are entitled to having your accommodations covered as well as $51 per day in subsistence to cover your meal costs. 
Subsistence is not applicable when you are working for a customer and staying in camp. 

Paystubs: All paystubs will be emailed out once the payroll is completely processed. Paystubs are considered sensitive 

information and are password protected. The password for your paystub will be the first 3 letters of your last name followed 
by your birthday in mm/dd/yyyy format. If you have not received an emailed copy of your paystub, please send an email to 
jherbach@titanium-es.com. This verifies to your email provider that the emails are acceptable and the email address is valid. 
Once the email is received from you, you should be able to receive all emailed paystubs. 

 

Email any questions to HRGroup@Titanium-es.com 
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Application for Employment 

 

 
Personal Information Date of Hire:  

Date Driver became a Commercial Vehicle Driver with the Company:  

Name:      
Last First Middle 

Address:       
Street (Apt) City/Prov Postal Code 

Contact Info:      
Home Cell Email 

Emergency Contact:   
Name Phone Relationship 

 

 
Position Applied For:   Available Start Date:   

 

 
Education 

 

 
Name / Location 

Graduate? 
Degree? 

Major / Subjects of Study 

High School 

   

College / University 

   

Specialized Training, 
Trade School, etc 

   

Other Education 
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Please list your areas of highest proficiency, special skills or other information that may contribute to 

your abilities in performing the position that is being applied for. 

 

 

 

Previous Work History 

 
If an applicant has not provided a resume with at least the most recent 3 years of work history, please 

complete the form below. 

Dates Employed Company Name Location Role / Title 
 

    

Job notes, tasks performed and reason for leaving: 

 

 

 

 

 
Dates Employed Company Name Location Role / Title 

 

    

Job notes, tasks performed and reason for leaving: 
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Dates Employed Company Name Location Role / Title 

 

    

Job notes, tasks performed and reason for leaving: 
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Name:   

 
SIN:   

 
Date of Birth YYYY/MM/DD:   

 
Address with postal code:   

 
 
 

 
 

Email address:   

 
Cell:   

 
Emergency Contact Name/Relationship:   

 
Emergency Contact number:   

 
Start Date:   

 
Position Hired For:   

 
Reporting to:   

 

 

 
Set up in QB 

 

 
Drivers Abstract 

 

 
Next of Kin 

GWL $  Contact List TTT Email set up 

Direct Deposit form Fuel Cards 
 



 

 
 

 DRIVER AUTHORIZATION FORM  

(Please Print) 
 

Name ("Employee"):   
Titanium Tubing Technology ltd. 

Employer   

Date of Birth: mm/dd/yy    

Driver's License Number:   

Length of Employment:   

Signature of Employee:    

Signature of Client:   

Privacy Act Consent:  By signing the above, the Client and Employee hereby 
acknowledge that the Broker, Butler Byers Insurance Ltd., has been retained to acquire 
or renew a policy or policies of insurance or to provide Consulting and/or Risk 
Management Services for the Client. 

As part of the application for a new or renewal insurance coverage(s), the Employee and 
Client hereby authorizes the Broker to collect, obtain Motor Vehicle Records (MVR's), 
use and disclose personal information of such insured individuals as required for 
underwriting and premium calculations as permitted pursuant to relevant privacy laws or 
other laws. 

The Client and Employee hereby expressly consent to the Broker collecting, using or 
disclosing personal information or providing such personal information to third parties as 
required, including insurance companies. 

If the Client or employee wishes to restrict the general nature of this consent to any 
specific area, please indicate: 

If the Client or employee wishes: 
• to review personal information maintained by the Broker pertaining to 

client's application, policy or policies; 
• to obtain copies of the Broker's privacy policies or standards; or 
• to make other enquiries or to express concerns, 

the Client may do so by contacting the Broker's Privacy Officer. 
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This Nondisclosure Agreement (this “Agreement”) is dated as of  201  

 
 

BETWEEN: 

 
Titanium Tubing Technology LTD. bodies corporate having offices in the City of Calgary, in the Province of 
  (hereafter collectively referred to as the “Parties” and individually as a “Employee”) 

 
- and -   

 
Employee residing in  in the Province  . 

 
WHEREAS The Parties wishes to engage the Employee and to disclose to the Employee certain Confidential 

Information for the purposes of information and/or providing employment services to The Parties in connection with 
developing, testing, marketing and/or distributing The Parties products and/or the Confidential Information ("the 
Purpose"). 

 
NOW THEREFORE, in consideration of Titanium Tubing Technology LTD. offering employment to the 

Employee of the disclosure of Confidential Information to the Employee, the parties agree as follows: 

 
1. In this Agreement, including the recital, the following words and phrases shall have the following meanings 
unless the context otherwise requires: 

 
"Confidential Information" means any and all information, including but not limited to descriptions, designs, plans, 
specifications, schematics, compilations, program, methods, techniques, formulas, processes, information, 
documentation, intellectual property, trade secrets, concepts, hardware, software and industrial designs relating to 
The Parties technology, products and business, marketing and technical plans, but does not include Non-Proprietary 
Information; as well as highly confidential financial information that you may have knowledge of. 

 
"Non-Proprietary Information" means information which the Employee proves: 

 
a) was within the public domain at the date of its disclosure to the Employee or which thereafter enters the 

public domain through no fault of the Employee (but only after it becomes part of the public domain); 
b) is already known to the Employee at the time of its disclosure to the Employee by The Parties and is not 

subject to confidential restrictions as can be proven by contemporaneous documentation; 
c) following its disclosure by The Parties to the Employee, is received by the Employee without obligation of 

confidence from a third Employee who was lawfully in possession of such information free of any obligation 
of confidence; 

d) has been approved for release by written authorization of The Parties; or 
e) has been disclosed by court order or as otherwise required by law (including without limitation to the extent 

that disclosure may be required under applicable securities laws), provided that the Employee has notified 
The Parties 

 
Information shall not be deemed to be known to the Employee or publicly known: 

 
a) merely because it is embraced by more general information in the prior possession of the Employee or 

others; 
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b) merely because it is expressed in public material in general terms not specifically the same as Confidential 

Information. 

 
2. Any Confidential Information provided to the Employee shall be held in strict confidence by the Employee 

and, accordingly, the Employee shall not: 
a) use any of the Confidential Information except as necessary for the Purpose and shall not make, have 

made, or permit to be made any copies of the Confidential Information except those copies which are 
necessary for use of the Confidential Information for the Purpose; 

b) make any disclosure of the Confidential Information (including copies thereof, or methods or concepts 
utilized therein) to any person or entity other than employees, contractors, suppliers or consultants of the 
Employee to whom such disclosure is necessary for use of the Confidential Information for the Purpose; or 

c) reverse-engineer, reverse-compile or reverse-assemble the Confidential Information except as may be 
expressly permitted by The Companies to enable use of the Confidential Information for the Purpose. 

 
3. The Employee shall exercise the same degree of care, which shall not be less than a reasonable degree of 
care, in safeguarding the Confidential Information as he/she uses for his own proprietary information of like 
importance and shall take appropriate action, by instruction or agreement with its employees who are permitted 
access to Confidential Information, to satisfy his obligations hereunder. 

 
4. All Confidential Information delivered by The Company to the Employee pursuant to this Agreement shall be 
and remain the property of The Companies, and the Confidential Information, and any copies thereof, shall be 
promptly returned to The Company upon request, or destroyed at The Company’s option. 

 
5. Nothing contained in this Agreement shall be construed as granting or conferring any rights by license or 
otherwise, expressly or impliedly, in to or by virtue of the Confidential Information or any part or portion thereof. 

 
6. In the event of a breach by the Employee of any provision of this Agreement, The Companies shall, in 
addition to any other remedy available to it in respect of such breach, be entitled to injunctive relief restraining the 
Employee from committing or continuing such breach. 

 
7. The parties agree that the parties, terms, covenants and provisions contained in this Agreement are separate 
and severable from the others and are severable from this Agreement, without affecting the validity of the remaining 
parties, terms, covenants and provisions. 

 
8. This Agreement shall be governed by and interpreted in accordance with the laws in force in the Province of 
Alberta. 

 
9. The parties agree that words including a singular number shall include plural number and vice versa; words 
including a gender shall include all other genders. 

 
10. This Agreement sets forth the entire understanding and agreement between the parties hereto and 
supersedes all prior contracts, agreements and understanding between the parties pertaining to the subject matter of 
this Agreement, and no addition to or modification of this Agreement shall be binding on other parties hereto unless 
reduced to writing and duly executed by all of the parties. 
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IN WITNESS WHEREOF, the parties have executed this Agreement as of the day and year first above written. 

 
Titanium Tubing Technology LTD. 
Representative: 

 

Per:   

 
Witness: 

 
Employee: 
Print 

 

 
   

 
Sign: 
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The following documents will be provided to all employees upon commencement of employment with 
Titanium Tubing Technology LTD. hereinafter referred to as TTT. By initialing beside each, the 
employee acknowledges receipt, read and agreement of the document. 

 
1. Payroll Enrolment Forms: 

I have received a packet containing all of the forms required by TTT to enrol 
me in their payroll system. I have completed all of the required forms and 
submitted them to the Operations Administrator / Controller, or their designate 
for submission to Human Resources. 

 
   

Employee 
Initial 

2. Employee Handbook: HR-0001 
I have received a printed copy of the TTT Employee handbook. The policies, 
programs and procedures included in the handbook have been reviewed with 
me. 

 

 
   

Employee 
Initial 

3. Health, Safety, Security and Environment Policy and Procedures Manual 
I have received an electronic copy of the HSSE Policy and Procedures 
Manual. As well as other HSSE related forms, SOP and JSAs, The Safety 
Policy, Safety Rules on the Google drive and all of the policies contained 
within have been reviewed during my orientation. 
I further understand that printed copies are available in the main offices, and 
various locations throughout the organization. 

 

 
   

Employee 
Initial 

4. ELECTRONIC COMMUNICATIONS POLICY (HR-0005) 
I have received a printed copy of the ELECTRONIC COMMUNICATIONS POLICY 
(HR-0005). I have read and understand the policy. 

 

 
 

Employee 
Initial 

5.  ACCOUNTABILITY AND CORRECTIVE COUNSELLING POLICY (HR-0009) 
I have received a printed copy of the ACCOUNTABILITY AND CORRECTIVE 
COUNSELLING POLICY (HR-0009) I have read and understand the policy. 

 
   

Employee 
Initial 

6.  SOCIAL MEDIA POLICY (HR-0016) 
I have received a printed copy of the SOCIAL MEDIA POLICY (HR-0016) 
I have read and understand the policy. 

 
   

Employee 
Initial 

7.  SUBSTANCE ABUSE POLICY (HR-0003) 
I have received a printed copy of the SUBSTANCE ABUSE POLICY (HR-0003) 
I have read and understand the policy. 

 
  

Employee 
Initial 

8.  BUSINESS CODE OF CONDUCT AND ETHICS CODE ( TTT-FN-0010 ) 
I have received a printed copy of the BUSINESS CODE OF CONDUCT AND ETHICS 
CODE (TTT-FN-0010) I have read and understand the Procedure. 

 
   

Employee 
Initial 

 
 

 
Printed copies of this document are uncontrolled. 
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9.  NON-DISCLOSURE AGREEENT (HR-0006) 

I have received a printed copy of the NON-DISCLOSURE AGREEENT (HR-0006) 
I have read and understand the policy. 

 
   
Employee 

Initial 
10. Company Vehicle Policy (SSE) 

I have received a printed copy of the Company Vehicle Employee Policy (HR- 
0045). I have read and understand the policy. 

 
  
Employee 

Initial 

11. New Hire Orientation Program & Short Service Employee Policy (SSE) 
I have received a printed copy of the New Hire Short Service Employee Policy 
(Hs-0060). I have read and understand the policy. 

   
Employee 

Initial 
 
 
 

 
This is to acknowledge that I (the undersigned), have read, understand, and accept the policies, 
procedures and programs contained within the above listed documents. I further acknowledge that 
failure to comply with any current or future policies, procedures or programs may be considered a 
breach of my Conditions of Employment with Titanium Tubing Technology LTD. and subject me to 
disciplinary action up to and including termination. 

 
 
 

 

Employee Name (print) Employee Signature 
 
 

 

Witnessed by (print) Witnessed by (signature) 
 
 

 

Date Location 
 
 
 
 
 
 
 
 
 
 

 
Printed copies of this document are uncontrolled. 
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The following document will be provided to all employees prior to having admission to the rental unit provided to Titanium 
Tubing Technology LTD. employees, upon commencement of admission to the rental unit the Rules and Acknowledgement 
form will be reviewed and signed in agreement by the employee. By reviewing and signing the agreement the employee 
acknowledges that failure to comply with any current rules or future rules, may be considered a breach of my Conditions of 
Employment with Titanium Tubing Technology LTD. and subject the employee to disciplinary action up to and including 
termination. 

 
Rules 

 
1. Zero tolerance for smoking, the premises are to be kept absolutely smoke free, including any garages, Sheds, failure 

to adhere to this rule could result in loss of rental unit and charges to Titanium. The only area in which smoking is 
permitted is on balcony and or front area outside. All cigarette butts must be kept in a safe disposal bucket; butts must 
not be thrown on ground or lawn. 

2. People other than Titanium Tubing Technology LTD employees are not permitted in rental premises; guests are strictly 
prohibited from the premises. 

3. Personal articles are to be removed when not staying in the rental unit; storing of personal items is not permitted., 
unless otherwise approved by a Manager. 

4. Appliances are to only be used for intended use, any issues with appliances or repairs needed must be reported to 
management immediately. Coveralls, gloves and oily clothing are NOT to be washed in washer and dryer provided. 

5. Absolutely no pets, animals, reptiles or birds of any kind shall be allowed or kept in, or about the premises either on a 
permanent or temporary basis. 

6. Vehicle parking must be kept to driveway and street parking 4 vehicles maximum, no trucks over 12000 KGs. 
7. Housekeeping may be provided on a weekly basis. Housekeeping includes; sweeping and moping, vacuuming, and 

bathroom cleaning. All other general cleaning including garbage removal, laundry, dishes and general cleaning of 
messes is the responsibility of those staying at the premises, and should be done immediately after and during the 
stay, in the event that the stay is of an extended duration. 

8. All boots and shoes must be kept on mats provided and not cleaned in the home or in front of the home or yard area. 
9. No combustible material or flammable liquid shall be kept on the premises. 
10. No additional electric wiring or heating units shall be installed in the premises. 
11. Noise shall not be tolerated; in respect for neighbours and sleeping crews all noise shall be kept to the minimum. NO 

PARTIES, Any reports of unnecessary noise reported will be swiftly dealt with. 
12. Alcohol & Drugs are strictly prohibited as per the Titanium Tubing Technology LTD Energy Drug and Alcohol policy. 

Failure to comply will result in accountability as per the policy. 
13. Door codes and keys are the property of Titanium Tubing Technology LTD, and shall not be shared with any non- 

Titanium Tubing Technology LTD, persons for any reason. 

 
This is to acknowledge that I (the undersigned), have read, understand, and accept the Rules, contained within the above. 
I further acknowledge that failure to comply with any current or future Rules, procedures or programs may be considered 
a breach of my Conditions of Employment with Titanium Tubing Technology, and subject me to disciplinary action up to 
and including termination. 

 

 
Employee Name (print) Employee Signature 

 

 
Witnessed by (print) Witnessed by (signature) 

 

 
Date Location 



 

Digital Media Consent/Release Form 

For News, Promotional Material, Written Articles, Research and/or Photographs 

I hereby authorize Titanium (Tubing Technology Ltd./Energy Services) or IMAS Innovative Marketing 

Consulting to use my photo and/or information related to my experiences with Titanium Tubing 

Technology or Titanium Energy Services. I understand this information may be used in publications, 

including electronic publication, audiovisual presentations, promotional literature, advertising, 

community presentations, letters to areal representative, where appropriate, the specific information 

and/or phot to be used prior to release in the social media. 

My consent is feely given as public service to Titanium (Tubing Technology Ltd/Energy Services) or IMAS 

Innovative Marketing Consulting, without expecting payment. I release to Titanium (Tubing Technology 

Ltd./Energy Services) or IMAS Innovative Marketing Consulting and their respective employees officers 

and agents from any and all liability which may arise from their respective employees officers and agents 

from any and all liability which may arise from the use of such news media stories, promotional material 

written articles, videotape and/or photographs. 

 

 
I prefer that: 

� My complete name may be use 

� My first name may be used 

� No name be used 

� It is ok to tag me in photo for social media 

� Prefer no to be tagged in phots on social media 

� I would like input on images before posted 

� I have full faith in companies ethics policy and contact me prior to posting is not 

required or necessary 

I understand that I can revoke this release any time in writing and that the use of my photos or other 

information authorized by this release will immediately cease. 

 

 

Please print or type following information; 
 

 
Name:   Signature:   

Address:   

City:   Province:   Postal Code:  

Phone:   Email:   
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EMPLOYEE CONSENT FORM• DATE: -------- 

 
 

I, , acknowledge that I have received Titanium Tubing Technology 

Substance Abuse Policy which clearly explains the Zero Tolerance of Drug and Alcohol for safety 

sensitive position in the Oil & Gas industry. I have read the policy and understand that the policy 

pertains to all employees of the company in safety sensitive positions for the duration of 

employment. 

I understand that I will be required to submit to drug and alcohol testing prior to obtaining 

employment with Titanium Tubing Technology Ltd and be subjected to an annu_�l DOT Random 

Drug Test Program that samples 1/3 of the total workforce that operate commercial vehicles. I 

understand that I will be submitted for drug and alcohol testing if I am suspected of impairment 

while on the job. I understand that refusing to submit to any drug and/or alcohol testing required 

by this policy, or a positive test result, is grounds for disciplinary action which may include 

termination if deemed necessary by Titanium Tubing Technology. 

I understand that the legalization of Cannabis does not provide anyone in a safety sensitive 

position the freedom to report for duty impaired, and if an employee shows signs of impairment 

that he/she will be subjected to a Reasonable Cause Drug & Alcohol testing. I understand that if 

! fail a Post Incident Drug & Alcohol Test that ! may be charged under the Criminal Code, among 

other charges related to the incident. 

I understand that all medications prescribed for me to perform my job must be disclosed to HR 

in confidence, and any information withheld is considered in violation of the Titanium Health & 

Safety Policy. 

I recognize that by signing this consent form, l understand its contents and I am agreeing to abide 

by the Titanium Tubing Technology Drug and Alcohol Policy as a condition of my employment. 
 

 
Employee Name: ---------- Employee Signature:   

Witness Name: ---------- Witness Name:   

HR/HSE Name:   HR/HSE Signature: (  _ 
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INTRODUCTION: 
Titanium Tubing Technology Ltd, vehicle policy describes our guidelines for using any company issued vehicle. A “company 

vehicle” is defined as any type of vehicle that TTT assigns to employees to support their transportation needs to complete 

their jobs. Company vehicles belong to the TTT and we want to make sure employees are using them properly and within 

the confines of this policy. 

 

OVERVIEW: 
As an authorized driver of a company vehicle, you have been given certain privileges. You assume the duty of obeying all 

motor vehicle laws, maintaining the vehicle properly at all times and otherwise following the policies and procedures outlined 

in the following. 

 
Company vehicles are provided to support business activities and are to be used only by qualified and authorized employees. 

They are not to be considered a part of an employee’s compensation and must not be used as an inducement for 

employment. In all cases, these vehicles are to be operated in strict compliance with motor vehicle laws of the jurisdiction in 

which they are driven and with the utmost regard for their care and cost-efficient use. 

 
Company drivers and anyone authorized to drive the company vehicles must have a valid driver’s license issued in the 

province of residence for the class of the vehicle being operated and must be able to drive said vehicle. Obtaining a driver’s 

license is a personal expense. 

 

Driver Qualifications Driver qualifications are as follows: 

1. Authorized employee of company ONLY. 

2. Must be at least 21 years of age. 

3. Have at least one year of experience in the class of vehicle operated. 

4. Must meet licensing requirements. 

5. Will not qualify for a company vehicle if, during the last 36 months, the driver had any of the 

following experiences: 

 Been convicted of a felony. 

 Been convicted of sale, handling or use of drugs. 

 Has automobile insurance canceled, declined or not renewed by a company. 

 Been convicted of an alcohol- or drug-related offense while driving. 

 Had driver’s license suspended or revoked. 

 Been convicted of three or more speeding violations or one or more other serious violations. 

 Been involved in three or more chargeable accidents. 

 
Review of Drivers abstracts will be used as the source for verifying driver history. Drivers abstracts will be obtained and 

reviewed at least annually on employees. TTT’s insurance company requires that we provide them with the driver’s license 

number and date of birth for anyone who may drive a company vehicle. Driving privileges may be withdrawn or suspended 

and/or the company vehicle removed from any authorized driver not meeting the above requirements. In addition, 

appropriate disciplinary action may be taken, up to and including termination of employment. 
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Personal Use 
Company vehicles are provided primarily for business purposes; however, occasional personal use is permitted. Personal use 

is a privilege extended only to the authorized employee ONLY. The privilege of personal use may be withdrawn at any time 

by the company. 

 

Rules Applying to Use of Company Vehicles: 

 Only authorized employee. Employees must meet all driver qualifications and rules in this agreement.
 NO SMOKING in any company owned or assigned vehicle.
 Company vehicle is not to be driven while under the influence of alcohol or any controlled substance.
 Company vehicle is not to be driven when ill, physically impaired or fatigued.
 Possession, transportation or consumption of alcohol or illegal drugs by anyone in the vehicle is not 

allowed.
 Driver and all passengers must wear available personal restraints.
 Company vehicles may not be used for, or in connection with, illegal or unauthorized activities or 

activities that portray an improper image of the company
 Company Vehicles may not be driven while engaging in activities that would detract from the safe 

operation of the vehicle.
 Report any accident immediately to police and your manager.

 
Any exceptions to these rules requires advance, written approval by approved company manager. Violation of these rules 

will result in disciplinary action from removal of driving privileges up to and including termination of employment. 

 

Maintenance 
Authorized drivers are required to properly maintain their company vehicles at all times. Vehicles should not be operated 

with any defect that would inhibit safe operation during current and foreseeable weather and lighting conditions. Preventive 

maintenance such as, but not limited to regular oil changes, lubrication, tire pressure, tire replacement, brake pad & rotor 

replacement and fluid checks determine to a large extent whether you will have a reliable, safe vehicle to drive and support 

work activities. You should have preventive maintenance on your vehicle, as required in the owner’s manual, performed by 

a certified mechanic. 

 

Traffic Violations 
Fines for parking or moving violations, towing storage or impoundment are the personal responsibility of the assigned 

operator. The company will not condone nor excuse ignorance of any motor vehicle violations that result in court summons 

being directed to itself as owner of the vehicle. Each driver is required to report all moving violations to the HSE Compliance 

Manger within 24 hours. Failure to report violations will result in appropriate disciplinary action, including revoking of driver 

privileges and possible termination of employment. Please be aware that motor vehicle violations incurred during non- 

business (personal use) hours will also affect your driving status as well and are subject to review. 
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Cellular/Mobile phones 
Cellular/mobile phones should not be used while operating a vehicle. Using a cell phone while driving leads to an increased 

risk of having an accident through a lack of attention to driving. Inattention is the #1 cause of vehicle accidents. Inattention 

can also involve adjusting the radio, eating, smoking, daydreaming, talking to passengers, things outside the vehicle, and 

other distractions. 

 Allow voice mail to handle your calls and return them at your safe convenience.
 If you need to place or receive a call pull off the road to a safe location.
 Ask a passenger to make or take the call.
 Inform regular callers your driving schedule, and when you will be available to talk.
 Keep your hands on the wheel and your eyes and mind on the road while driving.

 

In the event of an accident: 

 Call the police on all accidents and obtain a copy of the police report.
 Do not admit negligence or liability.
 Do not attempt settlement, regardless of how minor.
 Get name, address and phone number of injured person and witnesses if possible.
 Exchange vehicle identification, insurance company name and policy numbers with the other driver.
 Take several photographs of the scene of accident if possible.
 Complete the accident report in your vehicle.
 Turn all information over to HSE Coordinator within 24 hours.

Thefts 
In the event of the theft of a company vehicle, notify local police and HSE Compliance Manager immediately. 

 

Driver Responsibilities 
Each driver is responsible for the actual possession, care and use of the company vehicle in their possession. Therefore, a 

driver’s responsibilities include, but are not limited to, the following: 

 Operation of the vehicle in a manner consistent with reasonable practices that avoid abuse, theft, neglect or 

disrespect of the equipment.
 Obey all traffic laws.
 The use of seat belts and shoulder harness is mandatory for driver and passengers.
 Adhering to manufacturer’s recommendations regarding service, maintenance and inspection. Vehicles should not 

be operated with any defect that would prevent safe operation.
 Attention to and practice of safe driving techniques and adherence to current safety requirements.
 Restricting the use of vehicles to authorized driver
 Reporting the occurrence of moving violations.
 Accurate, comprehensive and timely reporting of all accidents by an authorized driver and thefts of a company 

vehicle to HSE Compliance Manager.

Failure to comply with any of these responsibilities will result in disciplinary action, 

up to and including termination of employment. 
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Preventable Accidents 
A preventable accident is defined as any accident involving a company vehicle – whether being used for company or personal 

use – or any vehicle while being used on company business that results in property damage and/or personal injury, and in 

which the driver in question failed to exercise every reasonable precaution to prevent the accident. 

 Do Not Follow too close
 Do Not Drive too fast for conditions
 Do Not Fail to observe clearances
 Do Not Fail to obey signs
 Do Not Make Improper turns
 Do Not Fail to observe signals from other drivers
 Do Not Fail to reduce speed
 Do Not Park improperly
 Do Not Pass improperly
 Do Not Fail to yield
 Do Not Back up improperly
 Do Not Fail to obey traffic signals or directions
 Do Not Exceed the posted speed limit
 Do Not Drive While Intoxicated (DWI) or Drive Under the Influence (DUI).

 

I have read and will abide by the conditions as stated in this document regarding the operation of any vehicle for 

company business. 

 
Name (printed)   

 
Signature   

 
Today’s date  

 

 
Witness  Today’s date  


