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DRIVER SELECTION, ORIENTATION,
FAMILIARIZATION AND CERTIFICATION

Introduction

Effective immediately, Handbook EL-827, Driver Selection, Training, Testing and
Licensing is obsolete. Section 460, Road Test Examination, Handbook EL-311,
Personnel Operations, is also obsolete. These guidelines replace material in
Handbooks EL-827 and EL-311, and portions of EL-701A & B, New Employee
Training. The following is an overview of these guidelines.

A. Overview

1. Prescreening of Driving History. Review of the driving history of
applicants or employees who are candidates for driving positions will
continue utilizing PS Form 2480, Driving Record. The appropriate state
abstracts will also be requested for a five year history of applicants for
driving positions.

2. Comparison of Abstract(s) to Table of Disqualifications. PS Form
2480 and abstract(s) will then be compared to the Tablc of
Disqualifications to see if the candidate meets Postal Service
requirements for safe driving.

3. Driver’s License Review. Prior to selection, the applicant presents his or
her state driver’s license for review. Using the Driver’s License Review
Checklist, (see Attachment 1) the license is reviewed to ensure that it is
current and valid for the applicant.

4. Craft Basics and Driver Orientation for Newly Hired Employees.
New Driver Orientation and related videos and forms will be
incorporated into the Craft Basics training for new employees.

5. Vehicle Familiarization, After hirc, the employee completes a portion of
the Certificate of Vehicle Familiarization and Safc Operation (see
Attachment 2) stating that he or she has continued to be a safe driver
since his or her record was screened prior to hire. The Supervisor/
Manager/ Postmaster has oversight responsibilities for vehicle



familiarization and certification. He or she will designate an experienced
driver instructor examiner (DIE) or craft employee (i.e., ad hoc DIE),
with a good driving record to provide the familiarization/controlled
driving instruction/certification to the new employee for each vehicle the
employee will be driving. The DIE or ad hoc DIE will already be
qualified to operate all vehicles for which instructions will be given. The
responsible management official then certifies whether the employee has
demonstrated the ability to safely operate vehicle(s).

B. Explanation of Changes

1.

The Initial Road Test has been eliminated. This test was given ina
passenger vehicle, and was a way to determine if the applicant could
demonstrate safc driving skills in a general way, but could not be viewed
as being representative of driving of an actual postal vehicle. The Initial
Road Test is being replaced by a more rigorous review of state driving
history as a device to verify that the applicant has demonstrated safe
driving by maintaining a responsible driving record. The review of
abstracts against the Table of Disqualifications is critical to the process
and is further enhanced by the review of the actual driver’s license prior
to selection.

Driver orientation will continue in a classroom setting, however vehicle
familiarization and certification may be decentralized to an appropriate
training location. Since supervisors, managers. and postmasters are in the
best position to know what information is necessary to preparc a new
driver to drive safely in their work location, they will actually monitor the
vehicle familiarization and certification. This approach builds on the
knowiedge the first-line supervisor has observing unsafe driving practices
in the type of vehicle an employee will use, in the delivery area the
employee will be assigned. This demonstration of safe driving is a more
accurate representation of ability than of classroom instruction. The
training location may be the Carrier Academy, local work site or other
central location, as determined locally, Note: Driving videos, forms and
related information will be incorporated into the Craft Basics Orientation.

Since there will be increased reliance on the state driving license, the use
of OF-346, U.S. Government Motor Vehicle Operators” Identification
Card is no longer needed. OF-346s which have already been issued to
qualified operators may continue to be used until the expiration dates are




reached. OF-346s will no longer be issued to new employees or reissued
to current employees when they expire. PEDCs will generate a computer
printout listing postal drivers and the types of vehicles they are authorized
to operate. This list will be updated periodically.

II.  Procedures for Applicants
(New Hires/Reinstatements/Transfers from other Agencies)

A. Before Hire

1. Prescreening

a. Applicants for driving positions must complete the April 1992
edition of the PS Form 2480, Driving Record.

b. Human resources personnel must obtain state driving abstracts from
the State Department of Motor Vehicles before considering the
applicant for hire,

If the Form 2480 indicates that the applicant was issued a driver’s
license in more than one state in the last five years, request abstracts
from the previous state(s) of residency to document a five ycar history.

¢. The appointing official or designee must review thc Form 2480 and
the state driving abstract(s) and compare with the disqualifying
criteria specified in the Tabie of Disqualifications. (Sec Attachment
3)

d. The applicant’s eligibility for a driving position is determined by this
review and comparison of his/her driving history. Applicants who
fail to demonstrate the ability to operate a vehicle safely will not be
considered for driving positions. Update the driving history record in
the Hiring and Testing subsystem to reflect the results (this will
update all other registers with a driving requirement for that
applicant).

2. Selection

a. If the Form 2480 and/or state driving abstract (where currently
licensed) are more than 90 days old at the time of the job offer,
updated forms must be obtained. Have the applicant completc a new
Form 2480. Obtain a new state abstract. Review for continued
eligibility.



b. If the Form 2480 and/or driving abstract (where currently licensed) .
are less than 90 days old at the time of the job offer, verbally query
the applicant as to whether these forms are still current. If they are
not, 2 new Form 2480 and a new abstract must be obtained.

¢. Human resources personnel must confirm that the applicant does
possess a current, valid state driver’s license by verifying the license
with existing information. Using the applicant’s license, complete,
sign, and date the Driver’s License Review Checklist. Reproduction
of the Sampie Checklist (Attachment 1) is authorized. Applicants for
positions which require the operation of commercial motor vehicles
off postal property must have a valid commergial drivers license
(CDL) before being employed.

B. Afier Hire

1. During the Craft Basics orientation for new employees, driver related
procedures, videos and forms will be presented and discussed (See
Attachment 4).

2. Newly hired employces are to complete, sign, and date the upper portion
of the Certificate of Vehicle Familiarization and Safe Operation. Offices
with driving positions should maintain a supply of thesc certificates.
Reproduction of the Sample Certificate (Attachment 2) is authorized.

3. The supervisor must verify that the new employee possesses a current
valid state driver’s license. This is an ongoing process which supervisors
will repcat on a guarterly basis.

4. New employees must receive driver orientation, vehicle familiarization
and certification beforc assuming any driving duties. The amount of
training time allotted will vary depending upon pace of instruction, size
of class, eic.

a. Driver orientation will be presented through the servicing PEDC and
must cover such topics as defensive driving, safe driving, road
hazards (i.e., intersections, passing, tailgating, stopping, turning,
backing, rollaways, adverse conditions, efc.), and accident
procedurces.

b. Vehicle familiarization will be arranged through the employee’s duty
station or host district office. Familiarization may be performed as
part of the Carrier Academy training, at the work location or any .
other efficient and effective location. This is determined by the




district office. Vehicle familiarization is to provide an explanation of
the various parts, equipment, and operation of postal vehicles,
including the unique features and handling characteristics of postal
vehicles, such as right-hand driving and mirror configuration. Allow
the employee to practice driving and parking the vehicle he/she will
be using on the job and to perform vehicle safety inspections.
Familiarization must be provided for each type of vehicle that the
employee will be driving.

3. The responsible management official and DIE/ad hoc DIE are to
complete, sign, and date the Certificate of Vehicle Familiarization and
Safe Operation, certifying that the new employee is ready to assumc
his/her driving duties and has demonstrated the ability to safely operate
each type of vehicle that the employee will be driving. Maintain a copy of
the certificate at the duty station and forward the original to Human
Resources for placement in the employee’s training file for annotation on
the Individual Training Record, Form 2548.

6. If the new employee fails to demonstrate the ability to safely operate the
required vehicle(s), current procedures are to be followed, i.c., employee
is separated during probation for failing to meet the requirements of the
position,

a. Non-driving positions. If separated, the employee is eligible for
reemployment considcration to non-driving positions.

b. Driving positions. The employee must recompetc under the open
announcement procedurcs and wait until his/her name is reached on
the register for appointment consideration to a driving position.

III. Procedures for Current Employees

A. Reassignments

1. When a reassignment results in a change in craft and/or a change in
appointing office, then the procedures described in Section 11 above must
be followed.

2. If after the employee is rcassigned. he/she fails to obtain a state driver’s
license in the new statc or fails to demonstrate the ability to safely operate
the required vehicle(s) during the driver orientation/familiarization/
certification process, current procedures are to be followed. For exampie,



V.

depending on the type of reassignment, the employee may be retumed to
his/her former craft as provided in the appropriate national agreement(s)
or the employee may be considered for a non-driving position at the new
installation, etc. Employees may not be reassigned to a position which
requires the operation of a commercial motor vehicle off postal premises
without having a valid CDL.

B. Incidental Drivers

1. Those postal employees (bargaining or nonbargaining) who do not have
positions that normally require regular driving, and who operate only
personal/administrative passenger vehicles, are defined as incidental

_drivers.

2. Incidental drivers are required to possess a current, valid state driver’s
license for the state in which they reside, while performing official duties.

Record Keeping

A. PS Form 248((s), statc driving abstract(s), and the Driver’s License Review Checklist
arc to be maintained in the individual’s pre-employment investigative filc.

B. Thc original Cenificate of Vehicle Familiarization and Safe Operation is to be
maintained in thc employec’s Training Record with a copy maintained at the
employec’s duty station.

C. PS Form 4582, Operator’s Record will be mantained by the duty station.
Required Medical Review of Physical Qualifications
A.  Operators of Vehicles 10,000 Pounds GVW or more

At a minimum of once every 5 years, employees who drive vehicles of
10,000 pounds or more gross vehicle weight (GVW) will be scheduled for
a compictc medical examination and risk assessment.




B. Operators of Vehicles Less Than 10,000 Pounds GVW

At a minimum of once every 5 years, employees who drive vehicles less
than 10,000 pounds GVW will be scheduled for a vision test. Vision tests
are to be performed by postal medical personnel or by an approved outside
source. Results of vision tests conducted by State motor vehicie offices
within the last year are acceptabie.

C. Required Forms

Prior to the medical examination or vision tests, the issuing official or
designee initiates the appropriate forms (Form 4583 for less than 10,000
pounds GVW and Forms 2485 and 4583 for 10,000 pounds or greater) and
instructs the driver to complete the appropriate sections.

D. Medical Review

The USPS medical officer or contract medical officer makes a medical
assessment of the employee’s physical ability to continue driving. Such
assessment is based upon the medical cxamination or vision test results
and a review of the individual’s medical history. If the medical personnel
determine that there is evidence to suggest that a more compicic
examination is warranted, the medical personnel will make the necessary
arrangements with thc employee’s supervisor.

E. Scheduling Examinations

All medical examinations should be scheduled sufficiently in advance to
allow the physician time to complete and return the required form.
Driving privileges will not be renewed until the medical assessment has
been completed and received by the issuing official.

VI.  Suspension and Revocation of Driving Privileges

A For Physical Condition

1. If a U.S. Postal Service medical officer or other licensed physician
finds that an employee’s physical condition is such that the employee’s



driving privilege should be suspended or revoked, the appropriate
supervisor should consider suspension until the condition is corrected
or under adequate control. If the physical condition is permanent or
irreversible, the appropriate supervisor should consider revocation. If
at any time there is reason to believe a change in physical condition
may have occurred, the USPS may test the employee to see that
required physical standards for driving are met. (Procedures for
scheduling an employee for a fitness-for-duty examination are found
in Handbook EL-311, Personnel Operations, subchapter 340, Physical
Fimess After Appointment.)

An empioyee must likewise continue to meet the physical standards
required to obtain a State driver’s license in the State that has granted
the license. Employees have a responsibility to inform their
supervisors of any changes in physical condition that may adversely
impact their driving abilities.

B. For Unsafe Driving

1.

An employee’s driving privileges may be suspended or revoked when
the on-duty record shows that the employec is an unsafc driver.
Elements of an employee’s on-duty record that may be used to
determinc whether the employee is an unsafe driver include, but are
not limited to traffic law violations, accidents, or failurc to meet
required physical or operation standards.

™~ . . . . s s
2. "When a suspension, revocation, or reissuance of an employee’s driving

privileges is under consideration, only the on-duty record may bc
considered when making the final determination.”However, an — z
employee’s driving privileges will automatically be suspended or
revoked concurrently with an suspension or revocation of State
driver’s license and restored upon reinstatement. It is the
responsibility of the employee to provide documentation that the State
license has been reinstated. If such suspension or revocation includes
the condition that the employee may operate a vehicle for employment
purposes, the driving privileges will not be automatically suspended or
revoked. When suspension, revocation, or reissuance of an —. %
employce’s driving privileges is under consideration based on the
on-duty record, such conditional suspension or revocation of the State
driver’s license may be considered in making the final determination.




C.

In Case of Accident

. Review of Driving Privileges. The employee’s driving privileges are

reviewed at the time of an accident by the employee’s supervisor
and/or another official in charge. There are no provisions for the
automatic suspension of an employee’s driving privilege based on the
fact that the employee was involved in a vehicle accident. Rather, the
circumstances surrounding each accident are assessed at the time of
the accident to determine whether a temporary suspension of driving
privileges is warranted.

. Assessment of Circumstances. The circumstances surrounding an

accident that should be assessed include, but are not limited to, the
employee’s condition (shock, fatiguc, alcohol/controlled substance
impairment, or other related physical or emotional condition), the
seriousness of the unsafe driving practices, if any, that resulted in the
accident, and a determination by the supervisor as to whether the
public’s or the employee’s safety would be jeopardized by allowing
the employee to continue driving.

. Temporary Suspension. If an immediatc dctermination cannot be

made based upon a review of the above, the employee’s driving
privileges may be withheld temporarily pending completion of the
accident investigation. At this time a final decision to suspend,
revoke. or re-instate can be made. The length of time involved in
withholding driving privileges pending investigation can vary in each
case but must not exceed 14 days. Not later that 14 days, the
employee’s driving privileges must either be reinstated, suspended for
a period of time not to exceed 60 days, or revoked. as warranted. If
the decision is to suspended or revoke the employee’s driving
privileges provide the employee, in writing, of the reason(s) for such
action.

. Decision Criteria. Decisions to suspend or revoke driving privileges

are made after investigation and determination as to whether the driver
was at fault (whcether the driver’s actions werce the primary cause of the
accident), the driver’s degree of error, past driving and discipline
records, and/or the severity of the accident. The quality or absence of
prior training in a particular driving activity shouid be considered as
well, and the employee’s inability to meet USPS physical standards at



D.

A

E“ o

the time of an accident is also a factor to be considered. The
preventabilty or nonpreventability of an accident as determined by the
Safe Driver Award Committee is NOT a factor to be considered in the
suspension or revocation of driving privileges. The decision of the
Safe Driver Award Committee is for contest purposes oniy.

Special Cases

. Consideration of Suspension or Revocation. At a minimum,

supervisors and/or other officials in charge will consider the
suspension or revocation of an employee’s driving privileges and/or
other appropriate action as documented in the driver’s Forms 4582 and
4584 when the on-duty driving record indicates the following:

a. A driver has had two or more at-fault accidents within a 12-month
period;

b. A driver has been convicted of two or more moving traffic
violations by civil authorities within a 12-month period;

¢. A driver continues to violate postal driving regulations and/or safe
driving practices, rules, and regulations after being individually
warned or instructed; or

d. Retaining the employee on duty may result in damage to USPS
property, loss of mail or funds, or the employee may be injurious
to himself or others.

Regquests for Reinstatement. If an employee requests that revoked or
suspended driving privileges be reinstated, management will review
the request and make a decision as soon as possible, but not later than
45 days from the date of the employees request. If the decision is to
deny the request, management must provide the employee with a
written decision stating the reason for the decision.

Reassignment

When the driving privileges of a bargaining-unit employee are suspended
or revoked, every reasonable effort must be made to reassign the
employee to nondriving duties in that craft or other crafts.

10
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Proof of State License

Drivers must inform their supervisors immediately of the suspension or
revocation of their State driver’s license. Failure to do so may result in
appropriate administrative action. Supervisors must, on a quarterly basis,
require drivers to produce their State licenses to verify the existence and
continuing validity of the license. Drivers who fail to produce a valid
State license must be permitted a reasonable period of time (depending on
the reason for not having it) in which to produce it. Drivers who
subsequently fail to provide evidence of a State license must not be
allowed to drive until the existence and validity of the license i3 verified;
they should be assigned to nondriving duties until the license is produced.

Commercial Motor Vehicle Safety Act

Following are some of the provisions of the Commercial Motor Vehicle
Safety Act of 1986:

a. No commercial motor vehicle driver for the U.S. Postal Service
may possess more than one State driver’s license. Exceptions are:

(1) Where a Statc law enacted before Junc 1, 1986 requires such a
driver to have more than one driver’s license. This allows
individuals to comply with existing State laws which may
require a driver to have multiple State licenses for diftferent
vehicle types. such as school buses.

(2) During the 10-day period beginning on the date a driver is
issued a driver’s licensc. This exception, which will not be
effective after December 31, 1989, allows an individual 10
days to surrender an old license issued by another Statc.

b. A commercial motor vehicle driver who is found to have
committed a traffic violation, in State or out of State, other than
parking, in ANY vehicle (including convictions for driving
offenses in privately owned vehicles, off the clock) must within 30
calendar days notify the driver’s supervisor of such violation. The
supervisor will notify the servicing Human Resources office which
will notate the violation (s) on the driver’s Form 4582, Operators
Record. The driver must also (1) notify the State which issued the
licensc of any conviction within 30 days and (2) provide the State
with his name, license number, Social Security number, offense,
and conviction date.

11



c. Commercial motor vehicle drivers must immediately notify their .
manager, prior o the next scheduled duty day, if they: (1) have a
driver’s license suspended, revoked or canceled by a state for any
period, or (2) are disqualified from operating a commercial motor
vehicle for any period. The manager will promptly notify the the
servicing Human Resources office.

d. Any person applying for a position that would require operating a
commercial motor vehicle must inform the U.S. Postal Service of
ali previous employment for the past 10 years as the operator of a
commercial motor vehicle. The applicant must complete a form
4600, Driver Notification & Compliance Certificate {see
Attachment 5). The original Form 4600 is to be retained locally
the servicing Human Resources office and copy is given to the
driver.

12



DRIVER NOTIFICATION &
COMPLIANCE CERTIFICATE

*The collection of this information is authorized by 39 USC 401, 1001, and Title X11 of Pub.
L. 99-570. This information will be used to determine your qualifications to drive a com-
mercial vehicle. As a routine use, this information may be disclosed to an appropriate law
enforcement agency for investigative or prosecution proceedings, to a congressional office
at your request, to OMB for review of private relief legislation, to a labor organization as
required by the NLRA, to the Equal Employment Opportunity Commission when investigat-
ing an EEO complaint, and where pertinent, in a legal proceeding to which the Postal Ser-
vice is a party. The completion of this form is voluntary; however, if this information is not
provided, you will not be permitted to drive a commercial vehicle.

L NOTICE TO DRIVERS

The Commercial Motor Vehicle Safety Act of 1986 provides for a new a set of con-
trols over drivers of commercial vehicles. The law applies to all drivers operating
vehicles and combinations with a Gross Vehicle Weight Rating (GVWR, over 26,000
pounds, and to any vehicle, regardless of weight, transporting hazardous materials.

The following provisions of this legislation become effective July 1, 1987:

a. No driver may possess morc than onc licensc, and the U.S. Postal Service may
not usc a driver having more than onc license. A limited exception is made for
drivers who are subject to nonresident licensing requirements of any state. This
exception does not apply after December 31, 1989,

b. A driver convicted of a traffic violation (other than parking) in any vehicle must
notify his./her immediate manager, as well as the state which issued the license to
the driver of the conviction within 30 days. The immediate manager must
promptly notify the servicing Human Resources Office.

c. Any person applying for a job as a commercial vehicle driver must inform the
U.S. Postal Service of all previous employment as the driver of a commercial ve-
hicle for the past 10 years. In addition, the driver must also provide any other
required information regarding his’her employment history.

PS Form 4600 January 1993
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d. The Federal Motor Carrier Safety Regulations require that a driver who loses any
privilege to operate a commercial vehicle, or who is disqualified from operating a
commercial vehicle, must advise his/her immediate manager next business day
after receiving notification. The immediate manager must promptly notify the
servicing Human Resources Office.

PENALTIES-Any violation of he above is punishable by a fine not to exceed
$2,500. Willful violation of (1) or (3), above, or failure to notify the U.S. Post-
al Service within 30 days of the loss of any privilege to operate 2 commercial
vehicle can result in criminal penalties not to exceed $5,000 and/or 90 days in
jail.

II.  CERTIFICATION BY DRIVER

I hereby certify that I have read the above and understand the driver provisions
of the Commercial Motor Vehicle Safety Act of 1986, effective July, 1987.

Driver’s Name (print) Soc. Sec. #

Driver’s Address (Apt/Suite)

Licensc: State Type/Class ID No.

I further certify that I have surrendered the following licenses to the state (s) indicated.

State Type/Class ID No.
State ‘ Type/Class ID No.
Check if applicable:
I further certify that 1 am required by the state of
to maintain a nonresident license.
Type/Class ID No.
Driver’s Signature Date

PS Form 4600 January 1993 (Reverse)
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ATTACHMENT 1
Driver’s License Review

Checklist
Applicant Information
Name (First, Middie, Last) Sociat Security Number Birth Date
To Be Completed By Reviewer
{Place a checkmark in the box for each item) \/

License is for the state in which the applicant resides.

Picture on the license resembles the applicant.

Name, date of birth and social security number (if shown) match PS Form 2480 and
PS Form 2591.

License number matches the one on the state abstract,

Expiration date is in the future.

{Place an “X” in the appropriate column}) {YES | NO

This applicant has presented a valid current state driver’s license.

Reviewing Official Signature Date Presented

Reviewing Official Title Instaliation Name

Original to Pre-employment Investigative File

Local Reproduction of this form Is authorized.

15



ATTACHMENT 2 .

Certificate of Vehicle Familiarization and Safe Operation
Employee Certification

Your Name (First, Middle, Last) Social Security Number | Birth Date

Since you filed application for this employment, have you been found:
{Place an “X" in the appropriate columny  |YES | NO
Guilty for violating a driving law (do not include parking violations)?

Judged at fault for a motor vehicle accident?

if you answered “YES” to either of these questions, please provide an explanation:

| certify that all of the statements made on this sheet are true, complete and correct to the best of
my knowledge and belief, and are made in good faith,

Employee Signature Date

Supervisor/Manager/Postmaster
Certification

This certifies that the above employee has:

In his or her possession a current valid state driver’s license.

Been provided driver orientation which covered the topics of defensive driving, road hazards-and
accigent procedures.

Been provided vehicle familiarization which covered the topics of parts, operation, right-hand driving
and blind spots for each type of vehicle the empioyee will be driving (fill in the name of each

vehicle): Vehicles

{Place an “X” in the appropriate column)
YES | NO
This empioyee has demonstrated the ability to safely operate the above vehicles.
Certifying Driver instructor Examiner/ad hoc DIE | Date
Certifying Official Signature Date
Certifying Official Title Instaliation Name
Local Reproduction of  Original to Human Resources For Training Record .

this form is authorized. Copy to Duty Station

16



ATTACHMENT 3
Table of Disqualifications

A. General Disqualifying Factors:

1. Applicant does not have at least 2 years of documented driving experi-
ence in a passenger car or larger vehicle.

2. Applicant has had driving permit suspended once (or more) in the last 3 years,
OR twice (or more) in the last 5 years.

3. Applicant has had driving permit revoked once (or more) in the last 5 years,

B. Specific Disqualifying violations:

InLast3 Yrs. In Last 5 Yrs.
1. Reckless driving or other
similar offense (e.g., carcless driving) 1 or more 2 or more
2. Any driving offense involving use of
drugs, alcohol, controlled substances Any conviction Any conviction
3. All other traffic offenses 3 or more {(or 5 or more !
(but not parking violations morc than 1
in last 12
months)
4. At-fault accidents 2 or more; or any at-fault accident

resulting in a fatality.

5. Hit-and-run offensc Any conviction Any conviction

1 Three convictions for the same offense are disqualifying. as they indicate a pattern of inadeqguate
responsibility and disregard for law and order which may affect safety.

Notes:

— For purposes of determining disqualifying violations, consider only offenses followed
by a conviction (forfeited bond, jailed, fined, “let off with a warning,” ordered to attend
traffic school).

— For purposes of establishing time frames for disqualification, use the date of the actual
violation.

- At-fault accident--if fined. sued and received adverse judgment; applicant’s insurance
company sctticd for damagcs to other party or applicant settled out of court, or other-
wisc detcrmined to be liable.

17



ATTACHMENT 4

Materials Available For Use In
Craft Basics Driver Orientation

VIDEOTAPES

0

I [ N D I S I I O

0

Long Life Vehicle

Quarter Ton Vehicle

Seat Belt

The Best Offense is a Good Defensc
Backing and Parking

Attention Pleasc

Adverse Conditions

Forms

0

O o000 000

Notice 76, Expanded Vehicle Safety Check

Label 70, Safety Check and Vehicle Dimensions
Form 4565 Vehicle Repair Tag

Form 4585, Postal Driver Accident Information
Form 4586, Accident Information

OF-91, Operator’s Report of Motor Vehicle Accident
Itemn 087-H, Vehicle Accident Report Kit

Form 4584, Observation of Driving Practices

18










POWERED INDUSTRIAL EQUIPMENT

A. Selection Policy

l.

State License, Selection policies that apply to motor vehicle operators do not apply
to individuals who are being considered for powered industrial equipment operator
positions. Specifically, powered industrial equipment operators do not have to
possess a valid State driver’s license. Consequently, there is no requirement to obtain
a State driving abstract, compare it with the Table of Disqualification, or administer
an initial road test. Operation of powered industrial equipment that is powered by
electric motor (battery) or internal combustion (flammable gases) requires the
operator to have an appropriately endorsed certificate of vehicle familiarization and
safe operation regardless of whether the operator walks behind or rides on the
equipment to guide it. ~

B. Physical Requirements

1.

2.

3.

General. There are minimal physical requirements affecting who may be selected
to operate powered industrial equipment.

Vision. Individuals must be able to read typewritien material without strain and have
vision of at least 20/40 (Snellen) in one eye; glasses or contact lenses are permitted.
Individuals who are blind in one eye arc eligible for consideration provided they
have vision of at least 20/40 (Sncllen) in the remaining eye, with or without glasses
or contact lenses. A vision test is required prior to certification of driving privileges
for powered industrial equipment.

Physical Handicaps. Persons who have physical handicaps may not be
automatically disqualified from operating powered industrial equipment. The
degrec of functional impairment must be considered, and body extremities must be
sufficiently functional to permit safe operation. Persons with epilepsy, diabetes
mellitus, hypertension, cardiovascular disease, convulsive disorders, etc. may be
authorized as powerced industrial equipment operators provided that the condition is
kept under control, as evidenced by medical documentation. Specific questions
should be referred to the local postal medical officer or contract physician.



C. Training

1. Training requirements for any employee who will operate powered industrial
equipment are found in Handbook EL-70l.

D. Suspension and Revocation

1. The driving privileges for powered industrial equipment may be suspended or
revoked for the following reasons:

a. Ifalicensed physician finds that an employee’s physical condition warrants such
suspension or revocation;

b. If an employee continues to operate powered industrial equipment in an unsafe
manner after being individually warned or instructed;

¢. If an operator has been involved in two or more at-fault powered industrial
equipment accidents within a 12-month period; or

d. If allowing the employee to continue operating powered industrial equipment
may result in damage to USPS property, loss of mail or funds, or injury to the

employee or others. .
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Preface

The purpose of this guide is to enhance the cooperative efforts of all those involved in
administering the program, by providing them with necessary detailed information.

The Driver Training Program recognizes the importance of trained personnel cognizant of their
responsibilities to the Postal Service and the individual employee. This training emphasizes the
importance of the postal driver by making a corporate commitment to developing driving skills
and competencies.

This Administrator’s Guide deals with general information that includes the purpose of the
guide, program administrator’s responsibilities, and course objectives. Those wishing to teach

the course should refer to the Instructor’s Guides: TD-087-1A. Orientation for New Driver
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III.

Iv.

Purpose of the Guide

This Administrator’s Guide is designed to provide an overview of instruction for
the Driver Training Program.

After reading this guide, the administrator/instructor will have a knowledge of the
intended population of the course, the course components, the estimated training
time, the methods of delivery, and objectives of instruction.

Program Structure

The Driver Training Program is designed to provide orientation and vehicle
familiarization for new drivers. The course materials are also appropriate for
Refresher Training to upgrade driver skills. Additionally, the materials can be
used for Driver Improvement Training, for those postal drivers who have been
involved in a “preventable™ (as defined by the National Safety Council Rules on
Preventability) accident or who have been observed driving unsafely.

When used for Driver Improvement, the emphasis must focus on the specific
driving performance deficiencies which contributed to the accident or which were
observed.

Course and Module Numbers

In addition to the five-digit course number 43513-00. we have identified several
modules to usc to record training on each vehicle.

All classroom training is recorded under module -01 for the course being taught.
All vehicle wraining, consisting of vehicle familiarization, controlled driving. and
vehicle certification, will be recorded under any of the remaining module number
(-02 through -30)

The current list of modules is as follows;



The current list of modules are as follows:

PEDC Course 4351300, Qrientation for New Drivers

43513-02
43513-03
43513-04
43513-05
43513-06
43513-07
43513-08
43513-09
43513-10
4351311
43513-12
43513-13
43513-14
43513-15
43513-20
4351321
43513-22
43513-23
43513-30

VI.

Quarter-Ton LHD Training
Quarter-Ton RHD Training
Half-Ton RHD Training

LLV RHD Trzaining

One-Ton LHD Training

Rack Body One-Ton Training
One-Ton Pick-Up Truck Training
One and One-Half Ton Diesel Intermediate Training
Two~-Ton LHD Training
Five~Ton LHD Training
Seven~Ton LHD Training
Tractor-Trailer Training

Wrecker Training

Spotter Tractor Training
Passenger Car Training

Passenger Van Training

LHD Maxi-Van Training

Other Vehicle Training

All Powered Industrial Equipment

Course Eligibility

The target population for Orientation for New Drivers, includes all new postal
employees who will be required to drive the following vehicles: quarter-ton,
half-ton, long-life vehicle, one-ton, two and one half-ton, five-ton, seven-ton,
nine-ton. In addition, certain other drivers, as well as drivers assigned to vehicles
not listed above, may be required to attend this class. It should be noted that this
training is not considered sufficient for certification on certain larger vehicles
such as tractor-trailers. National as well as local policy will determine what extra
training is needed for these employees.

In addition to classroom orientation, new drivers will be required to successfully
complete Vehicle Familiarization, Controlled Driving Instruction and
Certification to operate postal vehicles,




VIIL.

VIii,

Course Duration

The time required to train each leamer will vary, depending upon the pace of
instruction and number of vehicles the learner will be required to drive. Training
records shoulid reflect time actually spent in this course.

Course Objectives: Terminal

Upon the successful completion of this course, leamers will:

10.

Demonstrate basic driver skills for safely operating postal vehicles, based on a
basic knowledge of safe driver practices. policies, and procedures.

Demonstratc a Knowledge of how to prevent or avoid accidents that ocCuras a
result of hazardous conditions.

Properly utilize knowledge of hazardous conditions to avoid situations that
lead to coliision.

Understand how mood changes and attitude affect perception and the ability
to drive.

Demonstrate a knowledge of safc driving procedures to adhere to when
encountering or dealing with not directly controllable hazards.

Demonstrate a knowledge of the accident report kit and accident report
procedures,

Demonstrate a knowledge of how professionalism and courtesy relate 1o safe
driving.

Demonstrate a knowledge of professional driving skills by passing the End
Trainine — Vehicle O ion Certification T

When used for Driver Improvement training, the learner will demonstrate
competence in the specific arca of driving performance which prompted
referral for Driver Improvement Training.



Onsite Training Materials Needed

A.

B.

K.

L.

TD-087A, Driver Training Program: Administrator’s Guide
TD-087-1B, Driver Training Program: Leamer’s Workbook
TD-287D, End of Training - Vehicle Operation Certification Test
TD-087-1A, Orientatjon for New Drivers. Instructor’s Guide
Videotape VHS-087-1, The Best Offense js a Good Defense
Videotape VHS-087-2, Attention, Please

Videotape VHS-087-3, Adverse Conditions

Videotape VHS-087-5, Backing and Parking

Videotape, Long-Life Vehicle (Revised)

NSC Videotape, Room 1o Live (or another safety belt video)
Magnetic situation board (and accessories)

Videotape, Shoring for Safcty (Upon Deployment)

In addition, the following materiais will be needed:

[y
.

1/2” VCR - VHS mode
Pens
Flipchart if used

Tentcards if used




. Note: Some local handouts previously used in this course may no longer be necessary. The
TD-087-1B. Learner’s Workbook, includes copies of the following forms:

1.

9.

Form 4582, Qperator’s Record (card)

Form 4570, Vehicle Time Record (card) Automated Vehicle Recording
Device

Notice 76, Expanded Vehicle Safetv Check

Label 70, heck Bef rating Vehicl

Form 4565, Vehicle Repair Tag (3-part set)

Item 087-H, Mehicle Accident Report Kit

SF 91, Operator’s Report of Motor Vehicle Accident (card)
Form 4585, Postal Driver Accident Information (card)

Form 4586, Accident Information (postal card)

10. Form 4584, Observation of Driving Practices

Administrative Responsibilities—PEDC

Recordkeeping

The PEDC will hold and update the Form 2432, Individual Training Progress
Report. and the Form 254%. Individual Record of Training.

Inteerity of the Material

As changes are recorded in Postal Bulletins, manuals, etc., it may be necessary to
update course materials to maintain their relevance and currency.
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XII.

Quality Control

Naturally, the PEDC assumes responsibility for maintaining quality control
checks on the Driver Training Program instructors. It should be noted that
contractual obligations, as well as subject matter expertise and job instruction
skills of the proposed instructor should be taken into consideration.

Administrative Responsibilities—Instructor
Course Preparation
To conduct a knowledgeable, professional fraining session, the instructor should

thoroughly review all of the course materials prior to providing any training and
be familiar with the course objective and instructional methods used.

Required Equipment and Support Materials

Required equipment and support materials should be arranged in advance of the
class start time, Each module in the Instructor’s Guide contains a compiete list of .
equipment and support materials necded.

Class Size

The optimum size for QOrientation for New Drivers. would be approximately 20
learners per class. When more than 20 learners arc being taught at onc time by

one instructor, less leaming will likely occur. The materials that have been
developed have not been developed for extremely large groups. Care should be
taken in very large groups that each learner is absorbing the material at hand.

Class Participation

It is extremely important that instructors involve the group of leammers to the
fullest. If an instructor tries to lecture the class for the entire session, little
learning will occur. Involve the class. Ask questions. Have each class member
participate. Invitc and demand participation.




XIV. Trainer Selection

Technical expertise alone does not necessarily make the best instructor; the
following suggested criteria for the selection process should be considered:

¢ Demonstrated ability to work safely and knowledge of applicable vehicles

+ Demonstrated abilities in working with little or no supervision.

» Highly developed interpersonal and communication skills.

s Practical experience and competence (compensated or volunteer) in the
training of adults. :

XY. Course Schedule

The following is an example of a typical orientation class schedule. The time
period allocated may fluctuate depending upon classes. Local office procedures
will dictate the timetable that you will follow. Obviously, tour beginnings,
breaks, lunches, and tour endings will be different in each facility.

Module 1:
Module 2:

Module 3:

Module 4A:
Module 4B:
Module 4C:

Module 4D:

Moduie 5:
Module 6:
Module 7:

Module 8:

CLASSROOM ORIENTATION

Introduction

Vehicle Accident Statistics

Driving Hazards

Hazards Due to the Vehicle

Hazards Relating to Others

Hazards Relating to Backing and Parking
Hazards Due to Driver Inattention

Hazards Controlled Indirectly

Accident Kit and Accident Reporting Procedures
Courtesy and Professionalism

Classroom Review




VEHICLE FAMILIARIZATION/CONTROLLED DRIVING/CERTIFICATION .

Module 9: Vehicle Information and Vehicle
Familiarization 30 - 45 Min Per Vehicle

Module 10: Controlled Driving
Familiarization 120 - 180 Min Per Vehicle

Module 11: End of Training
Vehicle Operation
Test (Certification) 30 Min Per Vehicle

XVI1. Course Methodologies

Descriptions of the methodologies that will be used are as follows:

Lecture:

Leamers will receive lectures throughout this instruction from well-qualified
instructors. This material will be presented in a lively, informative manner. A
certain amount of lecture is essential for newly assigned postal drivers to grasp
the importance of their task at hand.

Group Discussion:

Frequently the instructor will encourage discussion within the group. This
important methodology promotcs interest among more learners and enlivens the
class. Group discussion will be used to explore ideas and answers that the learners
may desire to contribute. The more group discussion in the course, the more
retention will occur and the better the class will be.




Workbook:

The Driver Training: Iearner’s Workbook (TD-087-1B will be used extensively

in this instruction to involve everyone in the class. The instructor will refer to the
Leamer’s Workbook in many modules to reinforce what he/she has taught, and to
reinforce what will be or has been learned in the videotapes. Answers will be
compared for comrectness between the instructor and the group, which will help
the learners remember the correct answers. It is essential that all learners are
involved.

Videotapes:

The Best Offense is 3 Good Defense shows real postal employees who are

offering tips on defensive driving. (17 minutes)

Attention Please explains how one’s mood can affect the way he or she drives.
{15 minutes)

Adverse Conditions details how postal drivers can best negotiate roadways
when weather conditions are less than perfect. When taken as a whole, the
videotapes present a fresh, exciting approach to learning the art of postal
defensive driving that will keep learners interested and involved. (29
minutes)

Your Vehicle for Better Service. This video will explain to new postal drivers
all about the quarter-ton right-hand drive vehicle. (Use as appropriate)

Backing and Parking is an update, revised videotape formerly presented on
the Beseler Cue-See machine and refeased as both Better Backing. and

Backups without Crackups. In its current version, we have also included

major portions on parking, curbing of wheels, and rollaways.

Finally, Long-Life Vehicle (Revised) introduces the newly-assigned driver to

the newest vehicle in the Postal Service fleet--the long-life vehicle.
(approximately 16 minutes)

A seat belt video is also mandatory. All PEDCs have at least one and usually
several seat belt videos. All of them are good and effective.

Situation Board:

During the course of instruction, the instructor may frequently need a teaching aid

to explain driving situations better. The situation board can do just that. This
board is magnetic and can be written on with special water bascd markers (and
later on be erased). The instructor can then draw driving situations and place
magnetic vehicles and road signs on the board to stimulate thinking and learning.



XVIL

Hands-on Instroction:

During the final portions of this course, the leamer will receive vehicle
familiarization, and controlled driving instruction on a driving range. The leamner
will then see and get the feel of each vehicle he/she will be driving.

In addition, after the allotted practice time, each leamer will be required to pass

Vehicle Certification.

Feedback

This Administrator’s Guide contains copies of feedback forms. To use this form
properly, the instructor (or other responsiblc official) should fill out the Feedback
Form after he/she has delivered the course cnough times to provide a
knowledgeable critique of the contents. Of course, inaccuracies, inconsistencies,
and errors should be reported immediately.

10




FEEDBACK FORM

When Completed, Please Mail To:
Manager, Management & Employee Development Department
Attn: Driver Training Program, Room 802

433 W, Van Buren Street
Chicago, IL. 60699-0820

Title: Driver Training Program
Course: 43513-00

I Recommend These Corrections:

Module Correction

|

I Recommend These Cottectiofis:

Module Correction

|

Name:
Office:
Position:
Phonc:
Datc:

11



FEEDBACK FORM

When Completed, Please Mail To:
Manager, Management & Employee Development Department
Attn: Driver Training Program, Room 802

433 W. Van Buren Street
Chicago, IL. 60699-0820

Title: Driver Training Program
Course: 43513-00

I Recommend These Corrections:

Module Correction

I Recommend These Corrections:

Module Correction

L
——————————

Name:
Office:
Position:
Phone:
Date:

12
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FOR TRAINING PURPOSES.

These course materials are for training purposes only.

They have been prepared in conformance with existing USPS policies and standards
and do not establish new regulations or policies. The contents of the training materials
were developed to meet specific behavioral objectives and are designed to provide
employees with the skills they need to perform their jobs.

COPYRIGHT NOTICE

Copyright 1991 by the U.S. Postal Service,
Washington, DC 20260-4300.

All rights reserved. No part of this publication may be reproduced in any form
or by any means without permission in writing from
the Management and Employee Development Department.

Certain parts of this publication may contain copyrighted materials from other sources.

Their reproduction for this specific training use has been interpreted not to
exceed the fair use clause of the copyright regulation (Ref. ASM 371.5).
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Getting Started

Before Y

Before you start instructing your first Driver Training Program, Orientation for New Drivers
class, you should read and completely understand TD-087A, Driver Training Program:
Administrator’s Guide. The Administrator’s Guide will give you a general explanation of this
course, as well as the course objectives, materials needed, and flow of the course. The
Administrator’s Guide might aiso be valuable for other PEDC personnel.

Program Structure

The Driver Training Program is designed to provide orientation and vehicle familiarization for
New Drivers. The materials are also appropriate for use as Refresher Driving and Driver
Improvement Training.

In addition to the five—digit course number, we have identified several modules to use to record
training on each vehicle. All classroom orientation training is recorded under module — 01 for
the coursce being taught. All vehicle training, consisting of vehicle familiarization, controlled
driving, and vehicle certification, will be recorded under any of the remaining module numbers
(=02 through -30).

iv




The current list of modules are as follows:

PEDC Course 4351300, Orientation for New Drivers

43513-01
43513-02
4351303
43513-04
43513-05
43513-06
43513-07
43513-08
43513-09
43513-10
43513-11
43513-12
43513-13
43513-14
43513-15
43513-20
43513-21
43513-22
43513-23
43513-30

Classroom Training

Quarter-Ton LHD Training
Quarter-Ton RHD Training
Half-Ton RHD Training

LLV RHD Training

One-Ton LHD Training

Rack Body One~Ton Training
One-Ton Pick-Up Truck Training
One and One—-Half Ton Diesel intermediate Training
Two-Ton LHD Training
Five~Ton LHD Training
Seven—Ton LHD Training
Tractor-Trailer Training

Wrecker Training

Spotter Tractor Training
Passenger Car Training

Passenger Van Training

LHD Maxi~Van Training

Other Vehicle Training

All Powered Industrial Equipment



Instructor’s Guide

The Instructor’s Guide js arranged for easy presentation so that it may be delivered either by an
experienced or by a new instructor. The experienced instructor can work from the “objectives”
(the first pages of each module), and the new instructor can build confidence in the subject
matter quickly by paraphrasing from the script (contained in the last pages of each module). A
word of caution; although we have written an entire script for each module, the instructor should
paraphrase or read only certain passages from cach module. Leamner interest will decrease
rapidly if the entire course is read. You should scan the entire Instructor’s Guide before your
first presentation to make sure that nothing will be left out.

On the first pages of every module you will find the following:

Number of Module
Title of Module

Below this (again on the first pages of each module), you will find the terminal objective for
the section of instruction. This terminal objective may apply to one module only, or several
modules. A terminal objective is something you ultimately would like the learner to be able to
do or accomplish. Below the terminal objective, you will find enabling objectives for that
moduic. You will usually find scveral enabling objectives listed to help satisfy each terminal
objective. An enabling objective is a “stcpping stonc” toward reaching the ultimate goal.

vi




. Below the enabling objectives you will find:

Time: How long this module should take to com?lete.
Methods: How module is presented. :
Materials: What materials are needed for the modulg
Media: What media are needed for the module. t
Summary: A summary of how the module flows. |

Follow the suggested times as closely as possible. Your times may be different depending upon
class size.

The second portion of each module in this Instructor’s Guide will give very specific ideas on the
material to be taught, and when the material should be delivered. Make sure that you are fully
prepared for the class about to start.

You should have already have made sure that:

. 1. Youreceived a list of the names of potential drivers in this class (and where they will
be going and which vehicles they will become certified on).

2. Al forms that needed to be filled out in advance were filied out.

3. The room was set up the way you wanted it set up. The room should be comfortable
and quiet with enough work space for all.

4.  There were enough pens, pencils, paper, markers, flip charts, and workbooks.

3. You have the following videotapes in working order:

A. Long-Life Vehicle (Revised)
B. Safety Belt Video

C. The Best Offense is 3 Good Defense
D. Attention Please
E. Adverse Conditions
F. Backing and Parking
. 6.  Your situation board is in the classroom.

7.  You have reviewed this Instructor’s Guide.
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The following is an example of a typical orientation class schedule. Local office procedures .
will dictate the timetable that you will follow. Obviously, begin tours, breaks, lunches, and
end tours will be different in each facility.

CLASSROOM ORIENTATION
Module 1: Introduction
Module 2: Vehicle Accident Statistics
Module 3:- Driving Hazards

Moduie 4A: Hazards Due to the Vehicle

Module 4B: Hazards Relating to Others

Module 4C: Hazards Relating to

Backing and Parking

Module 4D: Hazards Due to Driver
Inattention

Module 5: Hazards Controlicd
Indirectly

Module 6: Accident Kit and Accident

Reporting Procedures

Moduie 7: Courtesy and Professionalism
Module &: Classroom Review

viii



Note: To be used at familiarization site

Moduie 9:

Module 10:

Moduie 11:

VYEHICLE FAMILIARIZATION

Vehicle Information
and Vehicle
Familiarization 30 - 45 Min Per Vehicle

Controiled Driving
Instruction 120 - 180 Min Per Vehicle

End of Training - 30 Min Per Vehicle
Vehicle Operation
Test (Certification)







PART |

CLASSROOM
MODULES 1-8

MODULE 1
INTRODUCTION
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Module 1

Module Title: Introduction

Terminal Objective:

1.0

At the end of this section of instruction, the learners will demonstrate basic driver
skills for safely operating postal vehicles, based on a basic knowledge of safe
driver practices, policies, and procedures.

Enabling Objectives:

1.1

1.2
1.3

14

1.5
1.6
1.7
1.8
1.9

Time:
Methods:
Media:

Materials:

In order to achieve the terminal objective, the learners must be abie to:

Demonstrate an understanding of the basic objectives of the Orientation for New
Drivers course relating to producing knowlcdgeable and skilled postal drivers.

Identify the elements of safe driving.

Identify the role and responsibility of the local instructor in the USPS Driver
Training Program.

State that everyone—including the craft employees—in the USPS has a
responsibility to continually work in a safe manner.

Identify the driver’s responsibility when driving vehicles for the USPS.
Possess an awareness of the Form 4582, Operator’s Record.

Identify the long-life vehicle (LLV).

identify the quarter—ton vehicic.

Define defensive driving.

45 minutes
Lecture, group discussion.

Situation board, flipchart, markers, Long-Life Vehicle (Revised) videotape,
Quarter-Ton Vehicle videotape.

Pen, forms, paper, Learner’s Workbook.



SUMMARY OF INSTRUCTION

Introduce yourseilf. Discuss that the goal of the training course is to promote
an accident-free work environment through development of a well-trained
workforce. Hand out Learner’s Workbooks, TD-087-1B. Discuss course
modules, question/answer session and road test, and defensive driving
attitude. Fill out forms where necessary. Talk about instructors role in
filling out Form 4582, Operator’s Record. Discuss the LLV. Show videotape,
Long-Life Vehicle. Discuss quarter-ton vehicle. Show Your Vehicle for
Better Service. as appropriate.

PLAN OF PRESENTATION

1.

Write name, class and any other pertinent information on situation board, flipchart, etc.
Start on time. If there is more than one class going on today, say:

Good morning! Everyone in this room today should be here for the Orientation for
New Driver’s class. If you are not here for the Orientation for New Driver’s class,
then we need to find out where you are supposed to be.

Take attendance and have lcamers fill out 2432°s and/or 5926°s if this task is donc in your
officc. Then say:

Good morning! My name is and I am the
instructor at the post office. I’d
like to tell you a little about myself and my postal background.

Tell about yourself and your postal background. If there is time, and class size permits,
ask about the driving background of class members. Have learners fill out “tentcards™ if
they arc used in your training class. Next say:

The goal of this portion of the training course is to promote an accident—free
environment by providing the best postal, standardized training available to new
postal drivers.

We’ll be discussing some important rules, policies, and driving standards. With your
help, we hope to substantially reduce the number of vehicle accidents within the
Postal Service. Research has shown that between 65 percent and 85 percent of all
motor vehicle accidents are due to driver error.

-4




This class is not designed to teach anyone how to drive. Everyone here has a state
driver’s license and a good driving record. Many of you may even consider
yourselves professional drivers-—and that’s good. What I’d like to do here is to show
you how to become professional postal drivers. You see, postal driving is a little
different from any driving you’ve done before.

Hand out Learner’s Workbooks, TD-087~1B
Next say:

I’d like to talk with you now about the course content. I hope that after completing
this portion of the Driver Training Program, you’ll leave here as more
knowledgeable, skilled, postal drivers.

Direct learners to the Workbook page entitied Coursc Modules. Say:

This course consists of “modules” or sections of instruction. You will also be given
some training outside on the vehicles you’ll be driving. This will take place at

Throughout this program, we’ll be talking about defensive driving techniques, safety,
state and local traffic laws and ordinances, and postal policies and procedures.

If anyone has questions, answer them. When finished, say:
We will have videos, 2 Workbook, discussions, group activities, and lectures,

As I’ve said, you will be required to pass vehicle familiarization, controlled driving
instruction, and a vehicle operations certifications for each vehicle you will be
assigned.

You must pass the vehicle operations certification tests to be eligible to operate a
postal vehicle.

You must remember that you may only drive the vehicles you have been certified on.
Answer all questions.

This training program is for new drivers. You may in the future, also receive
Refresher Training and Driver Improvement Training.

Refresher Driver Training is given in many offices and is periodic training giving
postal drivers updates on safe driving. Driver Improvement Training is given to
drivers who have been involved in preventable accidents (as defined in the National
Safety Council’s Rules On Preventability) or who have been observed driving
unsafely. We’ll be talking a lot more about preventable and nonpreventable
accidents later.
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13.

14,

According to local office option, you may wish to have all or some of the following forms
filled out at this time if they haven't already been filled out:

Form 2432, Individual Training Progress Report.
Form 2548, Individual Training Recor lemental Sh

Timekeeping forms, Form 5926, and any other local forms.

Collect appropriate forms from leamers and then ask the question:

“What is defensive driving?”

Write responses on flipchart or situation board and discuss. If tearners’ answers are
satisfactory, use those answers. In addition, write correct answer on flipchart or situation
board and discuss.

Say:

Defensive driving is driving to save lives, time, and money in spite of the conditions
around you and in spite of others.

Driving a postal vehicle is a challenging job. Whenever you drive for the postal
service, you are constantly under observation of our customers. You are expected to
handle your postal vehicle in a dependable, efficient, safe, and reliable manner. 1t is
your obligation to set a good example for other drivers.

Every professional postal driver possesses two important characteristics. He or she is
a skillful driver and has a good attitude toward driving. Very few people, if any, will
achieve perfection in driving. But that doesn’t mean that you shouldn't try. Always
strive to improve your driving skills. Your attitude toward driving is reflected by
your desire to drive safely at all times. We just discussed defensive driving. But what
is safe driving?

Write responses on flipchart or situation board. Then, say:

The words “safe driving” seem simple enough. Yet if it were really that simple, there
wouldn’t be nearly as many vehicle accidents as we have. Safe driving is not a matter
of luck. Experience shows that there is a sound and practical method of driving—the
practice of defensive driving—that will enable you to avoid most vehicle accidents.
The standard for defensive driving performance is avoiding all accidents you
reasonably could expect to avoid.

If you have the misfortune of becoming involved in an accident, you should be able to
ask yourself, “is there anything I reasonably could have done to avoid this accident?”
And your honest answer should be “no.”
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16.

Your supervisor has the responsibility for conducting an aggressive and effective
safety program for all employees within the area of his or her jurisdiction, including
the responsibility for enforcing safety rules and regulations.

But your supervisor can’t do it without you. You have a very important
responsibility too. It’s your responsibility to always work in a safe manner. Keep
your area clean and safe. Keep your vehicle neat. Keep yourself awake, alert, and
well-dressed.

If you see a safety hazard, whether the hazard concerns your vehicle or the conditions
you are working in, report it. And after you’ve reported it, keep track and make
sure the hazard has been corrected.

If there are any questions, answer them. When finished, introduce Form 4582 on the
following four pages of the Leamer’s Workbooks.

Management is responsible for instructing and quélifying drivers for duties
associated with driving vehicles, and maintaining Form 4582, Qperator’s Record. I'd
like you to see what a Form 4582 looks like. Please turn the page in your Workbooks.

The form itself is really a folder where we keep your driving records. During
training I'll write down the subjects we covered on this form, and after training, I’ll
list all the vehicles you are qualified on, onto this form with your name and some
other information at the top. Any driver training is noted on this form.

Also noted on this form are any accidents you may have, and all the safe driver
awards you earn during your career as a vehicle operator. We’ll talk about safe
driver awards a little later.

Remember that this folder is kept active as long as you drive for the Postal Service,
and if you transfer to another office at some later date, this folder will be sent to the
new office. The folder is used for postal vehicles only.

Ang finally, your street observations will be listed on this form. These of you who
will be letter carriers will find out a lot more about street observation when you take
your carrier training, Street observation occurs when a supervisor or some other
official goes out to your route and observes your driving. We’ll talk more about

street observation and the Form 4584, Observation of Driving Practices, Iater,

I may be tasked with filling out the forms, but the bottom line is that the
responsibility of the proper handling of the vehicle lies with you, the driver.
Are there any questions about the Form 4582?

If there are any questions, answer them. When finished, go on and talk about the long-life
vehicle.
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The Postal Service has many different types of vehicles, depending on the job that
needs to be done. We have vehicles ranging from our quarter—ton to half-ton, to
one-ton, two—ton, five-ton, and many others.

Many of you will become qualified on several of these vehicles. Our newest vehicle is
called the “LLV” or “Long-Life Vehicle.” This vehicle is larger than the quarter-ton
jeep but not as large as the one-ton. It is designed to last about 24 years with proper
maintenance, and of course, proper driving. Several of the videos you’ll see today
and tomorrow were shot using the long-life vehicle. This vehicle is a right-hand
drive vehicle, which means that the steering wheel is on the right side. You’lldo
fine—it just takes a little getting used to.

Show the Long-Life Vehicle (Revised) videotape. Ask:

Are there any questions about the video? We’ll be talking a lot more about this and
other vehicles, and as I said, you’ll see them outside. We’ll also be discussing what we

call the Notice 76, n hicl heck.

If there are any questions, answer them. If not, or when finished, say:

Now that you’ve seen the long-life vehicle, I’d like to show you a videotape about a
vehicle that we’ve been using for years now. (Use as appropriate) It’s served us well.
Many of you will be required to drive this jeep.

Show quarter-ton vehicle videotape if learners will be driving the quarter-ton jeep.
After video. say:

The quarter—ton jeeps have been around for quite a while. You’ve probably seen
some of them in your neighborhood. They are being replaced by the long-life vehicle.
But until they are replaced, we wanted to show you how the quarter-ton looks. Many
of you will be driving this vehicle. Any questions on the quarter—ton? If not, let’s
move On Now, to our next topic, “Vehicle Accident Statistics.”

1-8




MODULE 2
VEHICLE ACCIDENT STATISTICS

2-1



2-2




Module 2

Module Title: Vehicle Accident Statistics

Terminal Objective:

1.0

At the end of this section of instruction, the learners will demonstrate basic driver
skills for safely operating postal vehicles, based on a basic knowledge of safe
driver practices, policies, and procedures.

Enabling Objectives:

112

1.13
1.14
1.15

1.16
1.17
1.18

1,19

Time:
Methods:
Materials:
Media:

In order to achieve the terminal objective, the learners must be able to:

Realize that practically all accidents are preventable if defensive driving skills are
utilized.

Identify statistically when, how, and why most postal accidents occur.
List thc major causes of vehicle accidents.

Comparc local/district accident statistics to accident figures from leamer’s local
office.

Explain that seat belts are required to be worn when vehicles are in motion.
Explain that employees may not hold, “finger,” or “sort™ mail while driving.

Expiain that employees must adhere to all local, statc, and city traffic laws and
ordinances.

Explain when vehicle doors must be Closed.

30 minutes
Lecture, group discussion.
Pen, paper, Leamer’s Workbook.

Safety belt video, situation board and accessories, flipchart, markers. .
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SUMMARY OF INSTRUCTION

Discuss accidents and complete Workbook page. Discuss accidents YTD,
SPLY, and types of accidents from Workbook. Discuss dollar losses to the
Postal Service through accidents. Discuss prevention and avoidance of
accidents. Discuss different types of accidents. Introduce the accident
prevention formula. Talk about seat belts. Discuss $10,000.00 life insurance
policy. Show seat belt video. Explain fingering and sorting of mail. Relate
that there is to be no fingering or sorting of mail while driving. Instruct

learners to obey all traffic laws.
PLAN OF PRESENTATION
1. Say:
Here in the post office last year we had motor

vehicle accidents. Even one vehicle accident is one too many. We’ve also
experienced the following related losses (in dollars):

1 think you’ll agree that these figures are way too high. Add this to the personal pain
and suffering caused by these accidents and you can see the need for you to drive
safely at all times.

Remember, the men and women who were involved in these accidents are just like
you. They felt that there was no way that they’d be getting into an accident.

Bricfly discuss what arca your office encompasses. Get breakdown of accidents from
safety office. YTD, SPLY, type, etc. Get breakdown of dollar costs to the Postal Service
from data supplied. Have learners turn to Workbook page entitled, *Accident Statistics.”

Say:

Please open your Workbooks and write in the figures I’H be giving to you now. You
can see exactly what types of vehicle accidents we’ve been having lately in our office
and our office. The distribution of these accidents were: year to date (YTD)

, same period last year (SPLY) , types of accidents,
Breaking down the types of accidents, there were . . ,
and




Almost all of these accidents were preventable, meaning that there was something
that reasonably could have been done to avoid having the accident. In most cases, all
you need to do is drive defensively and watch out for all people and things around
you. How do you think using defensive driving skills could help you avoid some of
the accidents we’ve just talked about?

Discuss the above question. Answers should be that drivers should always stay alert,
always yield right of way, always use extreme caution, always watch out for pedestrians,
never be in so much of a hurry that they forget safety, etc.

Next, say:

Let’s try and figure out how postal driving accidents can be avoided. I’ve just given
you some statistics on accidents in our area. Let’s choose one type of accident and
discuss how it can be avoided in the future.

List reasons on flipchart or situation board. Possible answers may be:

Taking a different street, parking in another spot, backing only when absolutely
necessary, not rushing, and not taking the attitude that it won’t happen to me. Other
answers can be equally correct,

Say:

Most of you were hired to deliver the mail, and I'm sure you must be the best drivers
possible. Here’s where your defensive driving skills come into play. You must
remember that not all drivers on the road are driving to the best of their abilities.
Not all drivers are “professional” drivers.

Have learners look at “Different Types of Accidents™ in their Workbooks.

Have class examine the different types of accidents shown in the Workbook. The
accidents all involve the postal driver at fault. They are:

1. Postal vehicle running a red light.
2. Head-on collision.

3. Failure to yield right of way.

4. Pedestrian accident.
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il

5. Backing accident.

6. Rear-end collision.

Then, say:

In fact, the major causes of postal motor vehicle accidents are backing, misjudged
clearances, failure to yield right-of-way, striking fixed objects, and following too
close. Why are we having these types of accidents?

Give reasons why the accidents occurred. List them on flipchart or situation board.
Explain accident prevention formula. Use flipchart or situation board.

A formula we use in accident prevention is: first, recognize the hazard, then
understand the defense, and finally, act correctly and in time to prevent the accident.

Sounds easy enough, doesn’t it? In the accidents we’ve seen and talked about so far
today, if the drivers would have recognized the hazard, understood the defense, and
acted correctly and in time to prevent the accident, it’s very likely the accident would
never have occurred.

Accident statistics show that most postal vehicle drivers who get into vehicle
accidents do so during the first several years on the job. In fact, many accidents
occur during the first few days on the job or on a new route. Most of you will be
working a different route every few days. Please use extra caution on new routes,
Make sure you ook at the map of the route located in the route book at the case
before attempting to deliver the route. Be extra cautious in unfamiliar areas. And
also, supervisors, or fellow workers may have words of advice about the route you’ll
be driving. Listen to them.

Remember to wear your seat belt while you’re driving for the Postal Service. Seat
belts save lives. Among other reasons, in case of an accident, use of seat belts usually
allows the driver to stay conscious and exit the vehicle. In the event of an accident,
the safest place to be is inside the passenger compartment because being thrown out
of a vehicle increases the chance of dying in an accident. Wearing a seat belt reduces
the chance of injury due to impact. In fact, it’s not only a good idea to wear your seat
belts, it’s a postal policy as well as a state or city law in many areas. Postal employees
must wear seat belts at all times the vehicle is in motion. Rural carriers will follow
the policy outlined in handbook P0-603, Rural Delivery Carriers Duties and
Responsibilities.

If rural carriers are present in class, explain the rural carrier seat belt policy (P0-603).




12.

13.

14,

Rural drivers who drive right-hand drive vehicles must also wear seat belts. For
those of you who will be driving LLV’s, you must wear the lap and shoulder belt
whenever the vehicle is in motion. The exception is that when the shoulder belt
prevents you from reaching to deliver or collect from curbside mailboxes, you may
unfasten the shoulder belt, but never the lap belt.

All authorized passengers must remain seated and wear a lap belt and shoulder
harness whenever the vehicle is in motion.

Explain $10,000 seat belt incentive program.

The Postal Service is so sure that seat belts will protect you from life threatening
accidents, that we’ve made this $10,000.00 promise. If any postal employee who is
wearing a safety belt is killed in a motor vehicle accident, the estate of that individual
will be paid $10,000.00. And to tell you the truth, T can’t think of anyone in our
office who has collected on that.

Show a videotape on seat belt safety such as Room to Live at this point. After videotape,
say:

When you’re driving, all you need to concentrate on is driving. Don’t think about
anything else such as your next stop. Learn to “segment” your thoughts while
driving. Concentrate solely on driving and keep both hands on the wheel. Don’t
“finger” mail or “sort” mail while you’re driving—just drive,

Explain fingering and sorting mail. say:

When I say don’t “finger,” | mean that you shouldn’t be looking through vour stack
of mail for your next couple of addresses. Sorting mail means separating mail to
different addresses. You shouldn’t be distributing mail while you’re driving. Keep
your eyes on the road. This applies to other distractions as well. Don’t handle any
object while driving. You must keep your attention on driving until your vehicle has
come to a complete stop.

Remember, while you’re driving—you must obey all local, state, and city traffic laws
and ordinances. Driving a government vehicle or driving a rural route doesn’t give
you the right to break any laws-like speed limits,

You cannot exceed the speed limit to pass. You cannot exceed the speed limit if you’re
driving in the fast lane on a freeway. You cannot exceed the speed limit when you're
behind schedule on your route. In short, you may pever exceed the speed limit.
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16.

You may only go as fast as the posted speed limit in the area you’re driving, as long as .
conditions permit. What do you think I mean when I say that you can go the speed
limit as long as conditions permit?

Answers should include that you should slow down when you are:

a. approaching a group of children,
b. driving in foul weather,
C. driving through a construction zone or congested area.

By the same token, you’ve got to remember not to drive too slowly, either. Driving very
siowly can be unsafe.

If you find that you’re driving at a speed much slower than at least half of the traffic
flow, but not driving over the speed limit, increase your speed and move with the flow
of traffic, staying within the posted limit. Slow down when you’re about to enter a
school zone. Any idea when you need to bring your speed down to the school zone

speed?

Answer: Make sure that you decrease your speed to the school zone speed limit before
you pass the school zone sign.

Discuss school zones and how to drive through them. Next, say:

When you’re driving to and from your route, your vehicle doors must be closed. This
is a safety precaution. Your doors must be also be closed when moving between park
and relay points, when entering or crossing intersections, when driving at greater
than 15 miles per hour or when you’re driving more than 500 feet without a stop.

Have leamners tumn in their Workbooks to “Definition of Preventabic / Nonpreventable
Accidents” and enter the definitions of preventable and nonpreventabie accidents.

Our definitions are that a preventable accident is one in which the driver failed to do
everything he or she reasonably could have done to prevent the accident.

A nonpreventable accident, however, is one in which the driver did everything
reasonably possible to avoid the accident. We talked a little about this before, and
we’ll be talking about preventable and nonpreventable accidents throughout the

course. .



. 17. Entertain questions.

18. Tell the learners that they will now be talking about “Driving Hazards,” module three.
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Module 3

Module Title: Driving Hazards

Terminal Objective:

2.0 At the end of this section of instruction, the leamners will demonstrate a
knowledge of how to prevent or avoid accidents that occur as a result of
hazardous conditions.

Enabling Objectives:

In order to achieve the terminal objective, the learners must be able to:

2.1 Definc a hazard as a danger, peril, or risk.

2.2 Definc a driving hazard as a situation on the road which exposes a vehicle
operator or others to a danger, peril, or risk.

2.3 Recognize a hazardous condition as any condition that hampers a driver in getting
from point A to point B safely.

24 1dentify vehicle, driver, and sometimes traffic as directly controllable hazards.

2.5 Identify weather, light, roadway, and sometimes traffic as not directly controllable
hazards.

Time: 30 minutes

Methods: Lecture, Workbook exercises, group discussion.

Materials:  Leamer’s Workbook, pen. paper.

Media: Flipchart, markers, situation board.

SUMMARY OF INSTRUCTION

Define “hazard” with the class. Define “driving hazard” with the class. Define
“hazardous driving conditions.” List directly controllable and not directly
controllable hazards. Head two columns: “Directly Controllable Hazards” and “Not
Directly Controllable Hazards.” Complete and discuss Workbook
exercise—identifying “directly controllabie” and “not directly controliable hazards”.
Discuss Workbook exercise,
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PLAN OF PRESENTATION

1.

Introduce the module.

This portion of driver training deals with “driving hazards.” Before we talk about
driving hazards, though, can anyone define the word “hazard?”

List responses on flipchart or situation board.

Have learners continue in their workbooks with “Hazard/Driving Hazard Definitions™.

Now continue in your Workbook, and let’s fill in the definition of “hazard” together.
A “hazard” is defined as a danger, peril, or risk. Now that we have defined the word
“hazard,” let’s define the term “driving hazard.” Any ideas?

Put responses on flipchart or situation board. Use class responses for definition.

A “driving hazard” is a situation on the road that exposes a vehicle operator or
others to a danger, peril, or risk. When you’re driving for the Postal Service, you’re
exposed to potential hazardous driving conditions every day. I would define a
hazardous driving condition as any condition that hampers you in getting from one
place to another safely. It’s how we react to these hazardous conditions each time
we’re confronted with them, that will mean the difference between being an average
driver and a professional postal driver. I’d like you to help me list as many
hazardous driving conditions as you can think of that a postal driver might
encounter.

Dircct learners to Workbook page entitled “Listing Directly Controllablc and Not Directly
Controllable Hazards™. List hazardous driving conditions on flipchart or situation board.
There should be two columns—one for directly controllable hazards, and one for not
directly controllable hazards.

The key words should be: weather, light, roadway, and sometimes traffic (not directly
controllable hazards). And vehicle, the driver, and sometimes traffic (directly controliable
hazards).

1 would like to put a heading on the two columns we have come up with. The
headings should be: Directly Controllable Hazards and Not Directly Controllable
Hazards. Why do we list some hazards as directly controllable while others are not
directly controllable? ‘




10.

Answers should include that we can directly control things such as our vehicles, the driver,
and sometimes traffic, while we cannot directly control the elements such as snow, rain,
etc.

Direct learners to workbook pages, “Directly Controllable And Not Directly Controllabie
Hazards™. Say:

I would like you to look at each driving scene carefully, and in the space provided
under each scene, write down whether you think this scene shows a directly
controllable hazard or a not directly controllable hazard, and just what that hazard
is. Remember, we’ve identified directly controllable hazards as the vehicle, the
driver, and sometimes traffic, and we’ve identified not directly controllable hazards
as weather, light, the roadway, and sometimes traffic. Take a few minutes and
complete this section now.

ANSWERS:
1. Traffic (can be either directly or not directly controllable.)
The weather (not directly controllable.)
Glare (not directly controllable.)

You, the driver (directly controllablc.)

U S O

Roadway conditions (not directly controliable.)

When everyone is finished, or when time is up, check answers to each question. Make
sure everyonc understands the concept of directly and not directly controllable hazards.
Get individual and group participation. When an answer is wrong, explain why it is
wrong. When an answer is correct, praise the leamer.

Finally, say:

In this area, you have to be especially careful of (rain, snow, traffic, etc.) Please

watch out at all times for directly controllable as well as not directly controllable
hazards. The best way to do that is to constantly drive defensively. Always anticipate
the unexpected. Be courteous. Don’t be in so much in a hurry of complete your route
that you forget about driving safely. Watch out for the other drivers and pedestrians.
Don’t drive so fast that you become unsafe and a hazard to yourseif or others. Does
anyone have any questions so far?

Answer all questions posed by learners. When finished, introduce the next module,
*Hazards Due to the Vehicle™.
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Module 4A

Module Title: Hazards Due to the Vehicle

Terminal Objective:

2.0 At the end of this section of instruction, the leamers will demonstrate a
knowledge of how to prevent or avoid accidents that occur as a resuit of
hazardous conditions.

Enabling Objectives:

In order to achieve the terminal objective, the leamers must be able to:

2.6 Complete Form 4570 Vehicle Time Record,

2.7 Relate the ways in which hazards due to vehicle condition may be prevented and
avoided.

2.8 Name the most common vehicle parts that can contribute to accidents.

29 Demonstrate the ability to conduct a vehicle safety check, including rural carrier
vehicles, covering the items listed in Notice 76, Expanded Vehicle Safety Check.

2.10 Demonstrate a knowledge of the Label 70, Safety Check and Vehicle Dimensiops.

2.11 Demonstrate the method for reporting a defective vehicle by proper completion of
Form 4565, Vehicle Repair Tag.

2.12 Demonstrate knowledge of the steps to follow when a vehicle’s wamning lights

comc on or vehicle breaks down, to include that the driver should not attempt to
drive the vehicle: he/she should call and receive instructions from his or her
supervisor.

Time: 30 minutes

Methods: Lecture, Workbook, class discussion.

Materials: Leamner’s Workbook, pen, paper.

Media: Situation Board and accessorigs, flipchart, markers.
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SUMMARY OF INSTRUCTION

Discuss Form 4570, and Notice 76. Discuss Label 70 and show picture of
Label 70 in workbook. Discuss faulty vehicle parts that could result ina
vehicle accident. Discuss Form 4565, Vehicle Repair Tag, and show picture
of Form 4565 in workbook. Discuss procedures for reporting a breakdown.

PLAN OF PRESENTATION

1.

Begin this module by saying:

I’d like to talk for a while now about hazards due to the vehicle. You remember we
just said that this type of hazard may be either a directly controilable hazard or a not
directly controllable hazard. As a postal driver, you’ll practically be living in your
vehicle—you’ll be putting in an awful lot of hours in it. One way we have of keeping
up with the activity of a vehicle is the Form 4570, Vehicle Time Record.

Direct learners to Workbook, Form 4570, Vehicle Time Record, then say:

This form is a “log” of the activity of your vehicle—how many miles it was driven,
when it was used, and who used it. Each driver of a postal-owned or postal-leased
vehicle is responsible for the proper care and handling of that vehicle.

The vehicle usually stays on a particular route, so that if you have a different route
each day, you will be using a different vehicle and filling out a different Form 4570.
Rural carriers won't use this form unless they are driving a postal owned or leased
vehicle.

Discuss Form 4570, Mehicle Time Record. Say:

This form Form 4570, Yehicle Time Record is used to control mileage, fuel
consumption, and hours each vehicle is driven. This form is usually kept in a card

rack near the time clock. The form is fairly self-explanatory, but let’s go over each

item together. Follow along with me.

First of all, the authorized daily mileage for the vehicle will be recorded on the top of
the form. You must verify your beginning mileage and return the card to the rack
before leaving for your route.

Before taking a vehicle out, enter the date in the far left column, print your last name
and first initial in the second column. The make and model code of your vehicle as
well as the vehicle number will generally be already filled out for you by your
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supervisor or some other employee. The form indicates which side to use first and
where to begin entering the information. Enter the beginning odometer reading for
the vehicle in the fourth column and clock the beginning time in the bottom haif of
the right-most column before you load your vehicle.

When the vehicle is returned, the Form 4570 must be clocked in right above the clock
out time. Also, your ending mileage, hours in use, and mileage driven is recorded.
Your supervisor will verify the mileage.

There is a specific mileage assigned to each route. If the variance between the
allowable mileage and the mileage you used is too great, you will be asked to explain
that variance. Do not deviate from your assigned route. You are only allowed about
two tenths of a mile deviation in the allowed daily mileage.

Notice the statement in Part 1 of the Form 4570 that reads, “Before operating this
vehicle, perform a safety check in accordance with Notice 76, and report damage
immediately fo your supervisor by use of Form 4565.”

Direct leamers to complete Workbook exercise conceming Form 4570.

P’d like you to look again in your Workbook. See the Form 4570 Vehicle Time
Record? I'm going to ask you to put some information on this form in the
Workbook. As1 give you the information, you write it down in the correct place.
Is everyone ready? When everyone is finished, we'll go over this exercise.

Give leamners information to be placed on this form. Involve the class and make sure
everyonc understands. When everyone is finished. or when time is up. go over the
Workbook cxercisc and answer questions to learners” satisfaction.

If anyone has any questions about this form, answer the questions. Then, discuss Notice

76, Expanded Vehicle Safcty Check.

Before driving a postal vehicle, you must perform an inspection of that vehicle to
ensure that it’s in proper operating condition to make sure that no damage or defects

exist. We use a Notice 76, Expanded Vehicle Safety Check for this.

Each time you are assigned a vehicle, you are required to examine it for damage and
needed repairs at the time of your safety check—before you move it. You should also
examine your vehicle at the end of your tour or shift.

Why do you think you need to examine your vehicle before you use it each time?
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Answers should be:
1. To detect poor vehicle condition before it becbmes a hazard,
2. To avoid problems later.
3. To stay safe.

4. So you will not be blamed for what a previous driver may have done.

Then, say:

If there is something wrong, let your supervisor know immediately. The vehicle may
be able to be quickly repaired and returned to you before you are to leave for your
route. Remember, and this is very important: You, the driver, are directly
responsible for the proper handling of a postal vehicle. No one else knows how the
vehicle is running or if there are any problems with it. If you find a problem with
your vehicle during your safety check, there is something you can do and we’li talk
about that in just a minute.

Have leamer’s tumn in their Workbooks to ~“Notice 76.”

You should see a copy of both sides of the Notice 76, If you look, you will find
instructions to follow on the reverse side of the card. The Expanded Vehicle Safety
Check is designed so that you may begin the check as you approach the vehicle by
looking under the body for oil and water leaks and by the time you finish, you are
sitting in the driver’s seat. Examine gvervthing listed on the Notice 76 each time you
use a vehicle. Rural carriers should maintain their vehicles up to the standards of the
Notice 76.

Read or have class read instructions aloud and discuss each item on the checklist.

Please keep this card with you and use it every day, It’s self-explanatory. Does
anyone have any questions about the Notice 76, Expanded Vehicle Safety Check, or

any of the other forms we’ve talked about so far in this course?

If there are any questions, answer them. When finished, say

There’s something else that looks similar to the Notice 76 that you should know about

and that’s the Label 70, Safety Check and Vehicle Dimensions, This is a label that .
you can find on the dashboard of most vehicles.
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14,

15.

Refer leamers to Learner’s Workbook, to review Label 70.
Say:

Let’s shift gears just a little. We’ve been talking about making sure that your vehicle
is in tip—top shape. How do you know when your vehicle isn’t in the shape it should
be? When can you say, “that defect or problem doesn’t matter.,” And when do you
say “I better report this problem right away.” What would you say are some of the
most common vehicle parts that could cause a postal driver to have an accident?

Write student responses on flipchart or situation board. Responses should include:
tires, brakes, mirrors, lights, gages, windshield wipers, horn, and seat belts.

Ask:

How could these vehicle parts canse a driver to have an accident? Responses may be
as follows:

1. tires—may be bald, worn tread, side wall, incorrect air pressure.

2. brakes—grabbing, brake pedal pressure. Note: Remember to discuss that the
parking brake must be set and the gear selector must be placed in the parking
position when dismounting for delivery or collection, and at the end of the
tour.

mirrors—broken, improperly adjusted, missing.

lights—broken lenses, bumed out bulbs.

el

gages—indicates trouble.
windshield wipers— worn blades, broken.

hom—Dbroken.

® &N o

seat belts—driver not wearing could be severely injured in a “minor™ accident or
slide out from behind controls (tumning too fast, evasive maneuvers.)

Discuss Form 4565 Vehicle Repair Tag, and discuss reporting vehicle defects.

Now, let’s suppose that you have made a safety check of your vehicle and have
discovered a problem. What should you do about it?

You must report any damage or defects to the vehicle on Form 4565, the Vehicle
Repair Tag. This form is also self-explanatory. Let’s take a look at it. I’d like you
to first listen to me as I explain the form. Afterwards, I’H give you practice in filling
it out. First, at the top of Form 4565, check whether the vehicle is postal owned or
leased.
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17.

18.

19.

Second, enter the vehicle number. The number is painted in a prominent place on all
postal vehicles. If it is a leased vehicle, use the vehicle’s license plate number.

Third, enter the vehicle’s mileage.
Fourth, date the form.

Fifth, check the item that needs repair or list the item under “other” if it’s not listed
on the form.

Sixth, check possible trouble and write any comments in the remarks section.
Seventh, enter your station or branch.

Eighth, record the time it’s being reported. Finally, make sure you sign the Form
4565, Yehicle Repair Tag.

Remember: Be specific! The more information you can give the mechanic, the
better. After you have accurately completed your portion of the form stating any
vehicle damage or items for repair, give it to your supervisor. He or she will sign and
date the form and give you back your copy. You should keep your copy as proof that
you reported the defect.

Discuss the instructions for Form 4565 in the Workbook. If there are any questions,
answer them.

Direct learners to the Workbook exercise for Form 4565.

Y’d like you to first fill in today’s date. Then, list the vehicle number as 8188791,
Then, put down a mileage of 987. Next, check that the radiator and lights need
repairs. Write a few remarks for the garage or VMF (Vehicle Maintenance Facility).
For the name of the station or branch, put down (a local station or branch or
associate office), use the current time which is (XX:XX), and finally, sign the form.

When all are through, go over the exercise. Make sure that everyone knows how to fill out
Form 4565. Say:

We’ve talked about what to do when you discover a problem with your vehicle while
conducting the Expanded Vehicle Safety Check. But what do you do if you notice a
vehicle problem while you’re on your route? If while operating your vehicle you
break down, or your vehicle gages indicate 8 mechanical problem or your brakes
become defective, what should you do?

First, get your vehicle and yourself off the roadway to a safe location if you can. You
should then secure your vehicle. Make sure that the mail inside the vehicle (if there is
any mail) is safe. Then contact your supervisor immediately. He or she will tell you
what to do next. Don’t attempt to drive your vehicle unless you’re sure it’s safe.
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. 21. Review and solicit any questions from learners on this module. Discuss all questions to
learner satisfaction. When there are no more questions, introduce the new module,
Hazards Relating to Other Traffic.”
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MODULE 4B
HAZARDS RELATING TO OTHERS
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Module 4B

Module Title: Hazards Relating to Other Traffic

Terminal Objective:

3.0

At the end of this section of instruction, the leamners will be able to properly
utilize knowledge of hazardous conditions to avoid situations that lead to
collisions.

Enabling Objectives:

3.1

3.2

3.3

34

36

3.7

38

39

3.10

In order to achieve the terminal objective, the leamers must be able to:

Identify six situations in which traffic is a hazard: the vehicie ahead, vehicle
behind, intersections, passing, entering and leaving parking spaces, and oncoming
vehicles.

Identify four safeguards against collisions with the vehicle ahead: watching tail
lights, watching hand signals, anticipating sudden stops, and maintaining a safe
following distance.

Demonstrate the use of the four-second rule by: understanding the process of
keeping at least a four-second margin of safety between the learner’s vehicle, and
the one ahead.

Explain “Reaction Distance™ as the distance a vehicie travels between the time the
eyes sec¢ a situation where brakes need to be applied, and the time the brain tells
the foot to press on the brake pedal.

Explain “Braking Distance” as the distance a vehicle travels between the time the
foot touches the brake pedal and the time the vehicle actually stops.

Compute the Total Stopping Distance of a vehicle using the Reaction Distance of
a vehicle plus the Braking Distance of a vehicle.

Identify the four major causes of head-on collisions: wheel dropping off of the
pavement, center line obscured, tire blowout, and driver inattention (ill, asieep,
drugged, drunk).

List four reasons why a driver would cross a center line.

List three safe procedures to follow to avoid head—on collisions: reading the road
ahcad, riding to the right, and reducing speed.

identify three safeguards against collisions with the vehicle behind: slowing
down, forcing a tailgater to pass, and signaling intentions well in advance.
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3.11

3.12

313

3.14

3.15

3.16

3.17
3.18

3.19

3.20
3.21
3.22

323
324
3.25
326

Time:
Methods:

Materials:
Media:

Explain the purpose and instruction of the stop sign at intersections as telling .
motorists to execute a complete stop.

Explain the purpose and instruction of the yield sign at intersections as telling
motorists to slow down, yield right of way, and proceed with caution.

Explain the purpose and instruction of a traffic light at intersections as a
mechanical device that controls the flow of traffic. Examples: Blinking red light,
blinking yellow light. '

Explain that the procedure for a “tumn on red” (when allowed) is to come to a
complete stop, check for a clear path at the intersection, and yield to oncoming
traffic and pedestrians before proceeding.

Explain that a tum on red is not allowed when prohibited by state, local laws, or
signs indicating such.

Explain the purposc and instruction of a police officer at intersections as taking
precedence over all control devices. A police officer must be obeyed at all times.

Explain the purpose and instruction at an uncontrolied intersection.

Explaih the purpose and instruction of road signs, and the importance of
following them.

Identify three possible driving maneuvers to anticipate at intersections: Driver
will proceed straight through the interscction, tum left at the intersection, or urn
right at the intersection.

1dentify the steps in making a proper left um.
1dentify the steps in making a proper right tum.

Relate the safety principles that apply when going straight through an
intersection.

Explain that passing another vehicle may not always be appropriate.
Enumerate the steps in safcly passing another vehicle.

List situations in which a railroad crossing may be hazardous.

Explain the necessity of extra caution when children and other pedestrians are
present.

60 minutes

Lecture, full group discussion, small group exercises, videotape The Best Offense
is a Good Defense, Workbook.

Workbook, pen, paper. .
Videotapes, flipchart, markers, situation board.
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SUMMARY OF INSTRUCTION

Introduce module—Hazards Relating to Other Traffic. List six situations in
which traffic can be a hazard. Discuss safeguards to avoid an accident with
the vehicle ahead. Discuss the four-second rule. Discuss reaction distance +
Braking distance = Total stopping distance. Discuss Highway/Freeway
Driving., Discuss which lane to drive in in various circumstances. Discuss
avoiding head--on collisions, and their causes. Talk about why a vehicle
might cross the center line. Discuss the vehicle behind. Discuss intersections,
road and traffic signs and symbols, and right turn on red.

If group size permits, combine the summary points into one small group
exercise. Split larger group into four groups that will explore left and right
turns, intersections, and passing and report back to the class.

Discuss driving over railroad tracks. Show videotape, The Best Offense is a
Good Defense.

PLANS OF PRESENTATION

1.

Say:

In this portion of your training, we’re going to talk about driving hazards relating to
other traffic. Again, these are hazards that I’m calling directly controllable. Because
if you anticipate you should be able to react and act in time to avoid an accident.

If you watch out for the other driver, the pedestrian, and everything around you,
you’ll be fine.

Go to flipchart or situation board, and ask the class to refer to their workbooks and identify
at Jeast six situations in which traffic can be a hazard to them. Give the first one—the

“vehicle ahead can be a hazard. Correct responses should be: 1. vehicle ahead, 2. vehicle

behind, 3. intersections, 4. passing. 5. entering and leaving parking spaces, and,
6. oncoming vehicles.
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Discuss each of the above thoroughly. Refer the class to the Leamer’s Workbooks,
“Identifying Hazardous Traffic Situations”.

When all are finished or when time is up, continue. Say:

We just said that one of the driving hazards is the vehicle ahead. What are some safe
guards we can use to avoid an accident with the vehicle ahead?

List responses on flipchart or situation board. Correct answers should be similar to:
watch tail lights, watch for hand signals, anticipate sudden stops, and maintain a safe
following distance.

Refer learners to workbook to insert correct responses.

One of the answers we listed as “safeguards”™ was to keep a safe following distance.
If you’ve gone through different driving courses, or maybe even when you took your
state driving exam, you’ve been told what a safe following distance is. For our
purposes here in the Postal Service, we believe that in most cases, the “four-second
rule” should apply. Any idea what the “four-second rule” is?

Answers should be that the four—second rulc means that there should be a four—second gap
between the vehicle ahead and the postal vehicle being driven.

That’s right. Keep your eye on a fixed object ahead—on the road. When the vehicle
ahead of yours passes that fixed object, start counting. You should not reach that
fixed object until four seconds later.

You might have heard that there should be a two-second distance between vehicles on
the road. You may even think that four seconds is not realistic. We suggest four
seconds because large vehicles frequently take longer to stop than passenger cars.
When the weather is very bad, such as icy or snowy conditions, or even windy, you
need to leave more than four seconds.

Use the situation board to reinforce the four-second nule.

Refer learners to workbook.

I’d like to speak briefly about how long it actually takes to stop your vehicle. Many
of us, without thinking, figure a vehicle stops instantly, as soon as you put your foot
on the brake—obviously, that’s just not so.

In your Workbook, you’ll see an illustration that shows what P’m talking about. .
Please follow along with me.
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10.

11,

Write and/or draw the formula on the situation board or flipchart while you’re explaining.

First, you have “reaction distance.” The reaction distance is the distance your vehicle
will travel between the time your eyes see a situation where you need to stop, and
your brain tells your foot to press on the brake pedal.

Next, you have “braking distance.” The braking distance is the distance your vehicle
will travel between the time your foot touches the brake pedal and the time your
vehicle actually stops.

Finally, the “total stopping distance” is the total distance your vehicle will travel,
adding the reaction distance and the braking distance, until your vehicle is stopped.
So you could say that the formula for getting the total stopping distance is: reaction
distance plus braking distance equals stopping distance, As you can see, your vehicle
doesn’t stop instantly. You must plan your stop well in advance.

Also, plan your acceleration, and its impact on traffic flow. On highway, or freeway
driving, the proper way to enter the highway is to enter without interrupting the flow
of traffic. With slow or sluggish acceleration, that might mean waiting an extra few
seconds so that all traffic has gone by, The few seconds you lose could be the
difference between having an accident and getting back O.K.

If an acceleration lane is available, stay in that lane until your vehicle has reached the
speed of the highway traffic flow. Do not cross the solid white line to jump into the
traffic flow before gaining speed. Also, remember to watch for vehicles stopped in
the acceleration lane. Don’t just watch the highway traffic flow. Don’t be afraid to
stay in the acceleration lane. Build up your speed. Don’t cut over right away. When
your speed is right and you can fit into the flow of traffic without anyone having to
touch their brake pedal, signal and move over. Keep up with traffic as long as youv're
not going over the legal speed limit, conditions permitting. When you need to get off
at your exit, you should slow down after leaving the main traveled portion of the
roadway, where a deceleration lane is available.

Draw diagram on situation board or flipchart.

0.K. You're off the highway and onto a muiti-lane road. If you’re on a four-lane
(two lanes in each direction) road, and you have your choice of lanes—right or left,
which lane is usually safer?
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12,

13.

14.

The answer should be:

Usually the right lane. If you travel in the right lane, there is more chance of being
able to react to an oncoming vehicle. You also let drivers pass on your left.

Let’s say you’re at the curb of a four-lane two-way street. In order to pull out you
should (1) check the mirrors for traffic approaching in the two lanes to the immediate
left, (2) turn to visua!ly check the blindspot, (3) signal, (4) turn to visually check the
blind spot a second time after signaling, and (5) move if it’s clear.

Draw diagram on situation board or flipchart.

How about if there are three lanes in your direction. Which do you think is the
safest? ' e

Wait for responses. The answer shouid be:

The center lane. Cars can pass on your left, and you don’t have to worry about parked cars
pulling into your lane of traffic, or vehicles coming into traffic from side streets.

Draw diagram on situation board or flipchart.

Say: Let’s take the same three lanes of traffic. You’re driving in the middie lane and
find that there are vehicles on each side of your vehicle. What would you do?

Wait for answers. Correct responsc should be:
When possible, adjust your speed to avoid driving next to the other vehicles. Why?
Wait for answers. Correct responsc should be:

There is more chance of an accident when riding alongside other vehicles. While
we’re talking about driving in lanes of traffic, I should remind you that while you’re
driving your vehicle, you should try to make as few lane changes as possible. Avoid
making lane changes unnecessarily, abruptly, or in an intersection. If you have to
change lanes, be sure to check your mirrors and blindspot, and then signal. After
checking again, if the way is clear, change lanes cautiously. One of the potential
hazards 1 mentioned a few minutes ago was oncoming vehicles. Having an accident
with an oncoming vehicle can really be devastating. Who can name a few procedures
to avoid head-on collisions?

Solicit responses. Write on flipchart or situation board. Answers should be something like: .
read the road ahead, ride to the right, and reduce your speed.
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15.

16.

17.

18.

Refer learners to Workbook for procedures to avoid head—on collisions.

Once again, P’d like you to write these procedures into your Workbook. We’re still

- talking about head—on collisions. Tell me what you think some causes of head—on

collisions might be.

Solicit responses from leamers. Correct answers might include: A wheel dropping off the
pavement; center line may be obscured; a blowout; the driver may not be paying attention;
and drivers swerving to avoid animals or objects in the roadway.

When finished, have leamers continue in Workbooks with “Causes of Head-on
Collisions™.

Now please fill in the possible causes of head-on collisions. Remember that if you will
learn to read the road ahead, you will greatly increase your chances of avoiding
head-on collisions. Try to put yourself into the shoes of the driver of an oncoming
vehicle. Why do you think a vehicle might cross a center line?

Answers should be something like: driver may be drunk or drugged; driver may be
asleep; there may be there may be low or no visibility; or there may be a vehicle
malfunction.

Next, take a few safe guards against a collision with the tailgater behind you. Of
course, not all drivers behind you will be tailgaters. But if you look in your mirror
and find a vehicle too close to you, gradually slow down. This will solve your

problem in most cases. Many vehicles will pass right away. Force a tailgater to pass
you. You can do this by continuing to reduce your speed. Never slam on your brakes.
This might result in the vehicle behind you crashing into you. Finally, signal your
intentions well in advance. If you’re going to be making a turn, make sure the vehicle
behind you knows this. Check your rear view or side view mirrors often. A
professional driver will check the traffic in the rear view or side view mirrors about
every five seconds.

I’d like to talk for a few minutes now about intersections. Take, for instance, the stop
sign. When you see a stop sign at an intersection, that doesn’t mean to keep rolling,
that means execute a complete stop. Yield to other vehicles and pedestrians when
necessary. When the intersection is clear, proceed. Stop immediately prior to
reaching the sign or entering the marked or unmarked crosswalk area. When you
come across a yield sign at an intersection, you obvicusly must slow down and yield
the right of way. When it is safe, proceed through the intersection. How many of
you even know the colors of a yield sign?
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19.

20.

21.

22.

Learners may give the old vield sign colors: yellow and black. Make sure they are aware .
of the correct colors: red and white.

And remember—yield does not mean merge! These rules are really all common
sense. The important thing is never to forget your common sense. A traffic lightisa
mechanical device that controls the flow of traffic. Tell me—what does a red light
mean?

Answers will vary but the correct answer should be that a vehicle should come to a

complete stop.
Say:

Let’s say that the car ahead of you has stopped for a red light, or really has stopped
for any reason at all. When you stop behind this vehicle, always make sure that
you’ve stopped far enough behind that vehicle that you’re able to see his or her rear
tires touching the pavement. Why do you think we say that?

e To make sure that a rear end collision will be avoided,
¢ In case the other vehicle has broken down you can go around, and

o To avoid “rolibacks.”

Next, ask:
What does a flashing yellow light indicate?

{Slow down. caution. |

Next, ask

A green light can sometimes cause problems too. Does anyone know what a “stale
green” light is?

Answer should be that a stale green light is a light that has been green as long as you have
seen it.

When you approach a stale green light, approach with extreme caution. It is very

likely that the light will start to turn red as you’re approaching the intersection. And

if it does turn amber/yellow, you must be prepared to stop. Remember about right

turn on red. In this area you (are/are not) allowed to make a right turn on red. Even

if a city allows a turn on red, you’ve got to be careful and be sure that the intersection

you want to turn at allows the turn on red. Check for hours or days the turn is .
allowed.
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24,

25.

26.

Go to situation board and show proper way to execute a right tum on red.

If you are going to make a right on red, signal your intentions, come to a complete
stop, check for a clear path at the intersection, and yield to oncoming traffic and
pedestrians before proceeding. Please follow signs carefully. Also, of course, if there
is a traffic officer at an intersection, you will follow his or her directions no matter
what a traffic light or other sign or control might show,

Next, say:

You will sometimes come upon uncontrolled intersections. Maybe the intersection
had a stop sign or a yield sign that has been taken or has fallen down. Make sure
that the intersection is clear before continuing through, Watch out for vehicles,
pedestrians, and anything else that might cause you to become involved in an
accident. They can proceed directly through an intersection, turn left, or turn right.

Let’s say that you’re in an intersection waiting to turn left. How should the front
wheels of your vehicle be directed?

Answer should be that the front wheels should be directed straight ahead until it’s safe to
make the tum.

Why de you think the wheels should be directed straight ahead?

Discuss the above question. Answers should be that with the wheels straight, if
rear-ended, your vehicle will not continue into the opposing traffic.

O.K. You're still at the intersection. You’re still waiting to make that left turn. A
larger vehicle from the other direction is waiting to turn left also and is blocking your
vision of oncoming traffic. The light is about to turn red. What should you do?

Go to situation board and explain the above question. Answer should be that you should
wait to make the tumn until you have clear vision of oncoming traffic, even if the light tums
red.
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27. Refer learners to the Workbook “Making a Proper Left Tum.” This exercise shouid be .
completed as a group activity if possible. If the group is small enough, split leamers into
four small groups. Each group will be assigned one of the next four Workbook pages.

Group one will get together, be given a few minutes to look at Workbook, “Making a
Proper Left Tum” and report the steps of making a left tun to the larger group.

Group two will get together, be given a few minutes to look at Workbook, “Making a
Proper Right Turn™ and report the steps of making a right turn to the larger group.

Group three will get together, be given a few minutes to look at Workbook, “Proceeding
Straight Through an Intersection” and report the steps a driver needs to go through wheir
driving through an intersection.

Group four will get together, be given a few minutes to look at Workbook, “Proper Passing
Procedures™ and report the steps a driver needs to go through when passing.

The points the above four groups arrive at should be discussed carefully by you and the
group to make surc that all the important points are covered and that each group can leam
from the other group assignment.

28. Next, say:

I’d like you to tell me the steps you need to go through in making a successful left
turn at an intersection. You can find this in your Workbook. As we mention the
steps, please write them in your Workbooks.

The class shouid fcspond with something like:

1. Signal well in advance,

2. Check mirrors,

3. Get into turning lane,

4. Slow down,

5. Wait for oncoming traffic,

6. Make sure there are no pedestrians in the crosswalk,

7. Make your turn into a safe lane (some offices require the tum to be madc

into the lane ncarest the center line), and

8. Tumn off turn signal and proceed.
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30.

31.

Say:

Everyone get that? Good. Now when you’re going to make a right turn, what steps
apply? Again, please write these steps in your Workbook, as we mention them.

[Note: the same answers as those for making a left hand tum apply.]

Next, say:

You may be heading straight through an intersection. Of course you know that you
need to look left, then right, then left again. Don’t take it for granted that you can
just proceed through that intersection with no problems. You’ll find the steps for
proceeding through an intersection of the Workbook. Let’s look at these steps now.
What would you say you need to do when you’re going through an intersection?

Some steps for proceeding through an interscction might includc:

1. Slow down,

2. Cover the brake,

3. Expect the unexpected, and

4, Check your mirrors.
Have learners tumn to their Workbooks for steps for passing. Remember that passing
should be performed only when necessary.

Since we’re listing steps for turns, I'd like to also list some steps when passing
another vehicle. There are very few times that you’ll need to pass another vehicle. In
fact, your first question to ask yourself before passing is: Do 1 really need to?”

Remember too, that you never pass a vehicle at an intersection. In fact, if there’s any
way to avoid passing another vehicle, that’s the way to go. But when you do need to
pass, - when anticipating a left hand turn, for instance - what do you think you
should do?
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33.

Steps to pass should include:

1 Don’t exceed speed limit;

2 Signal your intentions;

3. Check your mirrors

4 Turn head for a visual check;

5. Get into left lane when the lane is ciear;

6. Increase speed;

7. Check mirrors;

8. Tum head for a visual check;

9. When you’re sure you have completely passed the other vehicle, signal that

you will be returning to your lane; and
10.  Retumn to your lane and maintain speed.
Discuss "blindspots™.

What is a “blindspot”? A blindspeot is simply an area that can’t be seen. That’s why
mirrors are so important. You should check your blindspot frequently before
changing lanes, at intersections, and before backing up.

Say:

Please write these steps in your Workbooks also. Some of you will be driving over
railroad tracks. Always be extra cautions when driving over tracks. Stop, look, and
listen for trains that are coming. Remember-~~signals may not always be working
correctly. Don’t just blindly follow another vehicle’s lead. If the vehicle in front of
you goes through a railroad crossing and over the tracks, you must still show extreme
caution before you do it yourself. You’ll be practicing either some railroad track
simulation or actually going over the tracks during your outside portion of-this-
course.

The maximum authorized speed for a postal vehicle crossing railroad tracks is 15
miles per hour. This is for your own safety. So remember that when you’re looking
for trains at these crossings, look as always, left, then right, then left again.
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34,

35.

36.

Also remember to listen for trains before you get to a crossing.
Continue in your Workbook and write down what you must do when traveling over
railroad tracks.

Answers should be: do not exceed speed limit, slow down, look both ways, watch for
malfunctioning signals.

Even though I haven’t said the words “defensive driving” in every sentence I’ve
spoken, that’s pretty much what we’ve been talking about.

I’d like to show you a videotape now. It’s called The Best Offense is a Good Defense.
This videotape will show a lot of what we’ve been learning about here in the last
couple of modules of instruction. You will see real postal employees explaining their
methods for good defensive driving. I'd like you to pay attention. We’ll be doing
some Workbook exercises after the videotape. You’ll also see these drivers
performing the Expanded Vehicle Safety Check, the Notice 76. While you’re
watching this, see that it really hardly takes any time at all to make sure your vehicle
is safe.

Show videotape The Best Offense is 3 Good Defensc. After videotape is over, ask if there

" are any questions. When questions are answered, refer learners to Workbook for videotape

exercise.

Refer the class to the Workbook exercises concerning things that were shown in the
videotape. When everyone is finished, go through the exercise and answer questions.

When all are finished or when time is up, go through the exercise. Make sure all learner
questions are answered.
Exercise answers should be:
1. C
D
B
A
Follow

LAl T

Four
Signals
6. TRUE
7. D. Do 1 really need to.
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37.

38.

Discuss reading the road ahead. .

Through everything we talked about so far, one rule always rings true — take time to
read the road ahead. By doing so, you’ll be able to:

1. Respond to potential hazards
2. Keep aware of pedestrians and motorists
3. Maintain a safe following distance

After all questions have been answered, introduce the next module, *“Hazards Due to
Backing and Parking”.
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MODULE 4C
HAZARDS RELATING TO BACKING AND PARKING







Module 4C

Moedule Title: Hazards Due to Backing and Parking

Terminal Objective:

3.0

At the end of this section of instruction, the leamers will be able to properly
utilize knowledge of hazardous conditions to avoid situations that Jead to
accidents.

Enabling Objectives:

3.27
3.28
3.29
3.30
3.31

Time:
Methods:
Materials:
Media:

In order to achieve the terminal objective, the learners must be able tor

List entering and leaving parking spaces as a possible driving hazard.

Explain proper parking procedures when entering and leaving parking spaces.
List vehicle backing situations which may be hazardous.

Explain proper backing procedures.

Explain that the vehicle operator should back a vehicle only when absolutely
necessary, and when doing so the operator should make certain that the path is
clear.

45 minutes
Lecture, group discussion.
Leamer’s Workbook, pen..

Videotape Backing and Parking. situation board (and accessories), flipchart,
markers.
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SUMMARY OF INSTRUCTION

Introduce the Vehicle Backing and Parking module. Explain USPS rules on backing,
Mention some backing situations which could be hazardous. Show videotape
Backing and Parking. Discuss postal policy on safe parking and curbing of vehicle
wheels. Introduce Workbook examples of curbing. Discuss locking vehicle windows
and doors. Discuss entering and leaving parking spaces. Remind learners of
pedestrians, children playing, their propensity to appreach the letter carrier’s vehicle
to greet the letter carrier, and the driver’s duty to take extra caution when driving
near children.

PLAN OF PRESENTATION

1.

Say:

This is another module where we’ll be talking about driving hazards that can be
controlled directly—backing, and parking your vehicle.

Give rules for backing USPS vehicles, using the situation board or flipchart to emphasize
backing situations.

When it comes to backing, this is what we expect. You may back your vehicle:
. only back when you have no other choice,

» if you have to back up, get out of your vehicle first and check the conditions in
back of your vehicle, and

. never pull into a driveway from which you have to back out.

So, if a stopped vehicle places you in a position where you have no choice but
backing, here are some rules. You’ve got to:

. get out of the vehicle,

» walk back,

. check not only the area behind the vehicle, but the entire area you plan to use
while backing,

. return to the vehicle, and

. do your backing before the situation behind has time to change.
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Proper planning will usually eliminate the need for backing. There are some backing
situations which can be hazardous such as:

. Backing up into an area that is open to the public.
. Backing into an alley having to cross a sidewalk.
. Backing in heavy traffic.

. Backing in a shopping mall parking area.

Don’t back up in these situations. Watch out for other vehicles that may be doing
just that. If you need to park in a shopping mall parking lot and you have your
choice of parking head in or pulling up so that the vehicle is facing headout, which
should you choose?

The answer should be that you should park head out so you won’t have to back when you
return to your vehicle.

Again—try to avoid backing whenever possible. When you must back, do it
extremely carefully! If you discover that you’ve just passed a delivery stop by a short
distance, what should you do?

(Wait for responses from the group.) Get out of the vehicle without backing and walk
back. Don’t back your vehicle in this situation.

Time for a postal rule: No government or contract vehicle may be driven into a
driveway from which it’s necessary to back out. Does that make sense? Why do you
think we have this rule?

Use the situation board or flipchart to illustrate these examples. Get responses from the
group. The correct answer should be something like: To protect the employee, the
pedestrians, and the vehicle from a potential accident.

Here’s another possible backing situation. Let’s say that a vehicle is backing to the
dock in a confined area. You’re approaching and need to go around. What should
you do? Right—wait until the vehicle has completed the backing maneuver.

Why should you wait until the backing has been completed?
Answers will vary but shouid be something like:

“So you will not distract the driver.”



S

10.

Show the videotape, Backing and Parking.

Discuss the video.
Have leamners tum to their Workbooks to complete the exercise on backing a vehicle.
If there are any questions, answer them. Answers should be:
Don’t pull into a driveway when you have to back out.
Don’t back when pedestrians are present.
Don’t back up when you’ve passed a mailbox.
Say:

Now that we’ve talked for awhile about backing, I'd like to mention parking. Many
of you will need to park your vehicles at different times for different reasons. You’li
also be observing as other drivers pull in and out of parking spaces while you’re on
your route. Let’s talk about the Postal Service policy on parking.

Here are the rules:

o Park legally.

0 Curb your wheels.

o Put transmission into park.
0 Set your parking brakes.

o Shut off engine.

0 Lock windows and doors.

o Take your key.

Use the situation board or flipchart to help explain the concept of “curbing” and the
following examples.

“Curbing” simply is the act of turning your vehicle tires toward, or in some cases,
away from the curb. Even when there isn’t a curb, you will still turn your wheels
when parking.

On the street, every time you park your vehicle, you will curb your wheels, Uphill
with a curb, turn your wheels out towards traffic and away from the curb. The back .
portion of the tire (the tread) must be touching the curb.
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11.
12.

13.

14.

When you’re parking on an uphill slope without a curb—turn your wheels in front of
the tire in (to the right — away from traffic and towards the curb).

When you’re parking on a downhill slope with or without a curb—turn your wheels
in (to the right - away from traffic and towards the curb).

When you’re parking on level ground—turn your wheels in (to the right towards the
curb).

When you’re parking on a hill with a curb, the tread portion of the tire should be
touching the curb.

introduce curbing exercise in Learner’s Workbooks.
After all are through, or when time is up, go over this exercise. Answer all questions.
Answers should be:
1. Correct
2. Correct — down hill
3. Incorrect — up hill
4

. Correct

Now, ask:

Why do you think you need to curb your vehicle’s wheels when you’re on level
ground?

Get random answers.

Say:

The reason is that if your vehicle is hit by another vehicle, your vehicle will not travel
as far. And also when you curb your wheels, you can avoid the rollaway of your
vehicle.

What if you’re approaching a mailbox which is on the far side of the sidewalk?
Should you drive up on the sidewalk to make your delivery without dismounting?
Should you forget about delivering the mail and take it back to the station? No, you
should park at the curb, dismount, and make your delivery.

You’ve parked your vehicle. You’ve done it safely, of course. Do you turn your
engine off? You should turn your engine off and take your keys with you any time
you will be away from your vehicle.



15.

16.

17.

Again, you’ve parked your vehicle. How about the vehicle windows and doors? Do
you need to lock them?

Ask class to take out a sheet of paper and write down three occasions when vehicle
windows and doors must be locked. Then write down three similar occasions when the
rear door must be locked.

You need to lock your vehicle windows and doors:
L When the vehicle will be out of your sight,
2. When you’ll be far enough away that a theft of the mails could occur, and/or

3. When you end your tour of duty. (And of course any local rules observed in
your office apply here.)

Your vehicles will have a rear door. Your rear door must be locked pretty much the
same times that you’d lock your vehicle. It must be locked:

1. At all times when the vehicle is in motion,
2. When your vehicle is out of sight, and
3 When you’'re far enough away to permit theft. (Local rules also apply here.)

Say:

1 mentioned “rollaways.” What is a “rollaway?”’ A rollaway means simply what it
says. It occurs when your vehicle “rolls away™ from where it was supposed to be. A
rollaway is no fun. It can be very dangerous to life and property. And really, there’s
no excuse for a rollaway if you secure your vehicle properly each time you leave it.

All rollaway accidents are preventable. Make sure that you use the proper
procedures for parking your vehicle each and every time you park it.

Ask if therc are any questions and answer them if they arise. Then talk about the hazards
of entering and leaving a parking space. Ask class for hazards of entering and leaving
parking spaces and the ways to correct these hazards. Some hazards might be:

e Not checking traffic conditions when entering and leaving.
» Pedestrians walking into the space or into your blind spot.
¢ Hitting the car in front or rear while parking.

o Parking illegally.
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18.

19.

Next, say:

You’ve gotten back into your vehicle and need to get out of your parking space and
back into the flow of traffic. You’re going to be pulling into a street that has two
lanes going in your direction. Here’s what you should do—and it’s really just
common sense:

J Check and wait for passing traffic approaching in the two lanes to your
immediate left.

. Check your mirrors, then turn your head to check your blind spot, then signal
if the roadway is clear.

J Turn your head to check the blind spots one more time after signaling and
move into the lane if it’s clear.

Don’t worry. You’ll be practicing your curbing, parking, and many other techniques
out on the driving field.

Ask if there are any questions on this module. When all questions are answered, announce
that the next module will concern “Hazards Due To Driver Inattention™.
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Module 4D

Module Titie: Hazards Due to Driver Inattention

Terminal Objective:

4.0

At the end of this section of instruction, the leamners will understand how mood
changes and attitude affect perception and the ability to drive.

Enabling Objectives:

In order to achieve the terminal objective, the leammers must be able to:

4.1 List the debilitating effects of alcohol as well as other drugs such as prescription,
over-the-counter, or drug—mixing, on a driver.

4.2 Be awarc of the penaltics for driving a postal vehicle while under the influence of
alcohol or drugs.

4.3 Define “driver fatigue™ as it relates to vehicle accidents.

4.4 Understand that proper attitude will result in safer driving.

4.5 Identify the effccts that mental and emotional stress and strain have on the driver.

4.6 Eliminate the need for hastc when performing one’s job to the extent that the job
is performed unsafely.

Time: 30 minutes

Methods: Lecturc, Workbook. videotape Attention Pleasc, group discussion.

Materials:  Learner’s Workbook, pen, papcer.

Media: Situation board, flipchart, markers.

SUMMARY OF INSTRUCTION

Introduce the module, “Hazards Due to Driver Inattention” and examine reasons for
driver inattention. Explain how driver fatigue could result in a vehicle accident.
Explain how a driver’s haste could result in a vehicle accident. Show videotape
Attention Please. Discuss drugs and alcohol pertaining to driving and postal
penalties for use and possession. Explain EAP (Employee Assistance Program)
briefly. Discuss driver attitude and how it relates to driving. Explain the correct
procedure for holding the steering wheel.
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PLAN OF PRESENTATION:

1. Say:

This portion of driver training involves “Hazards Due to Driver Inattention.” Thisis
the final module on hazards that can be controlled directly.

Take it for granted that some drivers are not going to be paying attention. Their
minds may be on a fight they had with their spouse, on an upcoming vacation, a
misunderstanding with the boss. In short, it could be hundreds of things that turns
the best drivers in the world into traffic statistics.

Remember that anytime you’re driving, have two hands on the wheel. It’s important
to keep both hands on the wheel in a good position for control while driving because
if you have to make a sudden move, you’ll have better control of your vehicle, and it
assists you in maintaining a proper driving position.

(Local office rules may determine how drivers are to hold the steering wheel. We
recommend two hands anywhere in a safe, comfortable position that lends itself to
quick reactions.)

2. Piacc a video in the VCR.

I’d like to show you another videotape. This one is called Attention Please. It’s
about postal drivers—maybe like some of you—who may be great drivers, but
because of a lack of concentration, have a difficult time of driving. Watch carefully.
When it’s over, I’ll ask you to do some Workbook exercises, and we’ll talk about it.

Show video, Atiention Pleasc.

3. After video is over, say:

You can see from the video that the mood you are in can really affect your
concentration, and the way that you drive. When you are driving for the Postal
Service, please keep your mind only on driving. You should understand that while
you are driving, the Postal Service wants you to be a professional driver first, then a
letter carrier, or whatever your assignment is. The USPS has a substantial
investment in you, and we want you to succeed.

4.  Refer leamers to Workbook for exercise on vidcotape, Have them complete the exercisc.

5. When all arc through, or when time is up, go over Workbook cxercises. Answer any .
questions the learners may have.
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Correct answers should be:

1. True
2 D
3 C
4. False
5. False

Next, say:

T’d like to talk just briefly about drugs and alcohol in the Postal Service. The video
mentioned there is to be no drinking of alcohol on the clock. There are no exceptions
to this. Moreover, there is to be no use of alcohol prior to your coming to work that
might in any way affect or impair your ability to drive on the job.

You are also not allowed to take any drugs, including prescription drugs, either on

the clock or before coming to work, that could impair your ability to safely operate a
vehicle. Taking prescription drugs or over-the-counter drugs or mixing these drugs
could lead to an accident. As you know, medicine — whether it’s prescription or over
the counter — or even fatigue could adversely affect your ability to drive a vehicle
safely. 1f you or someone you know are experiencing a problem with alcohol, and/or
drugs, get in touch with someone from our employee assistance program (EAP). EAP
counselors have data banks of community resources to assist employees in finding
help.

All discussions are confidential. These counselors are well qualified to help you. The
EAP is staffed by trained counselors with professional expertise and experience in the
identification, assessment, and treatment of alcohol and drug-related problems.
Having alcohol or illegal drugs in your possession, could jeopardize your job, your
future, and your freedom.

Your attitude has an awful lot to do with how well you’ll do on the road. It directly
affects your ability to drive safely. Care about yourself. Care about the Postal
Service. Care about your vehicle. Care about the other drivers and people on your
route. Are there any questions on what we’ve covered so far?

If there are any questions, answer them. When finished, introduce the next module, on
hazards that arc not directly controliable.
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Module 5

Module Title: Hazards Controlled Indirectly

Terminal Objective:

5.0 At the end of this section of instruction, the learners will demonstrate a
knowledge of safe driving procedures to adhere to when encountering or dealing
with not directly controllable hazards.

Enabling Objectives:
In order to achieve the terminal objective, the learners must be able to:

5.1 List rain, snow, sleet, fog, wind, and ice as hazards attributable to weather.

5.2 -Identify effective procedures for driving in thé rain and spow.

53 Examine two alternatives by which a driver can regain traction when stuck in the
Snow.

5.4 Itemize safe driving procedures for maneuvering on icy roads.

55 Determine safe procedures to maneuver vehicle when skidding.

56 Examine three factors—sunshine, darkness, and twilight as hazards attributable to
light.

5.7 List four factors, when driving. for reducing glare or bright sun.

58 List safety precautions for driving at night.

59 Examine hazards attributable to roadway conditions.

5.10 Explain the best way to drive on unfamiliar roads.

5.11 Explain the best way to drive on dry and clear days.

5.12 List safety measures for driving safely in fog.

5.13 Explain safe driving procedures when driving through puddles.

5.14 Explain the best way to drive through leaves.

5.15 Explain the best way to drive when there are objects in the road.

5.16 Explain safc driving practices when driving on city roads.

5.17 Understand that a knowledge of the vehicle’s size and characteristics is an

accident-avoidance technique.
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5.18 Identify other accident—avoidance techniques as: proper steering, proper braking, .
foresight (anticipation), and slowing down.

5.19 Explain that “traffic” may be a hazard that is not directly controllable.

Time: 40 minutes

Methods: Lecture, videotape, Workbook exercise, full group discussion.

Materials:  Leamer’s Workbook, pen, paper.

Media: Driver training videotape, Adverse Conditions, situation board (and accessories),
flipchart, markers. '

SUMMARY OF INSTRUCTION

Introduce module on Hazards Controlled Indirectly. Show videotape Adverse
Conditions. Complete Workbook pages. Explain how to drive in rain, and sleet, ice,
snow, high winds, light, twilight, dark, and fog. Explain how to drive through
potholes. Explain how to drive in the city. Explain that driving in traffic may be
considered 2 not directly controllable hazard, and explain what the learner can do to

avoid accidents while driving in traffic. Entertain questions and summarize module.

PLAN OF PRESENTATION

This portion of your Driver Training Program involves hazards controlled indirectly.
The last four modules were all concerned with directly controllable hazards. 1f you
remember, we said that some hazards, such as the driver, and sometimes traffic, are
directly controllable. On the other hand, some hazards, such as light, weather, and
the roadway, (and sometimes traffic) are not directly controllable-——but they can be
controlled indirectly.

2.  Introduce the videotape called Adverse Conditions.

You can be the best driver in the world, but sometimes conditions arise--like
extremely poor weather, very bad road conditions, and the like, that decrease
visibility to almost nothing. Every driver on the road is faced with the same problems
when these conditions come up.

1t’s how each driver compensates for these conditions that differentiate the
professionals from the amateurs.

Watch the videotape carefully. It will give you good, common-sense ideas on what to
do when you come up against some of these not directly controllable hazards. Even .
more importantly, remember these tips when you’re out on the road.




There are different segments on this videotape that address different adverse
conditions. I’m going to stop after each segment and we’ll discuss what we’ve just
seen. When the videotape is completed, I'll ask you to open your Workbook and
complete some short exercises based on the videotape.

Instructor shows the videotape, Adverse Conditions.

Stop after each segment you show and discuss that segment. When the last video segment
is over, ask for questions about the videotape.

When questions have been answered, ask everyone to turmn to the next page in the
workbook and complete a few short exercises based on the video. When everyone is
finished discuss these exercises.

Answers to exercise are as follows:

1. Wind 5. Icc

2 Leaves 6 Puddies
3 Darkness 7. Snow

4 Fog 8 Potholes

When all are finished with Workbook, or when time is up, go over the Workbook exercises
and make sure to answer all questions. Emphasize helpful hints for driving in the types of
weather your office has to deal with. Spend as much time as you need to teach the basics
of driving safcly in foul weather.

Summarize.

The video and the Workbook brought out how to drive in various weather and
roadway conditions. You may have noticed that many precautions you should take
are similar in different situations. For instance, if you encounter rain or sleet, don’t
hit the brakes suddenly. The brakes will respond, but they can also lock the wheels,
causing the wheels to skid on wet roads. To avoid skidding, squeeze the brakes then
let up. Repeat the process quickly, until you’re stopped. Avoid sharp or erratic
turns or movement of the steering wheel. All of us encounter rain from time to time
and we adjust our driving accordingly.

Keep in mind that the danger of wet roads increases: (1) on hot days just after the
rain begins, (2) the first few minutes when the rain combines with oil and dirt on the
road, and (3) at intersections, because vehicles have stopped there and left oil on the
road. And, of course, you should read the road ahead. :
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And when it’s raining, increase your following distance and slow down. Make sure .
that your wiper blades are working well and that your windshield is clean.

Sometimes you will be driving after a heavy rain has fallen. The sky may be bright
and clear, but large puddles may remain on the ground. Be extremely careful. You
may have no idea how deep the puddle is. You may temporarily lose your brakes as a
result of going through the puddle. When you cannot avoid a puddle, slow down,
Lightly depress the brake pedal when going through the puddle. Test your brakes
afterwards.

You know, if you’re not careful, your vehicle can wind up “hydroplaning.” That is,
you’re “driving” on a thin layer of water. To regain control of your vehicle, reduce
your speed by lifting your foot off of the accelerator. Do not apply the brakes.

In some colder areas, rain can turn to ice. Icy roads are particularly treacherous, If
the roads have turned icy, slow down or stop, shift to a lower gear, then cauticusly
continue. Don’t shift to a lower gear while you’re moving fast. It may cause the
vehicle to lose control by spinning the wheels. Accelerate and decelerate gradually.
Avoid sudden turns, stops, and starts. Slow down. Remember, too, that bridges
freeze before the road does.

 Drive defensively.

For areas that experience snow, say

When you find that you’re reporting to work and it’s snowing outside, make sure that
your vehicle’s windshield, windows, and mirrors are completely free of snow. Use
your defroster and windshield wiper to keep snow from building up on your
windshield as you drive. Slow down to a safe speed and increase your following
distance—don’t drive the speed limit, drive below it.

I you start to skid in the snow, don’t pump the brakes. Instead of “pumping” the
brakes, use the squeeze technique. This simply means that you press the brake pedal
down until you feel the wheels are about to lock up. Then you let off the pedal and
squeeze again. Avoid sudden turns, Drive smoothly by making slight or gradual
changes in speed and direction.

Signal well in advance. Watch out for pedestrians, and also look out for motorists
stuck in the snow. If you get stuck in the snow, don’t spin your tires. The best way to
regain traction is to try to “rock” the vehicle forward and reverse. Be careful.

Wind can be a factor too. Especially with some of our lighter vehicles. Strong gusts
of wind can come without any warning at all. These gusts can push your vehicle off .
the road—or push another vehicle into yours. Hold the steering whee! firmly, Steer



straight ahead. Avoid changing lanes or making sudden moves. Never try to pass
other trucks or smaller vehicles on windy roads.

Don’t let your guard drop just because the weather is good. Believe it or not, most
accidents occur when weather conditions are perfect. So even if the weather is fine,
pay attention to your driving at all times.

There are other things you need to watch out for, like light—or lack of it. Never look
directly into bright sunlight. You can be temporarily blinded. Use sunglasses if you
need them, and your vehicle’s visor to help block out the sun. Keep a clean
windshield. Always turn on your headlights at twilight. This will help you see
objects ahead, as well as let other drivers see you. And make sure not to look directly
into the headlights of oncoming vehicles.

Many areas experience fog, especially during the early morning hours when some of
you may be reporting to work. Always drive with low beams. High beams will reflect
off the fog and actually reduce your vision. Increase your following distance to allow
for extra reaction time.

Some roads are badly in need of repair. The big cities usually have this problem a lot,
but you can find it anywhere—on rural roads, on highways, just anywhere. You may,
also, drive through treacherous stretches of road with dangerous curves, steep hills,
and the like. Be extremely careful when your visibility is reduced or your vision is
blocked—for example, when going around curves or up a steep hill.

Let’s take potholes, for instance. To avoid them, scan the road ahead. If you spot
one, try to go around it safely. If you can’t avoid a pothole, slow down, get a good
grip on the steering wheel, and drive on. Avoid braking once you’re in the pothole.
Take your foot off the gas pedal until you clear the pothole. Then resume a safe

operating speed.

For those driving in city traffic, say:

When you’re driving in the city, make sure there’s plenty of distance between you
and the vehicle in front of you and behind you. I know sometimes it’s difficult in the
city to leave space between vehicles. It seems that whenever there’s space, another
vehicle will squeeze in.

Stop and park only in safe locations after signaling and properly securing your
vehicle. Obey all traffic laws, They are for all of us.
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10. Summarize briefly. .

11.

Well, we’ve talked about ways fo drive through all kinds of conditions. And there are
many weather and road conditions we haven’t even talked about. You see, you can’t
change the weather or the roadway, or the lighting conditions; but you can change
the way you drive to compensate for these conditions while becoming a better, safer,
professional postal driver.

You’ve seen that the same avoidance techniques seem to get mentioned—siow down,
keep watching the road, expect the unexpected. Some other accident avoidance
technigues are to make sure you’re steering properly—two hands on the wheel at all
times; make sure that when you put your foot on the brake, you’re braking properly;
and always anticipate—watch out for the other driver or pedestrian. It’s a tough job,
but I know as professional postal drivers, you can do it. Any questions?

If there are questions, answer them. When finished, séy:

I’'m going to give you some information in the next module about something 1 hope
you’ll never need fo use—information about the Postal Accident Kit and Accident
Reporting Procedures.




MODULE 6

ACCIDENT KIT AND ACCIDENT
REPORTING PROCEDURES
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Module 6

Module Title: Accident Kit and Accident Reporting Procedures

Terminal Objective:

6.0

At the end of this section of instruction, the learners will successfully demonstrate
a knowledge of the accident report kit and accident reporting procedures.

Enabling Objectives:
In order to achieve the terminal objective, the learners must be able to:
6.1 Explain that Item 087-H, Vehicle Accident R, Kit, is an accident kit that is
placed in every postal vehicle.
6.2 Identify the contents of the accident kit as: Forms 4585, Postal Driver Accident
Information, 4586, Accident Information, SF 91, Qperator’s Report of Motor
Yehicle Accident, pencil, and chalk or crayon.
6.3 Properly complete SF 91, Operator’s Report of Motor Vehicle Accident.
6.4 Relate procedures to follow when involved in a collision.
6.5 Relate driver’s responsibilities at the accident site.
Time: 40 minutes
Methods: Lecturc, discussion.
Material: Learner’s Workbook. pen. pencil. paper.
Media: Situation board (and accessories), flipchart, markers, overhead (if desired).
SUMMARY OF INSTRUCTION
Introduce accident kit and accident reporting procedures module. Discuss Item
087-H, Accident Report Kit. Discuss SF 91, Operator’s Report of Motor Vehicle
Accident. Briefly discuss Form 4585, Postal Driver Accident Information, and Form
4586, Accident Information. Be positive. Explain the marking procedure with chalk
or crayon, Complete Workbook pages. Discuss postal driver responsibilities at the
accident site.
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PLAN OF PRESENTATION

1. Introduce the module.

1 hope none of you here will become involved in an accident., 1 expect you to drive

defensively and avoid accidents. Unfortunately, some of you in this room will become

involved in an accident in the next few years because you’ve ignored or forgotten

some safe driving rules. If you do have the misfortune of becoming involved in an

accident on the job, you should know exactly what you’re expected to do. I

2. Referlearners to Workbook to examine forms used in accident reporting (Item 087-H,
SF 91, Form 4585, Form 4586.) If you have any of the above, you may wish to hold them
up and show them to the class.

3.  Referleamecrs to Workbook, item 087-H. If you havé an item 087-H in the room, you l
may want to show it to the class.

We’re going to talk briefly about Item 087-H, the Accident Report Kit first. This kit
must be found in all postal vehicles, leased vehicles, in rural carrier vehicles, and in
all motor vehicles operated by postal employees in a pay status who are on the clock. .

When performing your Notice 76, Expanded Vehicle Safety Check, you should look to
make sure that your vehicle has an accident kit in it. These kits may be sealed. 1f

they are, don’t open the seal, uniess of course, you need to. I no kit is found,
contact your supervisor for another kit immediately. The following instructions are
printed on the front of the item 087-H for you to follow.

. Stop your vehicle at the scene. I
° Aid and assist the injured.

. Safeguard the scene agzainst further accidents.

. Secure the vehicle and the mail,

. Provide other driver(s) and/or police with any information required by law. I

L] Obtain names, addresses, and telephone numbers of any injured persons (note
the extent of visible or claimed injury.)

» Obtain name(s), address(es), and telephone number(s) of the owner(s) or
driver(s) of any vehicle(s) or property damaged.

Additionally, obtain the name of the other driver(s) insurance carrier and policy
number(s).



Note the extent of visible damage.

* Obtain the names, addresses, and telephone numbers of any witnesses (use
Form 4586.)
. Mark on the pavement with chalk or crayon the position of the vehicle’s

wheels, as well as objects, or persons involved in the accident.

. And finally, complete Standard Form 91 and submit it to your immediate
supervisor before going off duty on the day of the accident.

Of course, contact your supervisor as soon as possible.

If an accident has occurred, no matter how minor it seems, the driver still must
complete this form. This protects the vehicle operator, and the USPS if a tort claim is
filed against the USPS. Any questions about the item 087-H?

If there are any questions, answer them briefly. Do not dwell on becoming involved in
accidents.

Briefly discuss Forms 4585 and 4586. You may want to show the Forms 4585 and 4586 to
the class while they are looking at them in their Workbooks.

I an accident has occurred, the ¥orm 4585 Postal Driver Acci Inf ion must
be completed by the driver. It will have the driver’s name and office and will provide
other drivers and/or police with any information required by law.

DRIVERS SHOULD NEVER ADMIT LIABILITY. Even if the driver has no doubt
the accident was his or her fault, the driver should be polite, but not discuss the
accident with anyone except the accident investigator, the police, and the supervisor.

DRIVERS SHOULD NOT TRY TO MAKE A SETTLEMENT WITH THE OTHER
DRIVER. The names, addresses, and telephone numbers of any injured person
should be obtained (note the extent of visible or claimed injury).

The postal vehicle operator should place a mark on the pavement beside all four tires
of the vehicle and place a large “F,” indicating “front,” on the pavement in front of
the vehicle.

The driver must not move the vehicle until you are told to do so by a police officer. If
no police officer is at the scene, then do so if told to by the accident investigator or
your supervisor.

DON'T DWELL ON THE NEGATIVES. Don’t make the leamers feel they arc “doomed”

to be involved in an accident. When finished refer leamers to Workbook, Form 4585,
Postal Driver Accident Information. If there are any questions, answer them,
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10.

11.

12

13.

i4.

Then refer learners to Workbook page on Form 4585 and discuss.

Refer learners to Form 4586, Accident Information, in the Workbook.

Discuss the Form 4586 exercise from the Workbook. Answer all learner questions.
When finished, direct learners to SF-91 in their Workbooks.

Show the class the SF-91 in your classroom, and refer to the completed form in their
workbook.

The form, when folded in the middle, is a four—page report. Look first on the right
side of page 36. You should see the title of the form on top, Operator’s Report of
Motor Vehicle Accident. Seeit?

If there are any questions, answer them. When finished continuc, saying:

Now that you know all the forms that need to be filled out in case of an accident, I
want to make sure that you know exactly what a driver’s responsibilities are at an
accident site. If a driver is involved in an accident with injuries to others, the driver
must first stop the vehicle. If the driver is not injured, what happens next?

Solicit responses. The correct answer is: Aid or obtain aid and assist the injured.

After aid is obtained, the driver takes the chalk from the accident kit and places a
mark on the ground or pavement beside all front tires of the driver’s vehicle. On the
ground in front of the vehicle, the driver places a large “F.” Then the driver will
secure the accident scene, secure the vehicle, and finally, contact the supervisor for
further instructions. Any questions about anything we’ve discussed in this “Accident
Kit and Accident Reporting Procedures” module?

Answer any guestions. When you have answered all questions, introduce the next module.

Next, we’ll be talking about “Courtesy and Professionalism” while driving for the
Postal Service.




MODULE 7
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Module Seven

Module Title: Courtesy and Professionalism

Terminal Objective:

7.0 At the end of this section of instruction, the learners will be able to demonstrate a
knowledge of how professionalism and courtesy in the postal service relate to safe
driving.

Enabling Objectives:

In order to achieve the terminal objective, the learners must be abie to:

7.1 Discuss the art of being a professional postal driver.

7.2 Discuss the importance of possessing a proper attitude when relating to
professional and courteous driving.

7.3 Relate the principles of courtesy to professional postal driving.

7.4 Discuss the importance of public perception of image created by the driver and
postal vehicles.

7.5 Relatc what safe driving awards arc, and how they arc eamned.

7.6 Recognize that to become a professional postal driver one must constantly
practice courtesy as well as safety.

7.7 Explain the Form 4584, Observation of Driving Practices. to include that drivers

arc subjcct to observation by supcrvisors or others at any time.

Time: 30 minutes
Methods: Lecture, group discussion.
Materials:  Learner’s Workbook, pen, pencil, paper.

Media: Situation board (and accessories), flipchart, markers.



SUMMARY OF INSTRUCTION

Introduce the module on courtesy and professionalism. Discuss the word
“professionalism”, and complete workbook page. Discuss the differences between a
professional driver and a professional postal driver. Discuss courtesy. Discuss
personal experiences learners have had with postal driving personnel. Explain that a
professional postal driver always practices safety. Discuss safe driving awards.
Discuss the rule on carrying passengers in a postal vehicle. Discuss Form 4584,

Observation of Driving Practices, and complete workbook exercise.

PLAN OF PRESENTATION

1.

Open this module, saying:

I*d like to talk with you about courtesy and professionalism in the postal service for a
few minutes. Courtesy and professionalism—these words are used so often that they
seem to lose their meaning after a while. Every one of you will nod your head and
say, “Of course we should be professional; of course we should be courteous.” But
you need to show in deed as well as in word that you care about the public. Without
them, we would all be out of a job.

Let’s discuss the word “professionalism.” At the beginning of this course, 1
mentioned that many of you already felt that you were professional drivers. What’s
your idea of a professional driver?

Refer leamers to exercise on “Characteristics of a Professional Driver,” workbook page.

Have leamners writc the characteristics of a professional driver in their workbooks. Then
call on various learners. Come to an agreement on some characteristics of a professional
driver.

Next, ask:

“What are some differences, then, between a professional driver and a professional

postal driver?”

Discuss any differences between drivers and professional postal drivers (PPD) such as:

. PPD’s have increased exposure becausc of pulling in and out of the traffic flow,

. PPD’s have more stops and starts,
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. PPD’s drive right hand drive vehicles,

. PPD’s may be have two jobs to perform—professional postal driver, as well as
carrier or other function,

) PPD’s have positive driving attitude and skills.

Next, say:

Think about the carrier who delivers your own route. Remember, the driver you had
a run—in with on the road recently. You may have heard stories from others. Anyone
who drives a postal vehicle is highly visible in the streets. Dress sharp, smile often,
and drive safely.

While we’re discussing courtesy and professionalism, how many of you encounter
bicycle riders on your route? When you come upon a cyclist always try to change
lanes if possible to completely avoid the bicycle.

Get volunteers to speak about Courteous or non—courteous postal drivers and/or postal
driving situations. Keep stories/examples relevant to driving. If no one volunteers, share
your personal experience.

Although good customer relations include being a courteous driver, it doesn’t include
stopping to discuss current affairs, with each customer, or lending a customer a
helping hand in the yard. Being courteous also doesn’t mean that you can use your
postal vehicle to help other vehicles. Let’s say you’re driving a postal vehicle and the
vehicle ahead of you stalls. The driver of the vehicle asks you to push his vehicle,
You are not allowed to push the vehicle. Just politely tell the person in the vehicle
that you are not allowed to push another vehicle with a government vehicle.

I’d like to mention just one word about carrying passengers in your vehicle, You may
want to help someone out, but most of our vehicles are equipped with one seat
only—that’s for the driver.

For your safety and the sanctity of the mail, you are to pick up no passengers in your
vehicle unless all three of the following conditions are met:

. They’re postal employees,
. Permission has been given by your supervisor, and

L The vehicle has been equipped with a seat and seat belt for each
passenger.
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Are there any guestions?

Being a professional postal driver involves always wearing clean clothes, always
making sure your vehicle is clean and presentable, doing vehicle safety checks,
adjusting mirrors properly, making sure your windshield is clean, signaling all turns
in advance, always yielding right of way, always watching out for the other drivers,
children and other pedestrians, always greeting customers courteously—I think you
get the idea, You’re not just another delivery person, you are a professional, a
representative of the United States Postal Service—an organization that is committed
to safety and service.

I’d like to talk now about the safe driving awards in the postal service; what they are
and how you can earn them. The most important way to Jearn how well you’re
driving is by achieving a safe driving award pin. This award is the highest national
safe driving award given by the Postal Service.

According to the National Safety Council Rules on preventable and nonpreventable
accidents, if you drive your vehicle safely and have no preventable accidents for one
entire year, you are awarded a safe driving award pin. For each additional year that
you drive safely, you are given another pin.

When you go out to your station or branch, look for the men and women who are
proudly displaying their safety awards. This is something that you have to earn—you
can’t be given an award if you don’t deserve it.

If there are any questions, answer them. When finished, introduce the Form 4384,

Observation of Driving Practices, There is a sample Form 4584 in your classroom: show it

to the Icamers now.

Well, I'd like to talk about. Form 4584, Qbservation Of Driving Practices. During
your driving career, and especially during your probationary period, you'll be
observed, while you’re driving on your route by your supervisor if you're in traffic,
you may not get your copy of this form until you make a stop or return to your office,

It is possible that the observer will feel that there are some driving practices of yours
that need to be improved. He or she will check the appropriate box, make
comments, and sign the form. Copies will go to you and to appropriate officials.

At this point, we’re going to review everything that’s been talked about so far.
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Module Eight

Module Title: Classroom Review

Terminal Objective:

8.0 At the end of this section of instruction, the learners will successfully demonstrate
a knowledge of professional driving skills through a question/answer discussion
session.

Enabling Objectives:

In order to achieve the terminal objective, the leamers must:

8.1 Correctly answer all review questions.

Time: 30 minutes

Methods: Class discussion
- Material:  Pen
Media: Situation board and accessories, flipchart (if needed), markers

Summary: Explain that this is a review moduic. Ask for questions about the coursc. Review
answers 1o questions with learners.

DETAILS OF INSTRUCTION:

NOTE TO INSTRUCTOR: The informational portion of the classroom training course is
now over. This module is a review module. We have provided optional sample questions
with answers for you with an answer sheet afterwards. At this point you may wish to:

1. Ask some of these questions directly from this guide,

2. Come up with your own questions,

3. Ask the class for questions and discuss those questions.

1. Saw:

You have just about finished your classroom portion of the Driver Orientation
Training Program.
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OPTIONAL QUESTIONS:

1.  Everyone in the Postal Service has an obligation to work .

*A.  safely.
B.  quickly.
C. slowly.
D.  None of the above.

2. _____is(are) responsible for the safe operation of a postal vehicle?

A.  Your supervisor.
B.  Your fleet manager.
C.  Your Driver Instructor and Examiner.

*D.  You—the driver.

3. A definition of "defensive driving” might be .

*A.

B.
C.
D.

4.  The most significant related factor of a motor vehicle accident is the
*A

B.

C.

D.

5. Postal employees must have a

driving to save lives, time, and money in spite of the conditions around
you and in spite of the actions of others,

driving with both hands on the steering wheel.
wearing a safcty belt.
keeping your vehicle tuned-up at all times.

driver.

weather,
vehicle.

all of the above.

in their possession while operating a motor vehicle

on official postal business.

A.
B.
*C.
D.

A U.S. Postal Service Identification Card
Registered Receipt

valid statc driver’s license

None of the above.




Form 4582, QOperator’s Record (Driving Record) is a permanent record for, among other
things .

A.  documenting safe driver awards.

B.  listing vehicles an employee is qualified to operate.

C.  listing of motor vehicle accidents (preventable and nonpreventabie).
*D.  all of the above.

When your postal vehicle is in motion, and you are traveling to or from your route, your
vehicle doors

A. may be closed.

B.  could be opened.
*C.  must be closed.

D. none of the above.

When you are driving a postal vehicle ___.
*A.  you must obey all local, state, and city traffic laws and ordinances.
B. you may do what you need to do to deliver the mail.
C.  you have the right to disobey traffic laws since they don’t affect you.
D. none of the above.

. are not a major cause of postal motor vehicle accidents?
A. Backing.
B. Rollaways.
C.  Swiking fixed objects.
*D.  Invalid driver licenses.

A definition of a preventable accident is
*A.  anaccident in which the driver failed to do everything he or she
reasonably could have done to prevent the accident.

B. anaccident in which the driver failed to do everything he or she possibly.
could have done to prevent the accident.

C.  driving a preplanned route.
D. paying full-time attention to driving.
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11,

12.

13.

14.

15.

A good defensive driving technique would be .

A.  driving with two hands on the steering wheel
B. covering the brake pedal while approaching intersections
C.  driving at or below the posted speed limit

*D.  All of the above

The hazardous condition considered the most critical is the .

A.  traffic.

B. vehicle.

C. weather.
*D.  driver.

An cxample of a directly controllable driving hazard wouldbe _____
*A.  your vehicle.
B. atraffic signal.
C. apedestrian.
D. abicyclist.

An cxamplc of a not dircctly controliabic driving hazard would be .

A. your vehicle.
B.  an intersection.

*C.  the weather.
D. traffic.

A hazard,” as discussed in this course, may be defined as .

A. aperil
B. arsk.
C. adanger.

*D. all of the above.




A dnvmg hazard,” as defined in this course, may besaidtobe _____.

A.  aclose relative.
*B.  asituation on the road which exposes a vehicle operator or othersto a
danger, peril, or risk. ‘
C. both of the above.
D. neither of the above.

A Label 70, Safety Check and Vehicle Dimensions, may be found _____.
A. onthe supervisor’s desk.
B. in your wallet.
*C.  applied to the dashboard of most postal vehicles.
D. in the glove compartment of all vehicles.

A Form 4570, Vehicle Time Record, isusedto .-
A. record overtime.
B. keep track of mail volume.
*C. record daily vehicle use.
D. report vehicle damage.

The Notice 76, Expanded Vehicle Safety Check must be used )

A. after being involved in a collision.
*B.  prior to, and after use of the vehicle.

C. while on your routc.

D. when told to do so by your supervisor.

The Form 4565, Vehicle Repair Tag, isused ____.
A. after an accident.
B. before an accident.
*C. torecord vehicle damage.
D. for daily vehicle use.

While operating your vehicle, you break down, or your vehicle gages indicate a
mechanical problem. First you will _____
A. report on Form 4565 any problems.
B. contact your supervisor at the end of your route.
*C.  secure your vehicle, then contact your supervisor as soon as possible.
D. all of the above.
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22.

23.

24.

25.

26.

Some vehicle parts, that when defective may coniribute 1o a vehicle accident are .

A,
B.
C.
*D.

worn brakes.
brake lights.
tires.

all of the above.

Where legal to do so, you may execute a right turn on red when

A.
B.
C.
*D.

A.
B.
C.
*D.

To determine a safc following distance when driving Postal Service vehicles, the rule to

use is

A,

B.
*C.

D.

your city/state allows a right turn on red.
there are no pedestrians in the crosswalk.
there are no vehicles approaching.

all of the above.

is used when computing total stopping distance.

Reaction distancc.
Skidding distance.
Braking distance.
A and C above.

one car length for each five miles per hour.
the two—second rule.

the four—sccond rule.

nonc of the above.

Traffic situations that may be a hazard arc

A.
B.

*C.

D.

the vehicle ahead, the vehicle behind, and the vehicle in an intersection.

the vehicle passing, the vehicle entering, and leaving a parking space,
and the vehicle tuming.

both A and B.
None of the above.




27.

28.

29.

30.

3L

32.

.. would not pertain to avoiding a collision with the vehicle ahead.
A.  Failure to pay attention.
B. A vehicle stopping suddenly without warning.
C. Following too closely.
*D.  The driver ahead driving too slowly.

You should never when you see a tailgater.

*A,  slam on your brakes.
B. motion for the tailgating vehicle to pass.
C. slowdown.
D. do any of the above.

Onc safe procedure you should follow to avoid a head—on collision is

*A.  read the road ahead.
B. maintain relatively good vehicie control.
C. steerto the left.
D. let the other driver avoid the collision.

You are at an intersection waiting to make a lcft turn.  Your front wheels should be
positioned .
A. 1o the left.
B. tothe right.
*C.  straight ahcad.
D. Nong of the above.

When stopped behind a vehicle, you must be able to .

A. see the rear bumper of the vehicle ahead.

B. follow the two-second rule.

C. leave three car lengths between the vehicle ahead and yourself.
*D.  none of the above.

‘When at an intersection you should
A. look right, then left, then right.
B. look right only.
*C.  look left, then right, then left.
D. look left only.
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33.

34.

35.

36.

37.

38.

When approaching a stop sign, you may make your complete stop
*A.  before the pedestrian crosswalk (if there is one).
B. anywhere inside the pedestrian crosswalk (if there is one).
C.  uptothe middle of the intersection.
D. None of the above.

The procedure(s) that are correct for making a turn at an intersection is (are) .
A.  signal well in advance.

B. slowdown.

C. tum into the proper lanc.

*D.  All of the above.

You may change lanes in a postal vehicle

A.  whenever you like.
*B. only when necessary.

C. never

D. None of the above.

You may back your vehicie

*A.  if you have no other choice.
B. anytime you like as long as you do it safely.
C.  if the customer asks you to.
D. Nonc of the above.

All of the following backing situations may be hazardous except:
A.  backing up to check an area that is open to the public.
B. Dbacking into an alley which crosses a sidewalk.
C.  backing in heavy traffic.
*D.  Nonc of the above.

is the maximum authorized speed limit for a postal vehicle crossing railroad tracks?

*A.  15mp.h.
B. 20m.p.h.
C. 25mp.h

D. 30m.p.h.
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39.

41.

42.

43.

The parking brake must be set and the gear selector must be placed in park- .

A.  atthe end of your tour.

B.  when dismounting for delivery.

C. when dismounting for collections.
*D. Al of the above.

You must lock your postal vehicle windows and doors _____.
A. when you end your tour of duty.
B.  when the vehicle is out of sight.
*C.  All of the above.
D.  None of the above.

could be described as driving too fast for conditions.

A. Driving at the speed limit with perfect conditions.
B. Driving at minimum speed through a residential neighborhood with
children playing.
C. Driving a greatly reduced speed on poorly maintained roads.
*D.  Driving at the speed limit in fow] weather.

A vehicle is backing to the dock in a confined area. You arc approaching and need to go
around. You should:

A. Drive around the back of the vehicle and sound the hom.

B.  Drive around the front of the vehicle and sound the horn.

C. Drive around the front of the vehicle without sounding the horn.

*D.  Wait until the backing maneuver has been completed so as not to distract
the driver.

If a stopped vehicle places you in a position requiring backing, you must:
A. blow your hom indicating to the other driver he/she must move.
B.  wait patiently until the driver returns.

C.  call your supervisor.
*D.  get out of the vehicle, walk back, check the arca behind the vehicle and
the entire area you plan to use while backing. Return to the vehicle and
do your backing beforc the situation behind has time to change.
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45,

47.

49,

You have just passed a delivery stop by a short distance. You should:
A.  back the vehicle carefully to make your delivery.
B. notdeliver the mail.
*C.  get out of the vehicle without backing and walk back.
D. none of the above.

No government or contract vehicle may be driven into a driveway:
*A. from which it is necessary to back out.
B. unless you are sure no children are around.
C. unless someonc is around to act as a spotter.
D. all of the above.

A driver’s attitudc:

A. docs not affect the ability to drive safely.
*B.  directly affects the ability to drive safely.

C.  if aggressive, can be of great benefit in the prevention of accidents.

D. if angry, does not affect the ability to drive safely.

may affect a driver’s ability to operate a vehicle safely

A. Alcohol.

B. Prescription or nonprescription medication (drugs).
C.  The state licensc.

*D.  AandB above,

Postal drivers may drink alcohol .

A. only on the clock.
B. only off postal premises.
C. only on break.

*D. never on the clock.

Postal drivers may take prescription drugs _____.
*A.  when the drugs don’t adversely affect performance.
anytimc they want,
only off the clock.
only on break.

Cnw
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50.

51

52.

53.

54.

55.

is not an accident avoidance technique.

A.
B.
C.

*D.

Proper steering.
Slowing down.
Proper braking.
Always driving at least at the speed limit.

When driving a postal vehicle you should .

A.

*B.
C.

D.

*A.

B.
C.
D.

If you encounter heavy rain or slect
A,

*B.

C.
D.

finger the mail.

concentrate only on safe driving.
think about upcoming vacation plans.
think about your route.

are considered not directly controllable hazards.

Weather, light, and roadway.
Traffic, the vehicle, and the driver.
Weather, the vehicle, and the driver.
Traffic, light, and the roadway.

hit the brakes quickly so as not to skid.
don’t hit the brakes quickly.

Either of the above methods is correct.
Neither of the above methods is correct.

When you’re driving in a heavy rain, you should

AL
B.
C.
D.

If you start to skid in the snow, you should

A.
B.
*C.
D.

increasc your following distance.
decrease your following distance.
drive as you would in other situations.
None of the above.

brake quickly.

pump the brakes.

take your foot off of the brakes.
None of the above.
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56.

5.

S58.

59.

When you’re driving in a heavy wind, you

A. may pass other vehicies if you're careful.
B.  may pass trucks only.
C.  may pass smaller vehicles only.

*D.  None of the above.

When driving in fog, you should ______.
*A.  drive with low beams to increase visibility.
B.  drive with high beams to increase visibility.
C.  drive with parking lights to increase visibility.
D. None of the above.

is not considered an adverse weather condition,

A. Fog.
B. Snow.
C. Rain.
*D.  Roadway.

can bc considered an adverse road condition.

A. Curves.

B. Hills.

C. Roadway surfaces.
*D. Al of the above.

. are light conditions that can affect the safe operation of your motor vehicle.
A.  Artificial light.
B. Natural light.
C. Lack of light.
*D. Al of the above.
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61.

62.

63.

65.

If a sign reads “Left turn on red permitted”, you __:

A.  may never tumn left on red in a postal vehicle.
B.  may turn left on red only if there is opposing traffic coming toward you.
C.  may turn left on red only during summer months.

*D.  may turn left on red only if extreme caution is used.

A driver involved in an accident, uniess incapacitated, must complete standard form
(SF) 91 .
A.  the next day.
*B.  prior to the end of his/her tour of duty.
C. Do not complete, the supervisor will do it.
D. Al of the above.

No matter how minor the accident may seem, drivers must report

A.  only major accidents.
*B,  all accidents.
C. only accidents with personal injuries.
D.  only accidents that arc over an estimated $75.00.

When involved in a motor vehicle accident a driver must

A. aid and assist the injurcd.
B.  secure the accident scenc and the mail.
C. notify your supervisor.

*D. Do all of the above.

Two characteristics of being a professional postal driverare _.
A.  avalid state license and a safe driving award.
B.  liability insurance and a vehicle in good condition.
*C.  proper driving attitude and skills.
D. None of the above,
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67.

68.

69.

70.

A Postal Service driver involved in an accident should not move his or her vehicle until

A.  aid has been administered to an invalid.
*B.  apoliceman has given the OK.

C. itis safe to doso.

D. the driver cannot move the vehicle.

If a driver is involved in an accident and sure that the accident was his fault he should

A. admit fault at the scene.

*B.  never admit fault at the scene.
C.  admit faalt if the policeman asks.
D. None of the above.

You must drive for one entire year without a preventable accident to eam
*A. asafe driving award.
B. an engraved safety mug.
C.  aPostal Service safety belt.
D. None of the above.

You may carry passengers in your vehicle when

A.  you know thc people involved.

B.  you know thc pecoplc are postal employees.

C. you drive very carefully with the passengers.
*D.  Nonc of the above.

When you are coming into a school zone you rust siow down to the allowable speed limit

A. Dbefore crossing the crosswalk.

*B.  before you pass the school zone sign.
C. after reaching the end of the school zone.
D.  after passing the school zone sign.
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71. When parking at the curb on an uphill slope, you should .

A
B.

*C.

D.

72. 'When parking at the curb on a downhill slope, you should
A.

*B.

C.
D.

keep your wheels straight.

tum your wheels toward the curb.
tum your wheels away from the curb.
it doesn’t matter.

keep your wheels straight.

turm your wheels toward the curb.
tum your wheels away from the curb.
it doesn’t matter.

73. I you pass a delivery stop, you should .

A.
B.
*C.
D.

back up safely to the stop if it’s not too far.

drive around the block and come back.

stop where you are, if it’s safe, and walk back.
pring the mail back and try the next delivery day.
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Module Nine

Module Title: General Vehicle Information
and Familiarization (Hands-On)

TRAINING INFORMATION

Terminal Objective:

8.0 At the end of this section of instruction, the learners will successfully demonstrate
a knowledge of professional driving skills passing the Vehicle Operation Certifi-
cation Test, TD-287D with a qualifying score.

Enabling Objectives:
In order to achieve the terminal objective, the learners must be able to:

8.3 Demonstrate the ability to operate all postal vehicles assigned.

84 Explain the various parts, equipment, and operation of postal vehicles assigned.

8.5 Utilize mirrors and identify blind spots.

8.6 Be familiar with thc componcnts and accessorics of the vehicle(s) they will be
assigned.

8.7 Explain the importance of holding on and slip-resistant footwear when mounting
and dismounting vehicles.

8.¥ Explain that no unauthorized riders arc allowed in postal vehicles.

8.9 Explain that mail must not be piled up on dash tray so that it obscures vision or
interferes with handling of the vehicle.

8.10 Explain that containers of mail should be secured to ensure no interference with
the operation of the vehicle.

8.11 Define the correct procedures for proper vehicle care.

8.12 Explain seat belt rules in postal vehicles.

8.13 Perform required vehicle safety check.

Time: 30-45 minutes per vehicle

Methods: Lecture, demonstration, hands—on.
Material: Vehicles to be driven.
Media: None.
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SUMMARY OF INSTRUCTION

Instructor takes the students to the area where they may see the vehicles they
will be driving and will be responsible for. Once at the site, the instructor
lectures and presents any job aids (handouts such as the Notice 76, Expand-
ed Vehicle Safety Check, etc.) that will help the students learn about the ve-
hicles they will be driving such as information about: handling, braking,
gages, traction, starting, mirrors, and safety concerns particular to vehicle,

MISCELLANEOUS DETAILS: None.

PLAN OF PRESENTATION

1.

2.
3.
4.
s,

Thoroughly explain and demonstrate the workings of the vehicles the learners will be
responsible for. Al learners’ questions will be answered. All learners will be given a
chance to visually inspect the vehicles they are to drive as well as “explore” the inside
and outside of the vehicle.

Provide opportunity for all learners to operate controls while vehicle is parked.
Have “blind spot” demonstration.
Explain Notice 76, Expanded Vehicle Safety Check.

Review the Forms 4565, Vehicle Repair Tag (3-part set), and Form 4570, Vehicle Time
Record (card).




Familiarization

i Vehicl iligrizati

The vehicle familiarization training guidelines in this booklet are arranged in the same sequence
as the Vehicle Operation Test checklist. While your training sessions may not be limited to these
items, you will want to ensure that trainees are capable of the driving skills which will be ex-
pected of them upon completion of this training.

Basic Requirements

Demonstrate the proper procedure for performing the Vehicle Safety Inspection using the
Notice 76.

Explain any unique characteristics of the vehicle.
Fasten Seat/Shoulder Harness

Demonstrate the proper manner of fastening the seat belt/shoulder hamess. Special attention
should be given to the position of the belt across the body. The lap belt should cross the body
between the upper portion of the leg and the body, not over the stomach area. Over~the~shoul-
der belts should never be worn under the arm. Be sure the driver fastens the seat belt properly at
all times during training.

B in ition Wheel

Teach the driver to use the hand—over-hand method of steering while making turns or complet-
ing the serpentine course during training. For left tumns, the hands should utilize only that por-
tion of the wheel from the 8 o’clock to the 12 o’clock position. For right tumns, the hands should
utilize only that portion of the wheel from the 12 o’clock to the 4 o’clock position.

While driving straight, hands should remain in a 9 o’clock and 3 o’clock position.

Hands should remain on the outside edges of the steering wheel.
Release Parkiog Brake

-Demonstrate the proper method of relcasing the parking brake.
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Leaving Curb, Turning, Changing Lanes, Parking

(Underline Condition Where Infraction Occurred)

it fi in fhi
Demonstrate the proper sequence of events that must occur prior to leaving the curb, tuming, or
changing lanes.
1. Check outside rearview mirror.
2. Turn head to check blind spot/use of convex mirror.
3. Signal
4, Tum head to check blind spot/use of convex mirror. .
5

Cancel signal.
k ide Rearview Mi

On the trrining lot, show the driver how to properly adjust rearview mirrors.

Explain to the driver that outside mirrors sometimes do not climinatc all of the blind spots and
movement of the head is required to see around them.

Show the driver the areas beside the vehicle that cannot be seen in the mirror. This can be ac-
complished in the following manner: Stand beside the vehicle next to the door post and have the
driver look in the outside mirror. Take a step out to the side kecping the door post between you
and the driver. This will causc the driver to lose your image in the mirror.

Have the driver turn his or her head to see how closc to the vehicle you are standing. This arca
is the beginning of the blind spot area. Now have the driver look in the mirror and tell the driver
to tap the horn when you appear in the mirror. Walk back slowly as if you were in the next lane
of traffic until you hear the horn. This spot will be the end of the blind spot area and the point
where the long range view can be seen in the mirror. Have the driver look back at the distance
on the ground to get a better idea of the actual distance.

Before walking back to the end of the blind spot area, ask the driver to notice that once you ap-
pear in the mirror he or she will not only be able to see vou but will still be able to sec the arca
beyond. Then ask, what will happen in the mirror if you start walking back toward the vehicle.

NOTE: If the driver says you will disappear, you know the driver understands. If the
driver says you will become larger, the driver does not understand that you will be walking
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back into the blind spot area. Explain the blind spot area again. Use small doll or dummy
to illustrate the potential hazard posed by children.

If the driver understands the concept, have the driver look in the mirror as you begin walking
back toward the vehicle and disappear. Have the driver look back in your direction only long
enough to notice you are there and immediately look back to the front. Have the driver continue
looking back quickly until you are again beside the vehicle.

When a convex mirror is used, the driver will be able to see your image in either the fiat mirror,
or the convex mirror through the entire demonstration.

Signal

Have the driver practice, with the vehicle parked, the step by step procedure of looking, signal-
ing, looking. The proper sequence is: check mirror, blind spot, signal, blind spot, make move if
clear It is important that the sequence is completed in exactly the same manner each time the
operation is performed. The sequence is required frequentty and must become a firm habit. On
the training lot, be sure the driver is completing the sequence each time a turn is made.

While walking back toward the vehicle, the driver will momentarily lose sight of the instructor
both in the mirror and looking over the shoulder to check the blind spot arca. It is important to
stop momentarily to demonstrate this arca to the driver. This area is the reason for taking a se-
cond look over the shoulder. Remember, this look should only be a flash of the eyes in the
direction you plan to move.

Cancel Signal

Watch the driver to ensure the eyes arc looking outside the vehicle when using the turn signal.
Be sure the signal is canceled after the move has been completed.
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Use of Controls - Manual Transmission

Rides Clutch

After shifting gears, the foot should be taken completely away from the clutch pedal.
Slips Clutch to Hold Vehicle

The correct procedure to follow when starting on a hill is:

A.  With right foot on the brake, bring the clutch pedal upward to the friction point. The fric-
tion point will cause the engine to lug.

B.  Take right foot off the brake and apply pressure to the accelerator pedal while holding the
vehicle’s clutch at the friction point. Build the RPM and slowly engage the clutch,

Coasts, Clutch Disengaged

Bc sure to show the driver when the clutch should be disengaged when coming to a stop. Stress
the importance of vehicle control in relation to drive wheels.

Stalls the Engime
Have the driver begin leaming how to use the clutch by starting the engine with the clutch disen-
gaged.

At engine idic speed, tell the driver to let the clutch up to the friction point and hoid the pedal at
that point until the vehicle is moving smoothly. Then let up on the clutch completely. Repeat
several times before using the gas. Next tell the driver to raisc the clutch to the friction point
and push lightly on the accclerator as pressure is relcased on the clutch. The driver should be
instructed to push the clutch pedal all the way down to the floor when shifting gears. Work on
low gear until the driver is proficient before attempting other gears.

Shift Gears Improperly

Be surc the driver has mastered the art of shifting gears before taking the driver out on the
Road Test.

. in r

Each time a driver exits a vehicle, check to see if the vehicle is properly parked. Be sure the
driver applies the proper sequence each time the operation is performed.

Parking: Fails to Set Parking Brake

Each time the driver exits a vehicle, make sure the parking brake is set and the motor is not run-
ning.

9-8




Each time the driver exits a vehicle equipped with a diesel engine, make sure the gearshift lever
is in neutral, and the parking brakes are set.

Be sure the driver is not slipping the clutch to hold the vehicle while stopped. The right foot
should remain on the brake until ready to proceed. Clutch should be disengaged and transmis-
sion in first gear.
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Speed
Exceeds Speed Limit 3 MPH

On the training lot, set a speed limit that will be safe for the area you are using. Stress the im-

portance of not exceeding this limit at any time while on the range.

Varies Speed E ivel

Stress keeping a steady even pressure on the gas pedal. Each time a change of speed occurs, it
causes other drivers to react by varying their speeds, increasing the probability of an accident.

Fuel conservation is directly affected by varying speed in a vehicle.

Drives Too Fast for Conditi

Normally drivers who are overconfident will tend to drive too fast for specific maneuvers that

require a slow, precise speed. Emphasize safety as opposed to speed.

Obstructs Traffic

Many drivers are apprehensive when placed in controlled driving situations. The instructor must
be very tactful in the manner of relieving stress without giving the driver an attitude of reckless-
ness. If the instructor continues to tell the driver to speed up, it will only make the driver more
apprehensive. Explain to the driver that driving too slowly can be a hazard.

One method of building confidence on the training lot is to compliment the driver on maneuvers
performed correctly while being tactful about the errors.

School Zone—FExceeds Speed Limit—No Leeway

Question the driver about local and state speed regulations while on the training lot prior to be-
ginning the road test.

School Zone—Overtakes Another Vehicle

Show the driver how the area in front of another vehicle can create a blind spot area. Two ve-
hicles will be required for this demonstration. Place the vehicles far enough apart to simulate
driving in two adjacent traffic lanes. Move the blind spot vehicle far enough ahead of the driv-
er’s vehicle to create the potential hazard. The instructor then exits the vehicle and positions his
or her body in the blind spot area completely out of the driver’s view.

On the driving range, use three pylons or other markers as school zonc signs. Tell the driver that
each time the vehicle enters the area, the speed must be in accordance with local laws. Use one
pylon for the beginning, the second for the crosswalk, and the third for the end of the zone.
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Turning

Wheels Straight Until Sa

On the training lot, when the driver stops before a turn, watch the driver’s hands closely for any
indication of turning the wheel prior to the tum. When a vehicle is angled for a turn, the door
posts create blind spot areas that can block out whole lanes of traffic coming from the side and
block out the entire crosswalk area.

Position a large vehicle on the training lot facing the training vehicle and far enough away to
sirnulate an intersection. Mark off the blind spot arca with the assistance of the driver. Once th-
boundaries are determined, have the driver exit the vehicle and look at the entire area that are o
of view from the previous position behind the steering wheel. Explain the relationship of speed
versus time for the turning vehicle to clear the portion of the intersection hidden by the larger
vehicle.

With the driver sitting behind the wheel of the vehicle and the instructor standing outside the
driver’s door, have the driver stare directly into the eyes of the instructor. The instructor then
demonstrates that by using the driver’s peripheral vision, objects at the side can be distinguished
without looking directly at the object.

Movement of the fingers at the side of the driver’s head accomplish this task. The instructor
should walk through the blind spot arcas on both sides of the vehicle while the driver glances
back over the shoulder. The instructor should pay special attention to ensurc that the driver does
not look for morc than an instant and then looks back to the front.

Turn From/Into Proper Lane

Many turning errors can be corrected on the training lot prior to taking the vehicle out onto pub-
lic streets. The position of hands on the steering wheel and proper use of the eyes play an im-
portant role by assisting the driver to straighten out in the proper lane. Halfway through the
turn, the driver should sight the eyes as far down the center of the lane as possible. This will au-
tomatically assist in straightening the vehicle in the center of the proper lane.

Turn Properly-—Cuts Corners/Turns Joo Wide

On the training lot, usc a scrpentine driving course to identify and solve clearance problems con-
cerning cutting thc corner or swinging too wide. Tell the driver to use the hand-over-hand
method of steering. Drive as close to the pylons as possible without striking them. The driver
should not look directly at the pylons. Use peripheral vision while aiming high in steering.
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Stopping

M in Paositi i

At specified areas on the training lot, have the driver stop as if stopping at a stop sign. Be sure
the driver understands the proper place to stop. The stop must be a complete stop before the
front of the vehicle passes the specified area.

k T} m After Sign, Wh ision

If possible, make one of the stops on the training lot at an area where vision to the side is
blocked by a vehicle or object. Have the driver move to the second stopping point and stop
completely. Be sure that the driver is checking the rearview mirror while performing this func-
tion.

-t

oS4

E 1€ 3
hicle Ahead)

With the driver siiting in the vehicle, the instructor says, “How far does it look from the front of
the vehicle to where your eyes first see the ground?” The driver usually says two feet, four feet,
or six feet. Be sure to have the driver sitting back in the seat in a relaxed position without
stretching. The instructor says, “Stop me when you can scc my shoes.” The instructor then
stands in front of the vehicle and walks straight ahead, away from the vehicle. When the driver
stops the instructor, have the driver get out of the vehicle and ook at the space. The space
should be approximately 18-22 feet depending on the height of the driver and the length of the
hood.

This arca is used to leave yourself an ~out.” The more area saved, the better the chance of
avoiding accidents with the vehicle ahead and the vehicle behind.

Observe Traffic to Rear

Have the driver sit in the trrining vehicle. Prior to beginning the demonstration, instruct the
driver to devote all attention to the rearview mirrors. The instructor, in another vehicle, ap-
proaches from the rear. The driver should be abie to note when the brakes are being applied and
where the instructor is looking. The instructor should turn the head to the left and right momen-
tarily, let up on the brake and reapply the brake while approaching from the rear.
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At specified areas on the training lot, have the driver stop as if stopping at a traffic signal. Be
sure principle of space and visibility are observed and the driver comes to complete stops at the
specified areas.

Keep Foot on Brake While Stopped

On the waining lot, be sure the driver keeps the foot on the brake while stopped. Usually drivers
who have a habit of making “rolling stops” also have a tendency to remove the foot from the
brake before it is safe to proceed. This error should be corrected on the training lot prior to the
road test.

Apply Brake Properly (Time/Manner)

Be sure the driver applies brakes in the proper (time/manner). Stops should be smooth and grad-
ual. Allow additional time for vehicles having different braking systems, such as five~ton

trucks.

For problems conceming jerky stops, the instructor can usually talk the driver through the pro-
cess explaining when to apply pressure, how much pressure should be applied. and when to ease
up slightly on the pedal. Easement of pressure can be explained by relaxing the muscles of the
foot just prior t0 Stopping.
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Entering Intersections

Cover the Brake

Have the driver practice the process of covering the brake and looking left—right—Ileft as a joint
maneuver. Begin building the habit on the training lot. Pay special attention to speed control. If
the vehicle loses speed, it is usually because the driver is covering the brake too soon. If the ve-
hicle seems to wander in the lane, the driver looking is usually looking too long.

e B —

While the vehicle is in a stopped position, have the driver practice the procedure for covering the
brake and looking left—right—Ileft. As soon as the final look has been accomplished have the
driver return the foot to the accelerator. REMEMBER: this is a combined maneuver and should
be performed with the process of covering the brake.
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Maintaining and Changing Lanes (Marked or Unmarked)

Eails to Drive in Safi

Just prior to leaving the training lot, remind the driver of the proper lanes in which to drive and
that lanes should be determined by space not lines.

n in

Use a diminishing clearance training course to correct problems involving lane wandering.

As the driver approaches the course, the eyes should be on a distant object that looks as if it is in
the center of where you want to drive. By using peripheral vision and not looking at the pylons,
the vehicle should go directly through the course. If the pylons on one side or the other are dis-

rupted, the object chosen is not lined up with the center of the course. Have the driver choose a

different object.

NOTE: By looking at a distant object, it should appear from inside the vehicle, that only
half of the vehicle will fit in the space. Actually, if it looks as if half the vehicle will fit, the
whole vehicle will fit. The chosen object should seem to be directly in the center of the side
of the vehicle in which the driver is sitting,

n nn ril

Remind the driver of the importance of maintaining a lane without unnecessarily changing lanes.

Changes Lanes Abruptly

By watching the way a driver reacts under pressure, the instructor can usually get a prior indica-
tion of a driver who makes abrupt movements. Explain the importance of completing driving
mancuvers smoothly and gradually beforc beginning the test.

Chaneing Lane in Int . c I

Demonstrate the length of time it requires to check the rear, check left—right--left, check out-
side mirror, blind spot, signal, and turn the steering wheel.

A vehicle traveling 25 mph covers 44 feet per second. The average intersection is approximately
100 feet from curb to curb.

It would not be probable to complete a safe lane change in an intersection with only 2 1/2 se-
conds elapsing between curb lines.
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Maintaining Distance

Maintain Safe Following Dist

While following another vehicle, have the driver obtain different timed intervals by watching the
vehicle ahead pass a given object and counting aloud, one thousand one, one thousand two, etc.
until the desired interval is obtained.

\void Driving Next to Vehicles When Possib]

Prior to beginning the road test, remind the driver of the principles of space and visibility.

React Properly to Tailgaters

Have the driver demonstrate the ability to perform the procedures to avoid tailgaters. Give spe-
cial attention to maintaining speed and judging the distances, of vehicles to the rear. Once a
driver establishes the distance by using the counting method, the driver should be able to judge
the interval by simply looking in the mirror.

iew Mi rl
On the training lot, the instructor should foliow the driver in another vehicle. Different speeds

should be obtained and the driver should follow the procedures for maintaining and reacting to
vehicles to the rear.
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Railroad Crossing

Look Lefi—Right—Left

On the training lot, simulate a railroad crossing by placing pylons at each side of the designated
area. Be sure the driver looks lefi—right—Ieft each time the area is encountered.

Slow to 15 MPH or Less

At the designated area used as a railroad crossing, be sure the driver slows to a speed of 13 mph
or less.

Control Vehicle

On the training lot, be sure the driver does not shift gears, disengage the clutch, or stop in the
simulated railroad crossing area.
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Freeway

Interrupts Flow of Traffic op Enfry

Remind the driver to enter the freeway without interrupting the flow of traffic, before beginning
the road test.

Drives in Improper Lane |

Remind the driver of the proper lanes to use while driving on the freeway, before beginning the
road test.

Remind the driver of the proper method of exiting the freeway prior to beginning the Road Test.
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Highway

Fai Maintain Di When P

- If possible, have the driver pass another vehicle several times, paying special attention to main-
taining at least a four—second interval before and after the move.

E i Wh

While the driver is performing passing maneuvers on the training lot, be sure the procedures for
a safe pass are being followed.
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On the training lot, have the driver sit in the vehicle. Stand at the side of the vehicle opposite
the driver and say, “If I stand here, you don’t have any trouble secing me, do you?” The instruc-
tor then bends down and says, “Can yvou see me now?” The driver will say, *“No.” Ask the driv-
er to check the side mirror. Again, the driver cannot see the instructor. The instructor says, “If a
child were in this position retrieving a ball that was under the vehicle, and you started to pull
away from the curb, what would be your first indication that a child was herc?” The instructor
then bumps the side of the vehicle. The driver should say, *'1 would fe¢l the bump.”

Tell the driver to look in the rearview mirror and say, “The mirror seems to show most of the
area behind you, doesn’t it? Now turn around and look out the back window. You can see even
more now, can’t you?” The answer should be, “Yes.” Say, “keep watching.” The instructor
walks to the rear of the vehicle and says, “Look in the rcarview mimror. You don’t have any
trouble seeing me now, do you?” Answer—"No.” *Turn around and look right at me. You can
sec me even better now, can’t you?” Answer—"Yes.” “But what about now?” As the instructor
says this, he/she should bend down, out of the driver’s view. The answer will be—"No.” Say,
“Check your rearview mirror. Check the outside mirrors.” To both of these statements, the driv-
er will answer—"No.” Walk around to thc driver’s side of thc vehicle, with your hand held
about 3 feet above the ground and say, "How many children do you see in residential areas,
about this tall?

If you can’t see me bending down behind the vehicle, how are you going to sec a child this tall,
bending down behind the vehicle? How could you see a post or stump behind the vehicle?”

While giving blind spot demonstration to the rcar, leave a pylon directly behind the vehicie, Im-
mediately following the demonstration, ask the driver to move the vehicle to another space. The
vehicle should be placed in a position wherc backing will be required and becausc you were just
behind the vehicle and some habits die hard, the driver will usually back directly over the pylon.
Tell the driver to stop, get out of the vehicle and look at the pylon. Explain that the pylon could
have just as easily been someone’s child and that backing accidents happen just that fast.

Fails to Control Vehicl

Use a serpentine course for teaching backing control and proper use of mirrors while backing.
Explain to the driver that by using hand-over~hand steering, and keeping the vehicle in com-
plete control, the course can be readily mastered.

Fails to Back Slowly
While the driver is going through the backing maneuvers, walk slowly beside the vehicle. If ve-

hicle speed exceeds walking speed, tell the driver to slow down.
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Use an alley docking course to teach drivers to back at the dock, or use an actual space at the
dock. If the space at the dock is used, choose a space that does not have other vehicles to the
side. As driver performance improves, have the driver back between vehicles.
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Parking

FOR TRAINING, USE A PARALLEL PARK TEST

Park Close to Curb

Have the driver back into the parking space from the sight side and then from the blind side until
the vehicle is within 12 inches of the pylons simulating the curb.

YOI mpi r in

Have the driver back into the parking space from the sight side and then from the blind side until
the driver can avoid bumping or scraping the simulated curb.

Avoi n i r

Have the driver practice parking in the training space until the driver becomes proficient and can
avoid contact with the pylons. The pylons should be used to simulate other vehicles.

rb Tires Proper] n Parki n Hi

Have the driver dcmonstrate the proper method for parking on an uphill and downhill grade,
with and without a curb.

Place Gear Selector in Park Position, if Provided

Allow the driver to place the gear sclector in the park position. if provided, several times. Be
sure the sequence of placing the vehicle in park, pulling back on the gear selector and setting the
parking brake is performed in the same order each time the maneuver is accomplished. Remem-
ber, the only way to form a habit is to do it every time.
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P k on r if Requi

Demonstrate how easy it is for the gear selector lever to drop into the reverse position if the but-
ton is not locked in the park position. Next demonstrate how easy the gear selector can drop into
the drive position when left in the neutral position.

Parking B

By touching the hand type parking brake in most of the older vehicles the brake will usually be
released. It is important that the hand brake can be pulled back past the pivot point and does not
release too easily. Explain the purpose of placing the transmission in park, pulling back on the
lever and setting the brake.
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Simulated Mail Delivery

Allow the driver to practice the proper sequence for changing lanes before beginning the road
test (vehicle operation certification).

liv Point—

Have the driver stop at specified points to simulate delivery. If a stop is missed, have the driver
get out and walk back.

Parks Too Far from Curb

Have the driver aim high in steering using peripheral vision. Do not look directly at the pylons.
This will correct clearance probiems and enable the driver to drive along the curb line without
hitting the curb or having the vehicle unnecessarily exposed to traffic.

Blocks Driveway with Vehicle

On the training lot, set up onc of the delivery points in a position where the driver must exit the
vehicle to effect delivery.

Parks with Tires on Sidewalk/Curh

Remind the driver that postal vehicles are not to be driven or parked on sidewalks or curbs ex-
cept at a permanent or temporary driveway.

When the vehicle is in motion on the training lot, the door must be closed and the seat belt must
be fastened.
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Attention

On the training lot, be sure the driver anticipates actions of other drivers. Drivers should plan
for the unexpected and act in time to avoid drastic reactions in emergency situations.

iz . e T sve A

On the maining lot, be sure the driver takes comrective action before aliowing the vehicle to be-
come involved in hazardous conditions.

Keep Attention on Drivi

Watch the driver’s eyes to determine if attention is where it is supposed to be. Drivers should
not be looking at shifting levers or pedals while driving.

rv Tr r Si
Designate specific areas to stop, yield, and reduce speed. Watch the drivers at these specified

areas to see that they conform to the requirements. It is easier to correct errors on the training
lot than on the street.
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Attitude

Be Courteous While Drivi

Observe the driver’s reaction to situations encountered on the training lot. Correct problems
dealing with courtesy on the lot, prior to beginning the vehicle operation certification test.

r In i A i f

Be sure the driver uses lateral eye movements when approaching all intersecting areas and is pre-
pared to yield when required. If not, discuss the checking of left—right—Ileft and covering the
brake.

On the lot, observe the driver to determine whether or not the driver fails to yield right of way to
vehicles or pedestrians.

Use Horn Properly

Proper use of the horn should be demonstrated by the instructor. Two short blasts and a wave
usually makes a warning scem as if you arc being friendly.

Control Temper (Displays Aggression)

Drivers who become impatient easily and usc a vehicle to display emotion should be caimed and
corrected before beginning the certification test.
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MODULE 10
CONTROLLED DRIVING FAMILIARIZATION
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Module Ten

Module Title: Controlled Driving Familiarization

Terminal Objective:

8.0 At the end of this section of instruction, the learners will successfully demonstrate
a knowledge of professional driving skills by passing the Vehicle Certification
Test.

Enabling Objectives:
In order to achieve the terminal objective, the learners must be able to:

8.13 Safely start, accelerate, decelerate, and stop tﬁcir postal vehicle(s).

8.14 Explain the purpose of each gage in their vehicle(s) and determine when there is a
malfunction.

8.15 Determine correct tire pressure (where needed) for their vehicle(s) and how to get
the correct pressure if needed.

8.16 Adjust and usc all vehicle mirrors.

8.17 Maneuver and show proficiency in the vehicle(s) through an obstacle course.

B.18 ‘Maneuver and show proficiency in the vehicle(s) on certain roads.

8.19 Recognize the differences when driving a right-hand drive vehicle (if necessary).

Time: 120 - 180 minutes per vehicle

Methods:  Lecture, demonstration, hands—on, driving practice.

Materials:  Vehicles to be driven.

Media: None.
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SUMMARY OF INSTRUCTION: | ¢

Instructor shows the learners as a group and individually basically how to drive the
vehicle(s) each learner will be responsible for. Instructor has the learners “touch”
and “feel” the equipment and answers all questions from the learners. Instructor
makes sure learners are comfortable with the function and purpose of each gauge by
asking questions.

PLAN OF PRESENTATION:

1.  Instructor takes the learners onto a selected area to give the leamners the feel of driving a
new type of vehicle. Particular atiention is paid to:

. Proper Braking/Stopping, - I
. Following too closely,
. Observing posted speed limits and extenuating circumstances (road

conditions, weather limitations),

. Proper signaling,

. Observing traffic lights, signs, and police instructions,
. Proper turning,

. Intersection safety, courtesy,

. Proper acceleration, | I
. Proper passing,

) Showing contro! while driving in reverse,

. Backing to docks, and

] Maneuvering vehicle through cones, I

2.  Instructor tries to make sure each and every learner is comfortable with the vehicle he or
she is being trained on. All questions arc answered.
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MODULE 11

END-OF-TRAINING
VEHICLE OPERATION CERTIFICATION
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Module Eleven

Module Title: End-of-Training Test
Vehicle Operation Certification

Terminal Objective:

8.0 At the end of this section of instruction, the learners will successfully demonstrate
a knowledge of professional driving skills by passing Vehicle Cenification Test

Enabling Objectives:

In order to achieve the terminal objective, the learners must be able to:
8.20 Correctly aﬁaply information learned from previous modules to actual driving.
Time: 30 minutes per vehicle

Methods: Observation.
Materials:  Vehicle(s) to be certified on.
Media: Nonc.

MISCELLANEOUS DETAILS: None

SUMMARY OF INSTRUCTION:

Instructor asks if there are any questions the learners have concerning anything
taught in Vehicle Familiarization. When all questions have been answered, instructor
explains that the driving test will now commence. Instructor will go through
approved procedures on the range to determine whether each individual learner will
be certified.
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PLAN OF PRESENTATION:

1. THE FOLLOWING IS REPRINTED FROM TD-287D, END-OF-TRAINING TEST,
PART H-VEHICLE OPERATION TEST. IT IS A CONTROLLED DOCUMENT.
NONE OF THE FOLLOWING MAY BE REVEALED TO ANY UNAUTHORIZED
PERSONS. IT IS TO BE USED BY THE DRIVER INSTRUCTOR EXAMINER OR
AD HOC DIE AS A GUIDE DOCUMENT TO DETERMINE IF DRIVER
APPLICANTS SHOULD OR SHOULD NOT BE CERTIFIED.

Instructions to Training Technician

The schematic route for this test must be approved by the PEDC. The route for this test must be
approved by the PEDC. The route must not be less than 5 miles nor more than 8 miles in length.
It must consist of driving in a congested arca, at least five right tums, five left tums, and five
stop signs or traffic lights. There must be a hill or a simulated hill, parking area, freeway, or
highway driving area, and a simulated mail delivery area appropriate for the type vehicle used
for the test. It must have a railroad or simulated railroad crossing, school, or simulated school
zone, and a parking area suitable for the vehicle used in the test.

When a driver commits an error listed on the checklist, place a tally mark next to the item in
column 1 and discuss the crror with the driver immediately. If the error reoccurs at any time
during the remainder of the test, place a tally mark next to the item in column II. After
completion of the test, total the tally marks in column II and enter the total score in the

appropriatc space.

A total scorc of 5 errors or less in column 1l is a passing scorc. However, although the driver has
passed the test, those ervors identified in column II should be correctly demonstrated by the
driver prior to certifying the driver to operate faster vehiclc.

After the test, complete the Certificate of Vehicle Familiarization and Safe Operation. Keep a
copy and forward the original to the PEDC for submission to the designated official.
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Road Test
Basic Requirements

Perform Vehicle Safety Inspection

The driver should perform a Vehicle Safety Check, using Notice 76, “Expanded Vehicle Safety
Check,” prior to the road test. If the inspection is not accomplished correctly, explain the areas
of deficiency and require the driver to repeat the inspection.

Special Scoring I ;

If, after the second attempt, the driver is unable to correctly complete the Vehicle
Inspection using Notice 76, continue on with the test.

Fasten Seat Belts

If the driver fails to fasten the seat belt prior to the beginning of the test, tell the driver to fasten
the belt before allowing movement of the vehicle.

If the seat belt is fastened but is not in the proper position, tell the driver to position the belt
correctly.

If cither one or both hands are removed from the steering wheel while the vehicle is in motion
and the removal is unnecessary for proper operation of the vehicle, tell the driver to keep both
hands on the wheel.

NOTE: Removal of one hand from the wheel, if only momentarily, to brush hair out of the
eyes or to perform another similar function does not constitute a violation.

If both hands are on the wheel but are not in the proper position, tell the driver to place the hands
in the correct position.

structions

Two separate errors may be assessed for this item in column I. After placing a mark in
column I, circle the words: (Both Hands) or (Proper Position) to describe the condition
which the infraction occurred. Marks for identical errors are placed in column I,

Release Parking Brake
The parking brake should be released prior to pulling away from a stop. If the driver places the

gear selector in gear and begins to accelerate before releasing the parking brake, tell the driver to
release the brake.
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Leaving Curb, Turning, Changing Lanes, Parking

(Underline Condition Where Infraction Occurred)

it for i fi

If the driver pulls out into a lane with a vehicle approaching in the first or second lane, tell the
driver to wait for both lanes to clear before pulling out into traffic.

NOTE: This error can occur while leaving the curb, turning, changing lanes, or parking.
ial i ion:

Each circumstance is considered a different error and is marked as such. It would be
possible for a driver to obtain four marks in column I without having any marks in column
IL. If the driver were able to correct each error after the initial notification and correction
procedure, column 11 would not be used in scoring. After marking the error, underline the
specific circumstance in which the error occurred, e.g. LEAVING THE CURB or
CHANGING 1.ANES. These instructions apply to each of the categories listed in this
section of the road test.

k i iew

Checking the outside rearvicw mirror is the first phase of the sequence for making a safe lanc
change or umn. It is extremely important that the sequence is followed in exactly the same order
each time the mancuver is performed. The instructor must observe the driver carefully each time
a change of direction is required.

If the driver fails to check the outside rearview mirror, in the direction of the move or if the look
is out of sequence, tell the driver to pull over to the side of the road, stop, and perform the
seguence several times before continuing the test.

See Specigl Scoring Instructions tisted for “Wait for Passing Traffic.”

If the driver fails to check the blind spot area by looking over the shoulder in the direction of the
move or if the maneuver is accomplished out of sequence, tell the driver to pull over to the side
of the road, stop, and perform the sequence several times before continuing the test.

See Special Scoring [nstructions for “Wait For Passing Traffic.”
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If the driver: fails to signal, signals improperly, signals too late, or signals before looking in both
the outside rear view mirror and checking the blind spot area, tell the driver to pull over to the
side of the road, stop, and perform the sequence several times before continuing the test.

See Special Scoring Instructions for “Wait for Passing Traffic.”

Turn heck Blin vex Mi A

If the driver fails to check the blind spot area after the signal or if waiting to tumn, just prior to
making the move, tell the driver to pull over to the side of the road, stop and perform the
sequence several times before continuing the test.

See Special Scoring Instructions for *“Wait For Passing Traffic.”
Cancel Signal

If the driver fails to cancel the signal, cancels too soon or too late, tell the driver to cancel the
signal.

NOTE: If the driver looks at the turn signal lever while initiating or canceling the signal,
. marks should be placed in the section for ATTENTION—FAILS TO KEEP ATTENTION
ON DRIVING.

Sec Special Scoring Instructions for “Wait For Passing Traffic.”

Use of Controls = Manual Transmission

Rides Clutch

If the driver’s foot remains on the clutch pedal after shifting, tell the driver to place the foot on
the floor afier the shifting maneuver has been completed.

Stips Clutch to Hold Vehicl

If the driver slips the clutch to hold the vehicle in place, tell the driver to keep the clutch
disengaged and apply the foot brake until ready to proceed.

h Disen

. If the driver coasts with the clutch disengaged, or uses the clutch before braking, tell the driver to
disengage the clutch just prior to stopping.
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Stalls Engine

Stalling the engine in traffic can be dangerous. If this error occurs, do not attempt to correct the
problem in traffic. If possible, move to an area out of the traffic and have the driver repeatedly
start and stop in first gear.

hi r ri

If the driver stays in lower gears too long, fails to attain proper speed when shifting to higher
gears, or clashes or grinds the gears, discuss thc problem. Other errors to be considered in this
section are: fails to double clutch when required, selects wrong gear on upgrade, downgrade, or
on level, or stays in higher gears too long.

Special Scoring Instructi

There may be any number of marks in column 1, depending on the number of times a
different error is committed. Place marks in column II only if an error is committed after
that particular error has been discussed.

rking: hi In R

If the driver fails to place the gearshift lever in first or reverse when parking or compietes the
mancuver out of sequence, ask thc driver to repeat the procedure.

Reminder: The proper sequence is: Place the gearshift lever in gear, set the parking
brake, and turn off the ignition.

i rki

If the driver fails to set the parking brake or performs the operation out of sequence, discuss the
importance of setting the brake in the proper manner.

Parkine: Diesel Ensine Not in Neutral

If the driver fails to place the gearshift lever in the neutral position when parking, ask the driver
to repeat the proper sequence s¢veral times before continuing the test.

Clutch Di 1, in Gear, Foot Not on Brake While S j
If the driver removes foot from the brake or places the transmission in a gear other than first

before ready to proceed, ask the driver to place the gearshift lever in gear and/or to keep the foot
on the brake.
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Speed

Exceeds Speed Limit 3 MPH

If the driver exceeds the speed limit by 3 mph, tell the driver to slow down. Each time the driver
exceeds the speed limit by 3 mph, ask the driver to slow down even though the speed is obtained
momentarily.

Yaries Speed Excessively

If the driver approaches a hazard at a speed too fast for conditions, even though the speed is at or
below the posted limit, tell the driver to slow down prior to endangerment of self or others.

Obstructs Traffic

If the driver obstructs traffic by driving slower than at Jeast half of the waffic flow, tell the driver
to move with the flow of traffic, but keep within the posted speed limit.

| Zone— S it wa

If the driver exceeds the speed limit for even an instant, tell the driver to slow down.

NOTE: For the protection of children in school zone areas, there is no leeway on school
zone speeds. If the speed limit is exceeded even fractionally, mark the error.

School Zone--Overtakes Another Vehicle

If the driver begins 10 overtake another vehicle in a school zone, discuss the error.

1f the driver resumed speed in a school zone before local laws permit, discuss the error.

Turning

Keep Wheel Straicht Unfil Safe to T

If the driver moves the steering wheel even slightly in the direction of a turn prior to being able
to safely complete the turn, discuss the error.

Wait for Clear Vision of Oncoming Traffic Before T

If the driver, while waiting for a turn, bccomes impaticnt and takes a chance by turning before
there is clear vision of oncoming traffic, discuss the error. If possible, don’t allow the driver to
move before it is safe.

11-9



If the driver should fail to check side blind spot in the direction of the move, just prior to turning
the steering wheel, discuss the error.

Turn From/Into Proper Lane

If the driver attempts to make a turn from an improper lane, if possible, don’t allow the turn.
Turning from an improper lane can be extremely dangerous. Tell the driver to drive straight
through the intersection, explain the error, and circle the word (from).

If the driver turns into an improper lane, explain the error and circle the word (into).

Special Scoring Instructi

There may be a possibility of 2 marks in column L. Both errors are counted separately.
Place marks in column II only if the error is committed after that particular error has been
discussed.

Turns Properly—Cuts Corner/Turns Too Wide

If the driver cuts the comer or turns too wide, discuss the error. These errors can occur during
left and right turns. Circle the corresponding error in the title.

Special Scoring I i

There may be a possibility of 2 marksin column 1. Both errors are counted separately.
Place marks in column II only if the error is committed after that particular error has been
discussed.

Stopping

Make Complete Stop. in P Position at Si

If the driver fails to stop completely in the proper position prior to passing the stop sign with the
front of the vehicle, discuss the error.

Make Second Complete Stop. After Sign. When Vision O} ,

Explain the error if the driver fails to come to a second complete stop in the proper position
when vision was obscured after the first stop was made.

11-10




If the driver stops oo close to the vehicle ahead (you cannot see both rear tires touching the
pavement) or stops too close to the crosswalk, discuss the error with the driver and circle the
appropriate words in the title (crosswalk or vehicle).

Special Scoring I i

There may be a possibility of 2 marks in column . Both errors are counted separately. Place
marks in column II only if the error is committed after that particular error has been discussed.

Observe Traffic to Rear

If the driver fails to check the rearview mirror prior to braking or if the driver does not observe
traffic to the rear by checking the rearview mirror while stopped, discuss the error.

REMEMBER: The driver should be checking traffic to the rear about every five seconds.

Special Scoring Instructi

Count all violations for failure to observe traffic to rear as the same error. Only one mark
is placed in column I before beginning column I1

If the driver fails to come to a completc stop in the proper position prior to passing the stop line
or cntering the crosswalk arca, discuss the crror.

Keep Foot on Brake While Stopped

If the driver fails to keep foot on the brake while stopped. until it is actually safe to proceed,
discuss the error.

Apply Brake Properly (Time/Manner)

If the driver applies the brake too late to permit a safe smooth stop or applies the brake causing a
rough jerky stop, discuss the error.
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Entering Intersections

Cover the Brake

If the driver fails to cover the brake, covers it too soon or too late, discuss the error.
s R R e In
It is important to watch the driver’s eyes while giving the road test. The eyes can give many I

indications of the driver’s intentions well in advance of performing required actions.

The driver should not only cover the brake but should do so simultaneously with looking
left—right—Ileft.

This function should be performed at every section of roadway that enters the section of roadway
on which you are driving, regardless of size, signs, or signals.

If the driver fails to look left—right—Ieft before entering the intersection, discuss the error.

Maintaining and Changing Lanes (Marked or Unmarked)

If the driver chooses the wrong lane for no apparent reason, such as driving in the left lanc for
extended periods when the right lanc is unobstructed or choosing a lane other than the center
lane when the lanc is not required for a turn, discuss the error.

Wanders in Lane

If the driver wanders in a lanc and moves into another lane without taking the proper precaution,
discuss the error.

Changes Lanes Unnecessarily

If the driver changes lanes unnecessarily, discuss the efror.
Changes Lanes Abruptly

If the driver changes lanes abruptly, discuss the error.

Ci I in Int i C I

If the driver changes lancs in an intersection or begins or ends the change in any portion of the
crosswalk, discuss the error.
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Maintaining Distance

i 1

If the driver fails to maintain a proper safe following distance, tell the driver to slow down and
increase the distance.

Special Scoring .
Each time this error reoccurs, tell the driver to increase the distance and mark the error.
\void Driving Next to Vehicles When Possibl

If the driver continues to drive beside another vehicle for an unreasonable length of time and by
an adjustment of speed the error could have been avoided, tell the driver to adjust the speed and
mark the error.

React Properly to Tailgaters

If the driver fails to follow procedures to react properly to tailgaters, discuss the error. If the
driver follows the procedures and the tailgater or potential tailgater persists, it should not be
counted as an error.

Use Rearview Mirror Proper]

If the driver does not use the rearview mirror properly. discuss the error. It is important that the
instructor check the driver’s eyes to denote this error.

Railroad Crossing

Look Lefi—Right—Left

If the driver fails to look left—right—left before crossing railroad tracks or a simulated railroad
crossing area, discuss the error and repeat the crossing.

Slow to 15 MPH or Less

If the driver fails to slow to 15 mph or less before crossing the tracks, tell the driver to slow
down prior to crossing the tracks. Discuss the error and repeat the maneuver.
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Control Vehicle

If the driver does not have the vehicle in complete control, shifts gears, or stops on the macks,
discuss the error and repeat the maneuver.

Freeway

Interrupts Flow of Traffic on Entry

If the driver interrupts the flow of traffic while entering the freeway, tell the driver to adjust
speed accordingly.

If the driver utilizes an improper lanc, tell why the lanc was improper.

If the driver reduces speed before leaving the main traveled portion of the roadway, where a
deceleration lane exists and the speed reduction was not required by traffic conditions, discuss
the error and repeat the maneuver.

Highway

Fails to Maintain Safe Di When Pass

If the driver fails to maintain a safe distance when passing, tell the driver to increase the distance
immediately.

Special Scoring I .
Each time this error reoccurs, tell the driver to increase the distance and mark the error.
Forces Other Vehicles to Yield When Passing

If the driver forces the vehicle being passed or an oncoming vehicle to yield, discuss the error.

Don’t allow an unsafe pass if it can be avoided.
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During the test, tell the driver to pull into a parking lot that has marked parking spaces, just as if
the driver were making a delivery. The driver should park the vehicle, if possible, so that upon
return it can be driven out in a forward direction. If the driver unnecessarily parks the vehicle in
a position requiring backing, discuss the error and show the driver an altemative place to park.

When required, if the driver fails to physically check behind the vehicle, don’t allow the move
and discuss the error. Have the driver look behind the vehicle before allowing the move,

i n Vi

If the driver fails to control the vehicle while backing, discuss the error. Correction of this error
should be accomplished in a designated parking area.

Fails To Back Slowly

If the driver is required to back the vehicle, be sure all procedures are performed before moving
the vehicle. If the speed exceeds a slow walking pace, tell the driver to siow down and discuss
the error.

If the driver fails to stop in proper position before/after backing into a space. discuss the error.

Special Scoring Instructs

These errors are counted separately and could result in having two marks in column L.

Parking
Park Close to Curb
If the driver faiis to park within 12 inches of the curb, discuss the error and repeat the maneuver.
Avoid Bumping or Scraping Curb

If the driver fails to avoid bumping or scraping the curb, discuss the error and repeat the
MAaneuver.
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Avoid Contact with Other Vehic]

If the driver does not avoid contact with other vehicle and damage occurs, terminate the test and
call your supervisor. If no damage occurs, mark the error and continue the test.

Curh Tires Properly When Parki Hill

If the driver fails to curb tires properly when parking on hills or simulated hills, discuss the error
and allow the driver to demonstrate the ability to correct the error. I

2! G S!I .EiE.rn.ig .:!

If the driver fails to place the gear selector in the park position, if provided, or does not follow
the proper sequence, discuss the error and have the driver complete the sequence several times.

Pull Back on Gear Selector. if Required - i

If the driver fails to pull back on the gear selector, if required, or completes the maneuver out of
sequence, discuss the error and have the driver repeat the maneuver several times.

Set Parking Brake

If the driver fails to set the parking brakc or sets the brake out of sequence, discuss the crror and
have the driver repeat the sequence several times.

Simulated Mail Delivery

If the driver fails to check mirror/blind spot/signal before, and after the delivery, discuss the
eITor.

Special Scoring Instruct

Several marks may be made in column I on the Checklist before moving to column I1. Do
not mark column II unless the identical error has been repeated. Circle the word before or
after when marking an error.

P Deli Point—Backs to the Deli
If the driver passes the delivery point and attempts to back to the delivery, tell the driver to stop . l

and discuss the ertor.
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If the driver parks too far from the curb, discuss the error and repeat the maneuver. The side of
the vehicle should be close enough to the curb to prevent driver injury by wedging a foot
between the curb and the side of the vehicle.

Blocks Dri Jith Vehicl

If the driver blocks the driveway to make a simulated delivery, discuss the error and have the
driver move the vehicle immediately.

rks wit idew

If the driver parks with tires on sidewalk or curb, discuss the error.

If the driver parks, fails to place gear selector in park, pull back gear shift lever if required, and
set the brake, discuss the error.

Special Scoring I ;

Column I could contain as many as 3 marks. Do not mark column II unless an identical
error has been made. Circle applicable sections.

If the driver fails to close door and fasten seat belt. when required, tell the driver to close the
door or fasten the seat belt before the vehicle begins to move.

Special Scoring Instruct

Column I could have a total of two marks before marking column I1. Do not make any
marks in column I unless the identical error has been made.

Attention

If a driver fails to anticipate actions of other drivers, discuss the error.
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R i nditi k tive Acti
If the driver fails to recognize hazardous conditions and take corrective action, discuss the error.
Keep Attention on Driving

If the driver fails to keep attention on driving or is distracted by people or objects not related o
driving, discuss the error.

Observe/Obey Traffic Signs or Signals

If the driver fails to observe/obey traffic signs or signals, discuss the error and repeat the
maneuver.

Special Scoring Instructi

Column I could have an unlimited number of marks. Do not place marks in column II
unless the identical error reoccurs.

Attitude

Be Courteous While Driving

If the driver displays discourtesy to another driver or pedestrian, tell the driver to pull over and
discuss the error.

in A ight of Way

If the driver fails to consider intersecting streets and assumes right—of—way, discuss the error.
Require the driver to stop at the side of the road and practice the correct procedure several times
beforc procecding.

Yield Right of Way to Vehicles/Pedestri

If the driver fails to yield right—of-way to vehicles/pedestrians, discuss the error.

Use Horn Properly

If the driver fails to use horn properly, if required, explain the error.
Control T Disol \ ion)

If the driver fails to control temper and displays aggression, tell the driver to pull to the side of
the road and stop. Do not continue the test unless the driver has calmed and is able to continue.
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Unsafe Acts/Terminate Examination

Accident

A vehicle accident is defined as when contact is made and damage or injury occurs. If contact is
made and no damage or injury occurs, the contract will not be deemed an accident. If an
accident occurs curing the test, terminate the test. The Instructor will be responsible for deciding
if damage has occurred and, if in doubt, will contact the supervisor.

I ion by 1 r Reqii
If the examiner has to verbally warn the driver to avoid an accident, terminate the test.
Fail 1 Vehicle in r

If the driver loses control of the vehicle, terminate the test.

If the driver attains a total score of three marks for spceding in column II of the checklist,
terminate the test. Each time speed is exceeded, tell the driver to slow down.

Ar y il In i

If the driver argues or fails to obcy instructions, terminate the test.

Endangers Seif or Qthers

If the driver disrcgards a stop sign or traffic signal. tcrminate the test.
If the driver fails to stop at a railroad crossing when required. terminate the test.

If the driver endangers self or others, terminate the test.

REMARKS: (USE THIS SPACE TO EXPLAIN AND DOCUMENT REASON FOR TERMINATING-
CERTIFICATION)

Circle the unsafe acts that required termination of the test, and use this space to explain and
document reason for terminating certification.

If the termination was due to an accident, the instructor will follow procedures for reporting the
accident and complete Standard Form 91.
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NOTE |
INCLUDE END OF TRAINING VEHICLE

OPERATION CERTIFICATION TEST DOCUMENT

THE TD-187D, END-OF-TRAINING TEST, PART II - VEHICLE OPERATION TEST IS I
A CONTROLLED DOCUMENT AND IS THEREFORE NOT PRINTED AND DIS-
TRIBUTED IN THIS PACKAGE.
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NOTE
INCLUDE
CERTIFICATE OF VEHICLE FAMILIARIZATION

AND SAFE OPERATION

SEE ATTACHMENT 2 ON PAGE 16 OF SECTION 1 OF THIS PACKAGE.
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PREFACE

This is the Driver Training: Leamer’s Workbogk for use in the Driver Training Program:
Orientation for New Drivers. It is also appropriate for Refresher Driver Training, and Driver Im-

provement Training.

You will be advised by your instructor to turn to various pages in this Workbook from time to
time. Please wait until you are prompted by your instructor to tum each page. Listen carefully
for directions for each exercise. You may need to fill in the blanks, choose a correct multiple
choice answer, or perform some other activity.

The more you participate in this class, the more you will leam and in all likelihood, the better
you will do when being certified to operate postal vehicles. Remember, if you do not successful-
ly complete this course, you will not be authorized to operate a postal vehicle and therefore you
may not be retained for Postal employment.

If you have any questions about the workbook materials or what is brought up in class, ask your
instructor.
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Form 4582, r’s R

Operator's Name (Last, First, Midde) Jdan, | Feb, | Man | Apr. IMayxtaun foul JAug [Sen fOctiNov.] Dec] 1] 2 1 3 4

LS. Postal Service

Lpemter's Record
Oftice or Suation Social Security Number Date Rood Test Administersd I
Postion Titie Date of Birth Name of Road Test Examiner
SECTION A — Sunte License
Pernit No. Types of Equipment Date 1ssued Date Exprres Remtrictions
State Licensa No. Clase:
OF 346 Penmit No
SECTION & — Operator's Driver Training Fecord (1o be flled in by perasn reepensibie tor diver Saining)
Date | Subjects Covered | iomtuctor | Exarnmations (i given) | Traming sours
Inttia! Training
Refreshe: Traning I

PS Foem 4882, Doc. 1985




Form 4582, Operator’s Record

improverment Traing

SECTION € - Record of On—Duty Accidents, Citatons andior Arrests since Certiication

Date Type of Accident, Cltation or Arest | ;:em table tcudann ] Action Taken
o o
b
SECTION D - Sele Driver Awsrs Farmed
Date Yoot Date Yeor Date Year Date Year Date Year Date Yoo
SECTION E - Special Awarde Earned (Superior Performance, Merftiorious, other)
Date Type of Award Date Type of Awasrc Date Type of Award
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Form 4582, Operator’s Record

SECTION F~Summary of Driving Observations (Use of this section, while optisnat, it e pad to provids an aasily ret d aistory of the enypioyee's noted driving practices),
Date Dum_g;mdeNndmg!mm
ducied No Yes it Yes, List Below




Form 4582, Operator’s Record

INSTRUCTIONS

. Print the employee’s name in bold ietters. "Office or Station” and "Position
Titie” may be entered in pencil and shouid be updated as necessary.
Print ali other entries in ink or use rubber stamps,

. File Forms 1768, Safe Driver Award Committee Decision; 4583, Physical Fitness
!ng%uiry For Motor Vehicle Operators: 4584, Observation of Driving Practices;
5832, Road Test Checkiist; TD # 287-B, C and D, End—of-Training Tests, and
State Driving Abstract and all other forms, reports, correspondence, etc.,

relating 10 driver activities, in this folder. NOTE: The compieted Form 5932 must
be placed in a sealed envelope before filing in this folder.

. Folders may be flagged for license renewal, using the month/number system in
the upper right margin.

a. Flag the month in which renewal is scheduled.

b. Additionally, fiag the number indicating year in which renewa! is scheduled, {For
example, 1-1991, 2-1992, 3-1893, 4-1894. Upon renewal, 1-1985, 2-1996,
3-1897, 4-1998, and so on.)

c. Since most State licenses are renewed at three or four year intervals, flags need
not be changed upon renewal.

. Record all initial, refresher and improvement driver training in Section B. Training
time on specific vehicles should be recorded separately in "Training Hours”
column.

. Record information from Form 1768, State driver records and/or other sources in
Section C to provide a complete chronological record of on—duty accidents,
citations andior arrests from the date of first authorization to operate U.S.

Postal Service Vehicles.

. Safe driver awards earned must be recorded in Section D, even though
additional records are maintained.

. Record special awards bearing a relationship to driver performance in Section E.
. This folder must be maintained under the control of the Postmaster or Designee.

. This folder with all conténts must accompany the driver when transferred.




ACCIDENT STATISTICS

TOTAL MOTOR VEHICLE ACCIDENTS YEAR-TO-DATE
(YTD DISTRICT)

SAME PERIOD LAST YEAR (SPLY)

TYPES OF ACCIDENTS — i




FFE T F IDENT

The following are accidents in which the Postal driver is at fault. Under eachil-
lustration, write the type of accident that it represents.




DIFFERENT TYP FACCIDE (continued):




RENT TYPE IDENTS (continued):




IDENTS (continued):

DIFFERENT TYPES OF A

10



DEFINITION OF PREVENTABLE/NON-PREVENTABLE ACCIDENTS:

A preventable accident is...

A non-preventable accident is...

HAZARD/DRIVING HAZARD DEFINITIONS:

A hazard is...

A driving hazard is...

11




Directly Controllable
Hazards

Not Directly Controllable
Hazards

12
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Form 4570, Vehicle Time Record

Part 1

Part 2

Belore i rt
mnmmnmwm:mm by une ¢! Form 4565,

& safety check In aecordance with Notice 76, and

Approved Mileage
4.5, Pestat Se Make/Maode! Code VEHICLE TIME RECORD ] MakeModel Code Vehigle Ne.
VEHICLE TIME REOORD Comtinued
(Use Part | st {Use Part | first)
Enter ALL Inactive Days
N e LT ) — ST [ | oo [ sostarownes  [J commeracszons [ mLes-acsess
Fodte Number W] Reading & | oper | ¥ Ne, Days Used Totai Days Assigned | Inopesabie Days
Brought forward from previcus Form 4570 | Stete and ZiPed Digench P
£ ! .
B ‘ Date | COperaorandfuner § P8 | Odometer | Ck& O | ven s | Clock
Route Number Daly } Repang G Oper Rings
E ; Nz,
= |
E i I:_ |
B H |
E I‘ 1:. 1
=1 |
E H E [
' |
B [ 3 ;
E i | 1 l
g ] B 3§
*
£ i el 1}
B Bf 1
& ey ¢
E el |
" sl |
£ ] gl |
B ’ ef |
£ } g |
B A 8 |
B 4 3 ¥
: g !
E ' E i
8 i Bl ¢
: + |
B B8 H
E B
B 1] |
3 E l
e | | o |
£ i Compiete Perl 1 ten begn hefe -
B l H more than dnecardis uked, Sany thistolal ower Totn
i 15 the next cord. Hours
E ! End of m Reviews: and Approved By {Name)
B 1
E H Beginning of Printed Name
B I Penod
1 .
Y Standing and lunch tmes are ot Ing. iy
E ] Miten Opersted Jotal on contract or PL 39 vehicies.
Check #§ Houtt vourty Rate
= ! [w e Coroet” S, o s
| Chock # Daily Rate | Doty Rote Days s
g i Contract s x
(i . Check it Miisage Rote Per Mile § Miles
TAL i | | comas i :
2 NET AMOUNT DUE
PS FORM 45?0 MAR 1987 Cortractor's Name Contract No, AP FY 19 _

Confracior's Adcress (Vendor) (inchide Apt/Sulte Noj

PS Form d5TO, Mar, 1987 (Reverns)
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Notice 76, Expanded Vehicle Safety Check

U.S. Postal Service
Expanded Vehicie Safety Check

Look under body lor oil and water leaks,

inapect two front tees dor inflation and wear.

Check hood (aches,

Check front for body damage.

Check lsht side 50r body damage.

Check jeft door kock,

Check for taar end jaaks,

Check rear tires for inflaton and wear.

Check rear for tody damage.

1. Check rear door jock,

11, Check right side for bady camage.

12, Check right dogr loek.

13. Open door and move into driving position.

14. Startengine {f termy i 150 degress F or below).

15, With sesistance ~ adust pot-iid and left front mimor.

16, With assistance - check heaclights, il ights, brake lights, d-way flashers,
and directiona! mignais, from and rear.

7. Afust right side rear view mimor.

18,  Adust center rear view mitter.

19, Check stesring whes! play.

20. Check accident report kit,

21. Theck window locks,

Ll L ]

2. Chetk windshisld wipers and washer.
23. Check hom.
24. Check gauges (gas gauge requines 30 seconds for “warm—up®).

25, Check foat brake (no more than 2 inches free piay).
26. Check hand brake,
27. Check seat belt and fasten,

instructions

Check items shown on other side on the initial use of
each vehicle each day.

Note: This check list has been programmed to take the driver
in & logical sequence around the RMD vehicle with a minimum
of iost motion. For LHD vehicles — work from right side to rear
1o ieft side beginning at tem 5. items 15 and 16 — if no assis-

tance readily available, handle personally,

Report deficiencies, body damage, or inoperable items
1o your supervisor using Form 4565, Vehicle Repair Tag,
s0 the condition can be corrected or another vehicie

may be provided,

See Additional Instructions On Reverse

Proceed to your first assignment if there are no vehicle
deficiencies.

Notice 76, April 1987

Reverse of Notice 76

17



Label 70, Safi Vehicle Di ion

DIRECTIONS: Pee! iabe!l from backing. Use peet off numbers below 1o insert vehicie height data. Apply to clean dry surface. Rub down smoothly.

SAFETY CHECK BEFORE OPERATING VEHICLE

Belore operating this vehicle, report any delicistsion i your sipervissr

on Form 4585, Vehicie Repeir Tag.

Chack hood lalches.

Check all tires.

Chack for body and fender damage.

Check under vehicle for oil, grease, or water jeaks.

Check oil gauge, l?as gauge, ammeter, and air brake.

pressure gauge

Check rear view mirars anci aﬁust.

Check pot lid mirror and adjust.

Check windshield wiper and horn.

Check steering for excessive piay.

Check service and parking brakes.

Check all ights mciudmg signal devices.

Check accident report

Check safety beits. Fasten before driving. .
Vehicle

Height

ALWAYS LOOK

.. BEFORE BACKING

DRIVE SAFELY

ft.

Label 70, Sept. 1588 Check Your Driving Hablts

18




Form 4565, Yehicle Repair Tag

U.S. Postal Service DATE
VEHICLE REPAIR TAG
Vehide No. Nieage Type of Vehicle
Lroma [ Leasea

Mechanical imequilarities must be reported immedi-
ately on this form to the dispatcher or supervisor
when vshicle is checked in. iniials are required for
valid tag report.

Chedk repairs needed and sxplain unde? remarks

Accident Springs

Bocy Rachator

Brakes Diftergnitial

Hom Cluteh

Steering Lights
Transmission Taes

Carburetor Crther Repairs (Specity)
Glass

indicate Possibie Troubis {if not corrected on
tirst tag, Supervisor 10 consult garage foreman
of contractor)

Missing Grab Leaks
Heats Up Fade Stipe
Pull Broken Snort Cut
Remarks
Nome of Staton Branch
Drivec's Checkin Time (Hour B g { Driver's Signature
Pty

Criver's Racsipt for Reporting Detect {Signature of Lesser o1 Supsrvisor)

TC BE COMPLETED BY SUPERVISOR

Person Notifiec d l Daole
_ﬂ YiF {3 Leasor
e -

Signature of Suparviscr

Tirne Notitied (Hour) H am
P
Dae

Pemon nottied vehitie repaiced for service

Time Natiied (Hour) Bjm Venicie Detect Repon Reguired

Sl0m O

Signsture of Supervisor Reperting Vehicle Date

Aeady tor Senaice

TP Torm 250, Jdune 1954 MECHANIC COPY 1
(Front)

19

INSTRUCTIONS

DRIVER

Check and describe vehicle defects requiring
repair. Show on all copies date and ime of re-
porting vehicie defect to the appropriate supervi-
sor {or the lsssor's represerntative if you are
instructed to do so). Have supervisor sign alf co-
pies. Retain copy 2 to show that you have re-
ported the defect. Copy 1 and 3 retained by su-
pervisor.

SUPERVISOR

{Leased Vehicig) ~ Nofify lessor of vehicle defect
at once, Show time and date of notification on
your copy. (Copy 3). Retain copy 3 and enteron
it the date and time the vehicle is returned. Re-
1ain in your files for six months. Copy 1 goes to
lessor with vehicle.

{Posial Vehicle) ~The first copy to be transmitted
1o Supervisor, VMF, or designated employee who
will assure that repairs are made. The third copy
will be attached to Form 4570, Vehigle Time Re~
cord, to indicate that vehicle is out of service and
in need of repair. Retain copy 3 and enter on it
the date and time the vehicie is returned. Retain
in your files for 6 months.

LESSOR

Piease repair vehicle and notity the designated
postal supervisdr when vehicle is returned. Uf you
subsfitute another vehicle termporarily or perma-
nently, it must meet contract requirements.

(Reverse)




Note: This may be Group Discussion Exercise |

IDENTIFYING HAZARDOUS TRAFFIC SITUATIONS

Situations in which traffic can be a hazard are... |
1.
2.
3 I
4.
5.
6.
AVOIDING AN ACCIDENT WITH THE VEHICLE AHEAD I

Safeguards you can use to avoid an accident with the vehicle ahead are...

IC

20



TOTAL STOPPING DISTANCE EQUATION

21

Total Stopping Distance




AVOIDING HEAD-ON COLLISIONS

I
Some causes of head—on collisions might be...
1.
2
3.
I
4.
6.
7.
I

CAUSES OF HEAD-ON COLLISIONS

Some procedures to avoid head—-on collisions are...

1. !

s W N

L]




MAKING A PROPER LEFT TURN...

When making a proper left turn, you must...

1.

o N @

MAKING A PROPER RIGHT TURN...

When making a proper right turn, you must...




PROCEEDING STRAIGHT THROUGH AN INTERSECTION

When proceeding straight through an intersection, you must...

1.

w P

»
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PROPER PASSING PROCEDURES...

When passing another vehicle you must. ..

1.

2.

3.

4.

10.

DRIVING OVER RAILROAD TRACKS...

When over railroad tracks you must...

1.

B W N




Discussion Topics

VIEWING THE BEST OQFFENSE IS A GOOD DEFENSE, VIDEOTAPE

Now that you have seen the videotape, The B nse i i Defense, please answer the fol-
lowing questions.

Which of the following does a professional postal driver got do?
a. Recognize the hazard.

b. Know how to avoid the hazard.

c.  Cut off the driver who created the hazard.

d. Leave enough time to react.

Which vehicle parts are not part of an expanded vehicle safety check?
a. Tires and brakes.

b. Tumn signals and horn.

¢. Gages.

d. Spare tire.

The entire Expanded Vehicle Safety Check (Notice 76) should take you no more

than minutes.

a. two
b. three
¢c. five
d. ten

In traffic, thc main two hazards arc the and the
a. vehicle in front, vehicle behind

b. wvehicle in front, vehicle to the left

¢. vehicle behind, vehicle 1o the left

d. vehicle behind, vehicle to the right

To reduce the hazard ahead:

a. don’t too closely.

b. openupa second following distance, anticipate, and
¢. watch for from the other vehiclie.

True or False. If you must hit something, it’s generally better to hit a fixed object than to hita
moving object head—on.

What is the first question you should ask yourself before you pass another vehicle?

26




Discussion Topics

BACKING EXERCISES

Directions:

Each illustration shows something that you should not do while driving your vehicle. Under
each illustration, write what you should do in these situations.

27



Discussion Topics

CURBING EXERCISES |

Directions:

Each illustration shows a vehicle with wheels curbed. In each example, write whether the
vehicle is curbed correctly or not. In addition, if any vehicles arc curbed incorrectly, write
how the wheels should be curbed.

DOWN HILL

NO CURB
UP HILL UPHILL

® ®




Discussion Topics

ATTENTION PLEASE VIDEOTAPE EXERCISE

Now that you have seen the videotape, Azzention Please, please answer the following questions.

L.

True or False.
A driver’s mood may negatively aftect histher ability to drive defensively in order to
prevent accidents.

Safe driving involves concentration.
a. 25 percent

b. 50 percent

c. 75 percent

d. 100 percent

You find you have too much mail to deliver in one day. You should:

a. Go as fast as you can and deliver whatever is humanly possible.
b. Deliberately slow down so your route will be adjusted.

c. Deliver what you can safely deliver.

d. None of the above.

True or Falsc.

You are allowed to "finger™ mail (that is check the next couple of addresses) while you are
driving, as long as you do it safely.
True or Falsc.

Over-the-counter or prescription drugs taken while on~the—clock to alleviate physical
problems never impact your ability to safely operate a vehicle.,



Discussion Topics

ADVERSE CONDITIONS VIDEOTAPE EXERCISE |

Label each driving sitation pictured here. After you’ve labeled the situation, briefly write how you
would drive to compensate for the problem.

30



. Discussion Topics
ADVERSE CONDITIONS VIDEOTAPE EXERCISE (continued)
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Item 087-H, Vehicle Accident Report Kit

UNITED STATES POSTAL SERVICE

| 1 R RT KIT
CONTENTS - a. Standard Form 81 b. Form 4585 ¢. Form 4586 d. Penci ©. Chalk 1. Local instructions
INSTRUCTIONS FOR OPERATORS INVOLVED IN ACCIDENT

a. Stop at the scene. g. Obtain names, addresses and telephone number ofthg
. . - OwWners of drivers of an vehicles or proparly damaged. Note
b. Aid or assist any injured person. the extent of visible da,!,age i
¢. Safeguard the scene against further accidents. h. Obtain the names, addresses and telephone number of
d. Safeguard the mail. any witnesses. {Use Form 4586 for this purpose.)
h chalk, positions of vehicles wheels,
©. Provide other driver(s) and/or police with any i. Mark on pavemnen; wit
information required by law. {Use Form 4585 for this pur- objects, or persons involved in the accident.
pose, Note: Do not make any statement admitting personal j- Complete Standard Form 91 and submit it to your immedi-
or @mmaﬂt liabifity or criminal neghgence or attempt to ate superior before going off duty on the day of the accident.

negotiate an agreement or settiernent with anyone.)

{. Obtain names, addresses and telephone numbers of any
injured persons. (Note the extent of visible or claimed injury).

k. Notity your office in accordance with local instructions.
M-F EVE SAT SUN HOL
Vehick Mainicnance Facility:
Vehicic Base Supervisor:
Police: City County State

Hem 087-H
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Form 4585,

U.S. Postal Service
POSTAL DRIVER ACCIDENT INFORMATION

The United States Postal Service desires to fulfill its responsibility toward persons in accidents
involving vehicles operated by postal personnel,

To pravent misinformation, postal personne| are instructed not to volunteer information not
required by law. -

The following information is required and is fumished fo you by the postal driver.

1. Accident Location 2. Date and Time
3. Driver's Name 4. State Driver's License No.
5. Make, Type and Postal Vehicle No. 6. Post Office
For further information about this accident please contact:
Name, Title and Address Phone No.
PS Form 4585, June 1888 USGE0T885-181-FOVEIEES {Mar. 1971 edition usable)
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Form 4586, Accident Information |

U.S. Postal Service Ne.
ACCIDENT INFORMATION

You can assist in the national endeavor 1o reduce accidents by
providling information about this accident.

Please compiets this form and give it to the postal driver in-
voived. 1 you are unable 10 return it fo the driver, pisase drop it
in a letter~box.

No postage is required.

Thank You
Posimaster o l

Did you see the Where were you at the ime?
accikient?

B O

Did you see sither | What was the postal vehicle doing?
vehicle invoived
prior {o the acti-

dent?
Ov. O

Who do you think ; ;
was at 1 Y°"? What was the other vehicle doing?

D Pastat
[ omer

Was anyone hurt? § vour Name and Address (include ApL./ I
Suite No. and ZIP+4 Code)
0 e O

Your Telephone No.

Comments

PS Form 4586, Nov. 1887
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ST

14, OPERATOR'S STATEMENT OR ACCIDENT AND USE OF SAFETY EQUIPMENT

OPERATOR'S REPORT OF MQPEPARTMENT OR AGENCY
TOR VEHICLE ACCIDENT

Tell in your own way how gﬂa form '{‘:ﬁ;xgﬁmﬁ?&md :agi ggg ngmon OF ORGANIZATION TO WHICH YOU
: N
e accldont happened: the ecane of the acciden! if possibie,
See the Privacy Acl Statement on
page 4.
: Print TASTNAME - FIAST NAME MIDDLE INITHAL AGE
[ ﬂ!ﬂ’
= AANK, HATING OR THLE l $5 NUMBER GOVI. MOTOR VEHICLE
2 OPERATON PERMIT NO.
_ a Home Addrass (Number, Sireat, Cily, State, ZIP Coxle) HOME TELEPHONE NO.
-
DATE DAY OF WEEK TIME
ACCIENT gy, amf DyrvRRORTO
i § ZZ 1 l pm ] ACCIDENT
PLACE OF ACCIDENT (if in city, give number, etreel, clty and Statg, # outside city limits, indicate mileage
5 g to nenrest cry, or other landmark.}
b g CAIGIN OF THIP ! DESTINATION
o PURPOSE OF THRIP
2§ MAKE TYeE REGISTRATION NUMBER OR OTHER
'E 1DENTIFICATION
'% -~} PARTS OF VEHICLE DAMAGED (Dascribe} CPERATOR'S ESTIMATED
o8y :Moum OF DAMAGE
8 rrmmermer e
] E TIS WAS A BACKING ACCT WToa Wis
ggg eh WAS A GUIDE AVAILABLE7 O vl e gigesenr © oD o
o .
MAKE ] TYPE YEAR
4 OPERATOR'S STATE PERMIT NUMBER VEHICLE LICENSE NUMBER AND STATE
WAS VEHICLE EQUIPPED ves Qo 1 50 ward ey in use 0 ves Do .
WITH SEAT BELTS 81 tima of sccidenl &§ OPERATED | NAME
ay:
® Have you answered ALL the questions as comphalely s possible? 2&,
In compliance with the Pdvacy Act of 1074, tha lollowing information la provided: Solicitolion of the information re- E § HOME ADDRESS (Number, Street, City, Stale, Zif? code}
quested on this form is authorizad by Yitle 40 USC Section 401, Disclosure of the information by a Federp! Employee £
ts mandatory as it i the first dey i The Governments Investigation of a motor vehisle nccident. The pringlpa pur. %
poses for which the information ia intended lo be used are to provide necessary dala for use by legal counsel In legal x QWNED NAME
aetions resutting from the accident and to provide socident information/statistics Tor use in onalyzing accident causes ?‘ ny:
and developing methods of reducing accidents. Aoidting use of the Information may be by Federal, State or locat .
governments, or agenclies when relevant 1o chl, criminal, or reguiatory | et tions, An employee § ADDAESS (Number, Sireat, City, State, 2iP cade)
of n Federa! pgency who faits to report ascuralely a motor vehkcle accident lnvoiving a Fedcl al vehlcie or who refuses
1o cooperals in the Investigalion af an seciden] may ba subfect to adminstmlive sonclions. o é = oL E DAAGED e SPERATORS TS
OF VEH! X TIMATED
OPERATOR DATE SIGNED + AMOUNY OF DAMAGE
AN HERE $
5. OTHER PROPEATY DARAQED (Expitin, I more space i5 nesded, continued i ten 12, paga 3.)
L3 U.S. Government Printing Office: 1005-461-275/20005 STANDARD FORM 81 PAGE 4 (REV. 11-76) $1-108 BTAND’A__’::I;G';"OHP?;‘E PS}.)\Gg!; HREI\&H? 76
ba d L3
. ] | | [ ] [ ——— ——




9t

(Wat ov oy, icy, oot} oW ole.j

fooncrete, macadam, efe.j

NAMES HOME ADDRESSES STATE WHO GAVE MEDICAL AID, IF ANY WAS GIVEN | WHERE WAS INJURED TAKEN
: §
d E g CONBDITIONS OF OTHER DRIVER
z £
g ; 1Folher driver o1 persons Injured made stalements os 1o cause of accident and extant of persons! or property
damage, relate conversalion, alse, pive manes and addresses ol others heating such stalements.
§ 4
»
: §
40 MAKE TYPE YEAR
u 3
2 @ E OPEAATOR'S STATE PEAMIT NUMBER
g 4]
3 E
§ OPERATED § NaME
g@ BY:
E POLICE OFFICER BADGE NUMBER | PRECINCT OR HEADQUARTERS E § HOME ADDRESS (Number, Streal, Gity, Siate ZIP code)
o [+
INDICATE: FEDERAL VEHICLE OTHER VEHICLE (2} é OWNED NAME
{Inchudea privately owned Fadarally operated) g BY: K
DIRECTION ADDRESS (Number, Straat, City, State, ZIP code)
OF TAAVEL
. o
3 O OF R of | PARTSOF VEHICLE DAMAGED (Described) OPERATOR'S ESTIMATED
HIGHWAY AMOUNT OF DAMAGE
3
§ APPROXI-
MATE
2 SPEED MILES PER HOUR MILES PER HOUR OTHER PROPERTY DAMAGED (Explai)
M —
g CONDITION OF ROADWAY WEATHER (Claar, foggy. rai, TYPE OF ROADWAY
=4

OTHER INFORMATION (Explain stop signa, traffic sipmals, obstrucons, alc.)

13, DIAGRAM WHAT
HAPPENED BY
USING THESE
SYMBOLS, BELOW

Fops B

Vrber T ederal venere as 1-oiher veRicl a5 -

addiional vehicle as 3, and show direction of

travel by arow

(Examnpie)

Use solid ¥ne 1o show path betore notident ——@
Broken ke after eccident
Show pedesiton by ._._.._>
Shawralionaty * HFTHFRE o
Give names or numbers of streeta or highways
Truicate noeth by armow in thia circle o

STANDARD FORM 81 PAGE 2 (REV. 11-76)

STANDARD FORM 91 PAGE 3 (REV. 11-78)




Discussion Topics

CHARACTERISTICS OF A PROFESSIONAL DRIVER

Some characteristics of a professional driver would be. ..
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Form 4584, Observation of Driving Practices

U.S. POSTAL SERVICE
OBSERVATION OF DRIVING PRACTICES

INSTRUCTIONS

This form, when used correctly, can aid in the elimination of
driving practices which cause accidents. Alldriving practices
needing improvesment and noted below should be discussed
with the driver as soon as possibie after the observation. Be-
cause the primary purpose of conducting observations is to
improve dnving practices befors they result in accidents, dis-
cussions with drivers must be positive in nature and include
the benefits to be gained from improving driving gfacﬁoes. i
adriving observationis delermined 1o requirs official action,

such action will be in accordance with the terms of the Na-
tional Agreements. To enforce a high standard of profes-
sional driving performance, ali drivers mustbe observed al
least twice a year, and atother imes when appropriate, For
probationary drivers this form must be completed at 30,
60, and 80-diay intervals. (or at other appropriateintervals
i the driver’s probatiol period is not 90 days), and a
copy attached to Form 1750, Employse Probationary Peri-
od Evalyation Report

Name of Driver and Employee 1D Number
From

Time of Observation

Date of Obsarvation
Te

Location of Observation

Vehicle Type

Vehicle No. S1a/Br/Ofc

A. Professional Driving Practices Demonstrated

[ During this observation, the driver exhibited safe and professional driving practices, and is 10 be commended.

B. Driving Practices To Be improved

STARTING

TURNING

[ Fasmen seat pait andior cioss doar
Give proper signat when leaving curb

o

RDESPONSEVE?\!ESS TO WEATHER

D Reciizce spmed wall in advance of intersections

10 3 meconds 7] Appeoach in proper lane

Signal of teast 100 tent in advance

Lok back 1o chesk fraffic ] Heducesspeedmmummww Turn into prooer lane
Watlor suftadle gapin tafhe HIGHWAY/FREEWAY PARKING
STEERING AND LANE USEAGE S s o s o —
Keep both hands on whee! priorto meigeg Set parkgear and handbake
Hoep vehicle in enmnroﬂane m meﬂm i mierierence wit Tum off ignition
Stay to right of center ine 3 Periodically obeerve vehicies in sdacent lanes Lotk vehicie
Stay in one lane as much 85 possinie m Fregquently check rear/side rirrars BACKING
LANE CHANGING [ signa: exit imentions weli in acvance Avoid backng whenever possitle

D Exit 2t posted speed .

Check for vehicies apgesaching in intended
lane PASSING

u Signal lane changes
D Change lane 50 @5 1ot 10 e in another driv-
er's bhnd spol

SPEED AND FOLLOWING DISTANCE
Mantain speed of vaffic fiow notto ex-
o

ooudd posted speed
Adbere o posted! speecs in Curves

E] Maintain 2-sacond foiowing cistance obatraCtod ilorsections

m Slow down or change isnes whon tallGated E} Oveerve tathic controls

NS, 6o CASSING Zones)

B Allow sufficent Space in which 10 pass
Signal 1o pull sut o7 back in
Pass where lega (not hills, curves, intersec:
[] Provide 2 seconds taliowing disance 10
wehicle being pasaed belore uling back in
STOPPING AND INTERSECTIONS
Recuce gpeed 31 uncontrolied or vision—

B Lotk Detund vetucie
Prymically wir around while backing

n Back siowly
ATTENTION TO PEDESTRIANS
g Yield righi-ot-way at gl imes

oMWY

) ter rom w aler micyciist, oocupon in parkes
ehicie, or pecestnian near y

[ Recuce sonea when chicren cossrved nea:

Decslerate ¢racually when stopping iyt o
Check mitror for following trathe pasice, ot £ Mosn
Stop betore cromswalk of ine
Leck left, right and ief
Yield 10 cross raffic
Commants
Tilte of Observer Signature
C. To Be Compieted By Driver's Immediate Supervisor
Action Taken Original  $-PEDC Manage:
2-T5 Diiver
3=To Driver's immediale Supervisod
4-To Locn! Salety Monaper (It &
Signature Date Probanonary Driver, ottach 1o Form

1750 ond Foreard to the Designated
Pominl Officinl Inmend of the Satety Monager)

PS Form 4584, Aug. 1684
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THE LONGLIFE VEHICLE (LLV)

The following is is provided as a general overview on the Long Life Vehicle (LLV). the vehicle
will be covered in greater detail during the Vehicle Familiarization phase of the driver training.

One of the biggest problems that the Postal Service faced with delivery vehicles was body rust.
This not only created added expense for repair and replacement, but also gave a very poor image
of the Postal Service to the public when the vehicle remained in service awaiting repair.

The LLV, which was specifically designed for the purpose of delivering mail, has an aluminum
body which decreases the chances of corrosion. This vehicle addressed the Postal Service
vehicle rust problem while adding to the safety and comfort of the driver.

The vehicle, which is expected to last for twenty four years and carries more than 2 1/2 times the
capacity of the Postal Jeep is equipped with power steering power brakes, cloth covered swivel
seats, a moveable letter tray, specially designed mirrors for increased visibility, and
glare-protected instrument covers. Along with these features the LLV is also a righthand drive
vehicle which makes it excellent for curbside deliveries.

These features will be covered in more detail during vehicle familiarization. Also during the
vehicle familiarization, information will be given on vehicle safety inspections, loading and
unjoading, and the safe operation of the LLV.

The following are key items that if adhered to can assist in ensuring the safe operation and
utilization of the LLV.

Seat Belt - The LLV is equipped with both lap and shoulder belts. The two parts are not
permanently joined (the two parts fit together by inserting the metal nub of the shouider belt into
the slot on the lap belt) However they should be womn at all times the vehicle is in motion. Only
in unusual circumstances, such as, when the shoulder belt restricts access to mail boxes, will
authorization be given to disconnect the shoulder belt. The lap belt must be worn at all times. It
must be remembered that these belts are the best defense against death or serious injury should
the vehicle be involved in collision. USE THEM.

Turn the Vehicle off - The LLV should not be left running when unattended, no matter how
short the period of time. When leaving the vehicle, put the vehicle in park, set hand brake,
curb the wheels, turn off the engine and take the key. This prevents rollaway/runaway
accidents,



Lock the Doors — When the vehicle is unattended, lock the doors. The LLV is designed so that
the back cargo compartment can be locked. Normally, the cargo door will be kept locked. Be
sure to also lock the driver side door when leaving the vehicle unattended and out of view.
Following these procedures will lessen the possibility of unauthorized entry into the vehicle and
mail theft,

Use caution entering cargo area — When you’re working in the LLV, the easiest way to enter
the cargo area is from the cab. However, entry from the rear has not been prohibited. There are
times when carriers can enter through the rear door safely and easily. If you need to get into the
cargo area from the rear, there are some important safety tips to remember, and to use.

» Except for loading dock situations, entering through the back door has not been
recommended because it can require a very large step.

s Do not use the back bumper as a step. The bumper is not designed to support your weight,
and it may be slippery.

* A curb can reduce the size of the step, making it easier to step into the cargo area.

¢ If you're tall enough, you may be able to prop one knee on the cargo bed, then lean in to
reach more mail.

* If you can’t enter from the rear safcly and comfortably, then you should be get to the cargo
arca from the cab of the vehicle.

Remember..work smant. Think ahcad. When you load the vchicle, arrange the mail so it's casy
to rcach. Keep heavier items within easy reach at the rear of the cargo arca.

How you load your vehicle is going to depend on how much mail you have on any given day.
It’s aiso going to depend on what type of mail you have on the routc.

For example, on some routes where you have a lot of flats, it may be most efficient to put the flat
trays at the rear of the cargo area, within easy reach from the back door.

The same is true for parcels. Some routes always have a high volume of parcels. If you’re on
one of those routes, it may be easiest to keep the packages within easy reach of the rear door.

Remember... work smart and use good judgment.

It makes a lot of sense to avoid injury. Work safely and stay heaithy for the things you enjoy.




Adjust Mirrors - Before moving the vehicle make sure that the mirrors are properly adjusted.
The LLV is equipped with a number of mirrors that when properly adjusted will provide
adequate visibility for safe operation. Due to the fact that the LLV does not have a rear window,
the mirrors become extremely important for safe backing. But remember, when in doubt, get out
and check before backing.






New Employee Training

. BMC MAIL HANDLER (P. 12)
Topic: Forklift Operator Training
Time: 8 hours

instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area (Secured)
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Passing test at medical unit PEDC Course 5250500, Forklift
B. Purpose and use of forklift Fruck Operator
C. Training program films
D. Hands—on training
E. Examination after training

1. 'Written test
a. Weight allowances
b. Height and width clearances
. ¢. Safety
d. Recharging requirements
2. Roadtest
a. Handling techniques——unloaded
b.  Pickup of loads of different weights
¢.  Handling techniques— —loaded
Safety habits

=

F.  Supervised operation of forklifts

Handbook EL~701A, January 1993 A-32



New Employee Training

BMC MAIL HANDLER (P. 13)
Topic: Tow Tractor Operator Training
Time: 3 hours
Instructor:
Where training takes place:

When training takes place:

Drsiver Instructor Examiner/ad hoc DIE
PEDC/Work Area (Secured)

Before Assignment to Job

Points To Be Covered

Notes/Materials Needed

>

Passing test at medical unit

w

Purpose and characteristics of stand up model
and sit down model of tow tractors

Use of equipment on workfloor
Training program videotape

Hands—on training

M omogon

Examination after training
1. Written test
a. Number of containers that may be

pulled safely (empty/loaded)
b.  Numbers of hampers that may be
pulied safely
c. Safety
d.  Recharging
2. Roadtest
a. Handling

techniques— —requirements with and
without train
b. Hooking up hampers and containers
¢ Safety habits

G. Supervised operation of tow tractors

PEDC Course 5751000, BMC Tow
Jractor (In—House)

Handbook EL-T701A, January 1993




New Employee Training

@ CITY LETTER CARRIER (P.1)
Craft Skills Building Topics Hours
1. Driver Orientation 6-8
2. Vehicle Familiarization 1/2*
3. Controlled Driving Instruction and Certification 24
4. Content/Basics 8
5. Demonstration/Practice : 1228
6. Service/Dependability 4
7.  On-the—Job Training 24
8. Service Fundamentals - 2

* = Per vehicie

Exhibit 254803, Individual Tmining Record

A-45 Handbook EL—-701A, January 1993



New Employee ;E'aining

CITY LETTER CARRIER (P. 2)
Topic: Driver Orientation

Time: 6-8 classroom

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC

When training takes place: Before Vehicle Familiarization

Points To Be Covered

Notes/Materials Needed

A.  Introduction
1.  Course overview
2. Defensive driving
3. Safe driving
4. Form4s82
5.  Long life vehicle
6. Quarter ton vehicle
B. Statistics
1. Local/district accident statistics
2. Seatbelts

3. Four—second following rule
4. School zones
5. Preventable/nonpreventable accidents

C. BHazards

Pefinition of a hazard

Directly controllable hazards

Not directly controliable hazards

Form 4570/Automated Vehicle Recording
Devices

5. Notice 76
6. Label
7. Form 4565
8

9

Rl

Intersections

. Passing
10. Entering/leaving parking spaces
11. Oncoming vehicles
12. Stopping formula
13. Tailgating
14. Mechanical devices
15. Right turm onred

PEDC Course 43513—00, Orientation
for New Drivers

TI_D-**GS?--iA. Instructor’s Guide

TD~087~1B, Learner's Workbook

Form 4582, Qperator’s Record
ife Vehicle Videot
(Revised)

VHS~087-4, Quarter Ton Vehicle
Videotape

Seat Belt Videotape

Form 4570, Vehicle Time Record
Notice 76, Expanded Vehicle Safety
Check

Label 70, Safety Check and Vehicle
Di e

Form 4565, Vehicle Repair Tag

Handbook EL-701A, January 1993 A-46




New Empioyee Training

CITY LETTER CARRIER (P. 3)
Driver Orientation (CONTINUED)

6-8 classroom

Topic: .
Time:

instructor:
Where training takes place:

When training takes place:

Driver Instructor Examiner/ad hoc DIE
PEDC

Before Vehicle Familiarization

Points To Be Covered Notes/Materials Needed
16. Left turns
17. Right turns
18. Passing
19. Railroad tracks
20. Defense vs. offense VHS-087~1, The Best Offense Is 2
21. Backing Good Defense
2. Parking VHS—087-5, Backing and Parking
23. Curbing ]
24. Rollaways VHS-087-2, Antention Please
25. Mood/inattention (headsets) —087~3, Ad Conditi
26. Adverse conditions (ice, snow, leaves, VHS-087-3,
glare, potholes, etc.)
27. Loadin
3% Mimors Form 4585, Postal Driver Accident
) i Information
D. Accident kit and accident procedures . .
, Accident Information
1. Form 4585 Form 4586
2. Form 4586 0F—91,QF:mn_z:&Eenmmme
3. OF-91 Vehicie Accident
4. lItem(87-H

E. Courtesy and Professionalism
1. Courtesy
2. Professionalism
3.  Safe driver awards
4. Formdsg4

Item 087—H, Vehicle Accident Report
Kit

Form 4584, Observation of Driving
Practices

Handbook EL~—701A, January 1993



New Employee Training

CITY LETTER CARRIER (F. 4)

Topic: Vehicle Familiarization
Time: 1/2 hour per vehicle

Instructor:  Driver instructor Examiner/ad hoc DIE

Where training takes place: Garage or Driving Range -
To Be Determined Locally
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Guidelines for vehicle familiarization PEDC Course 43513--00, QOrjentation
for New Dri diming :
B. Parts of the vehicle and their operation Guide
1. Doors, latches and locks -
2. Seat adjustment
3. Safety belt
4. Mirrors (rearview, side, and pot lid) Simulation of Child Hazard (Dummy)
5. lgnition
6. Windshield wipers and washers
7. Light switches (headlights, parking,

flashing, and directional lights)
8. Parking brakes
9. Accelerator and brake
10. Gearshift
11. Steering capability
12. Gasoline and oil gauges (fueling)
13. Gas tank location and clearance
14
15
16
17

. Tire pressure
Loading and rear loading clearance

" Clearances Notice 76, Expanded Vehicle Safety
. Unique handling characieristics Lheck
: Labe] 70, Safety Check and Vehicle
C. Safety check by each trainee Di —

Handbook EL-701A, January 1993 A—48B



New Employee Training

CITY LETTER CARRIER (P. 5)
Topic: Controlled Driving instruction and Certification

Time:

Instructor:

Where training takes place:

When training takes place:

3 1/2hours *

Driver Instructor Examiner/ad hoc DIE

Driving Range and Road Test Route -

To Be Determined Locally

Before Assignment to Vehicle

Points To Be Covered Notes/Materials Needed
Trainee practice driving PEDC Course 4351300, Qrientation

1. Smooth stopping and knowledge of
braking distance required for varying

speeds

2. Locating front and rear
bumpers/clearances

3. Maneuvering the vehicle for clearance on
right and left sides

4. Parking vehicle ——backing and
perpendicular

End~of - Training, Vehicle Operation
Certification Test (5-8 miie course)

for New Drivers
Vehicles
Traffic cones or pylons
Chalk (stop line and course problems)

Schematic of practice course

*  Amount of time is determined by
previous training and types of
vehicles used.

Handbook EL~701A, January 1993



New Employee Training

MAIL HANDLER (F. 18)

Topic: Forklift Operator Training
Time: 8 hours

Instructor:  Driver instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area (Secured)
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Passing test at medical unit PEDC Course 52505-00, Forklift
B. Purpose and use of forkiift Touck Qperater
C. Training program films
D. Hands—on training
E. Examination after training

1. Written test
a. Weight allowances
b. Height and width clearances

c. Safery
d.  Recharging requirements
2. Road test

Handling techniques~ —unloaded
Pickup of loads of different weights
Handling techniques——ioaded
Safety habits

poow

¥ Suopervised operation of forklifts

Handbook EL~701A, January 1993 A - 156



New Employee Training

MAIL HANDLER (P. 19)
Topic: Tow Tractor Operator Training
Time: 3 hours
Instructor:  Driver Instructor Examiner/ad hoc DIE
Where training takes place; PEDC/Work Area (Secured)
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed

Passing test at medical unit

w

Purpose and characteristics of stand up model
and sit down model of tow tractors

Use of equipment on workfloor
‘Training program videotape

Hands~on training

momog oo

Examination after training
1. Written test
a. Number of containers that may be
pulled safely (empty/loaded)
b. Numbers of hampers that may be
pulled safely
c. Safety
d. Recharging
2. Road test
a. Handling
techniques— -—requirements with and
without train
b. Hooking up hampers and containers
c.  Safety habits

G. Supervised operation of tow tractors

PEDC Course 5751000, BMC Tow
Tractor (In—House)

A~-157
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New Emplovee Training

MOTOR VEHICLE OPERATOR (P. 1)

Craft Skills Building Topics Hours
1.  Duties and Responsibilities of Position 12
2. Reporting, Records, and Schedules 3/4
3. Safety and Emergency Procedures 2
4. Vehicle Maintenance 1
5. Methods and Procedures 1
6.  Driver Orientation 8
7.  Vehicle Familiarization 12t01
B.  Controlled Driving Instruction and Vehicle Operation Test 2t03
9.  Assignment to Work Situation 8
10. Service Fundamentals 2

Exhibit 254810, Individual Training Record

A~179 Handbook EL-701A, January 1993



New Employee 'I.'rammg

MOTOR VEHICLE OPERATOR (P. 2)

Topic: Duties and Responsibilities of Position
Time: 1/2 hour
Instructor:  Driver Instructor Examinerfad hoc DIE

Where training takes place:
When training takes place:

PEDC/Work Area

Before Assignment to Job

Points To Be Covered

Notes/Materials Needed

A. Introduction

1

2.
3.

4.

5.

Manager speech, outlining role of vehicle
service in total postal operation

Line of authority

Relationship of other postal employees
and supervisors to vehicle drivers

Vehicle service—~stations, depots, bulk
mail center, airfield, etc.

Locai rules and regulations

B. Duties and responsibilities

L

On--time operation in relation to other
post office functions— —dispatch times,
carrier leaving times, rail schedules,
routes of travel, etc.

Care and appearance of equipment;
responsibility while in driver’s custody
Unauthorized riders, stops, or improper
use of vehicle

Fuel conservation

Handbook PO-701, Fleet
Management

Driver Simulator offices use Module
- 3, Regulations and Reporting
Procedures
Local Maps

Handouts

Handbook EL—-701A, January 1993
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New Employee Training

MOTOR VEHICLE OPERATOR (F. 3)

Topic: Reporting, Records, and Schedules
Time: 3/4 hour

instructor:  Driver instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Reporting for duty Handbook PO-701, Flget
1. In proper uniform Management
2 Ontme _ Form 4533, MVS Schedule
3. Employees’ entrances and exits -
4. Reporting time, subsequent day Local handouts
assignment, how assignment is
determined
5. Local requirements when unable to
report for duty
6. Use and location of time
clocks/transactors

7.  Location of rooms—available facilities,
elc.

B. Schedules

C. Records
1. Frequently used forms——timecards,
accident reports. other forms for
recording work hours
2.  Transactor inputs

A-181 Handbook EL—701A, January 1993



New Employee Training

MOTOR VEHICLE OPERATOR (P, 4)

Topic: Safety and Emergency Procedures
Time: 2 hours
Instructor:  Driver Instructor Examiner/ad hoc DIE
Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materiais Needed
A. Defensive driving habits Driver simulator offices use Module 6,
1. Seatbelts Strategy for Safe Driving, and
2 Leaving curb/dock Moduije 8, Accident Avoidance
, Techniques
3. Controis L
4. Speed Item 087H, Accident Report Kit
2 g?;:;:ig NSC Safe Driver Award Rules
7. Interactions Form 4570, Vehicle Time Record or
8. Maintaining and changing lanes Automated Recording Device
3 F ing dist
. o s Handpook PO-10, Fe
N Na
11. Highway :
12. Backing
13. Parking

#4. Chocking vehicles at dock
15,  Attitudes and attention

State and local laws applicable to postal
vehicles or peculiar to postal vehicle service

Types of accidents and possible causes, proper

ocedure for reporting them, the necessary
orms to be completed, the contents of the
accident report kit. Handout the kit, explain
the various forms, and collect kits for reuse.

Safe driver awards program

1. Safe driving awards

2. Preventable versus nonpreventable
accidents

Use of Form 4570 or Automated Recording
Device

Locking vehicles

Handbook EL—701A, January 1993
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New Employee Training

MOTOR VEHICLE OPERATOR (P. 5)

Topic: Vehicle Maintenance

Time: 1 hour

instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Effects of bad driving habits on vehicles, Handbook PO-701, Fleet
delivered by vehicle maintenance ' Management
representative
Damaged parts display

B. Identifying vehicle deficiencies

Form 4565, Vehicle Repair Tag

C. Use of Form 4565 and importance of retaining
operator’s copy

A~ 183 Handbook EL-701A, January 1993




New Employee Training

MOTOR VEHICLE OPERATOR (P. 6)

Topic: Methods and Procedures
Time: 1hour

Instructor:  Driver Instructor Examiner/fad hoc DIE

Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed

A. Handling pouches of Registered Mail

bt

Collections and relays

C. Manner and method of bed loading (maximum

cube utilization ~—order of delivery

D. Container loading and control
Hampers

Sacks and pouches

Pallets

Tray carts

Post—con

General purpose mail container
Mail trays

Bulk mail container

Shoring for Safety

i N SR

E. Vehicle utilization surveys

Handbook M~41, City Delivery
Carriers Duts 1

Responsibilities, Sections 380,
542,543 and 544

PEDC Course 54552-00, Van
Handbook PO—502, Container
Methods

Form 4572, Tractor Log
Form 4575, MVS Vehicle Survey

Handbook EL-701A, January 1993
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New Emplovee Trzining

MOTOR VEHICLE OPERATOR (P. 7)

Topic: Driver Orientation
Time: 8 hours
Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place:

When training takes place:

PEDC

Before Vehicle Familiarization

Notes/Materials Needed

Points To Be Covered

A. Introduction

1. Course overview

Z  Defensive driving

3. Safedriving

4, Form 4582

5. Long life vehicle

6. Quarter ton vehicle
B. Statistics

1.  Local/divisional accident statistics

2. Seatbelts

3. Four—second following rule
4. School zones
5. Preventable/nonpreventable accidents

C. Hazards
1. Definition of a hazard

2. Directly controllable hazards

3. Notdirectly controllable hazards
4. Form 4570 :

5. Notice 76

6. Label 70

7. Form 4565

8. Intersections

9. Passing

16. Entering/leaving parking spaces
11. Oncoming vehicles

12. Stopping formula

13. ‘Tailgating

14. Mechanical devices

15. Right turn on red

16. Intersections

PEDC Course 43513—00, Qrientation
for New Drivers

TD~-087—1A, Instructor’s Guide
TD-087~-1B, Learner's Workbook
Form 4582, Operator’s Record
ife Vehicle Vid
(Revised}
VHS 0874, Quarter Ton Vehide
Yideotape

Seat Belt Videotape

Form 4570. Vehicle Time Record
Notice 76, Expanded Vehicle Safety
Check

Label 70, Safety Check and Vehicle
Dimensions

Form 4565, Vehicle Repair Jag

A~ 185
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New Employee Training

. MOTOR VEHICLE OPERATOR (F. 8)
Topic: Driver Orientation (CONTINUED)
Time: 8 hours

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC
When training takes place: Before Vehicle Familiarization
Points To Be Covered Notes/Materials Needed
16. Leftturns
17. Right turns
18. Passing
19. Railroad tracks .
20. Defense vs. offense VHS~087—1, The Best Offense Is g
1. Backing Q,QQSLD.QfﬂlSﬁ
22. Parking VHS-087~5, Backing and Parking
23. Curbing ]
24. Rollaways VHS-087—2, Attention Please

25. Mood/Anattention
. 26. Adverse conditions (ice, snow, leaves,
glare, potholes, etc.)

VHS -087-3, Adverse Conditions

D. Accident kit and accident procedures Form 4585, Postal Priver Accident
1. Form 4585 Information
2. Form 4586

3 OF-91 Form 4586

4, Ttem 087-H OF“&W

E. Courtesy and Professionalism

1. Courtesy Item 087-H, Yehicle Accident Report

2. Professionalism Kit

3. Safe driver awards Form 4584, Qbservation of Driving
Practices

Handbook EL~T701A, January 1993 A~ 186



New Employee Training

MOTOR VEHICLE OPERATOR (P. 9}

Topic: Vehicle Familiarization
Time: 1/2to 1 hour
Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place:

Garage or Driving Range

When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Guidelines for vehicle familiarization FPEDC Course 4351300, Onientation
o New Dri AL :
B. Parts of the vehicle and their operation d—of~Trai t
1. Doors, latches and locks Notice 76 .
2. Seatadjustment otrceh ) kExpand.:dm:sls_Saim
3. Safetybelt
4.  Mirrors (rearview, side, and pot lid) Handbook PO-701, Fleet
5. Ignition Management, Subchapter 260
6. Windshield wipers and washers Co ;al il
7. Light switches (headlights, parking, mmercathims
flashing, and directional lights) Label 70, Safety Check and Vehicle
8.  Parking brakes Dimensions

9. Accelerator and brake

10. Gearshift

11. Steering capability

12. Gasoline and oil gauges

13. Gas tank location and clearance
14. Tire pressure

Transmissions
Tachographs (if used)
MYV locks and vehicle seals

Fire prevention— —types of fire extinguishers

O mmo o

State and local laws concerned with truck
operations

A -187
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New Employee Training

. MOTOR VEHICLE OPERATOR (P. 10)

Topic: Controlled Driving instruction and Vehicle Operation Test

Time: 2103 hours

instructor:  Driver Instructor Examiner/ad hoc¢ DIE

Where training takes place: Driving Range and Road Test Route

When training takes place: Before Assignment to Job

Points To Be Covered

Notes/Materials Needed

A. Trainee practice driving

1. Smooth stopping and knowledge of
braking distance required for varying
speeds

2. Locating front and rear bumpers/
overhead clearances

3. Maneuvering the vehicle for clearance on
right and left sides

4.  Parking vehicle——backing and
perpendicular

. B. End—of—Training Vehicle Operation
Certification Test

PEDC Course 43513~00, Orientation
for New Drivers

Vehicles
Traffic cones or pylons
Chalk (stop line and course problems)

Schematic of practice course

Handbook EL~701A, January 1993 A - 188



New Employee Training

MOTOR VEHICLE OPERATOR (P. 11)
Topic: Assignment to Work Situation
Time: 8 hours

instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Route of the Job Instructor or
AD Hoc Training Technician
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Assignment to run with certified on—-the—job Note:  This procedure should
instructor ensure timely MVS runs and also
' _ - .a smooth transition for the
B. Observation of route with driver trainer trainee from training to the work
operating vehicle assignment

C. Operation of route by trainee

Procedures:

1. On-—the—job instructor performs normal
duties; tramee observes and assists

2. Trainee performs normal duties of route and
the OJ1 observes and assists if necessary

A-1BY Handbook EL~701A, January 1993



New Employee Training

L8, POSTAL SERVICE

INDIVIDUAL TRAINING RECORD

QCC Coce Salary Leve! Position No. Posttion Trie(s)
MOTOR VEHICLE OPERATOR
Employes's Name Date Ertered on Duty DES/ACT Codde Sociat Security Number

REQUIRED ADDITIONAL l
INSTRUCTION GIVEN™ TRANING PROVIDED & - sor's Sig
TRAINING REQUIREMENT" Tg. | Acrministators tng. | Admingrmors | tng. | Senawreans nature Remarks
Needs Signature Time Sigrature Tiere Dare and Date
anxi Dute Usad and Date {aed

A, POSTAL ORIENTATION

L B CRAFT BASIOS
F1 i R]]
1. Duties and Responsihilities of
Posiion

2. Reporting, Records, and

3. Safety and Emergency
Procedures

4. Vehicle Maintenance

5. Methods and Procedures

6.  Driver Oriertation

7. Vehicle Familiarization

8. Controlieg Driving Instruction
and Vehicie Operation Test

9. Assignment to Work Situation

10. Service Fundamentais

D. CAREER BASICS

Continued on back

* totol training requinement i hot cormpleted, St tOPES cavered on the revere sice
“*When appiicabia, instrucior should note undker “Remarks” that additional fraining s needed

PS Form 2548~10, June 1983
Exhibit 254810, Individual Training Record (p. 1)
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New Employee Training

BEQUIRED ADDITIONAL g.;l
INSTRUGTION GIVEN™ TRAINING PROVIDED . L cors

TRAINING REQUIREMENT* T0g. | acminisvators | Tng. | Adminstmtors | Tng. | Senereand|  neure Rexarics
Noect: Sighature Time Signature Time Date anc Date
and Date Used anc Date Uses

*"Wnen applicabie, INstructor shoukd nots under “Reman™ that additional taining i neeced
PS Form 2548~10, June 1989

Exhibit 2548~ 16, Individual Training Record (p. 2)
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New Employee Training

RURAL CARRIER, RELIEF AND ASSOCIATES (F. 8)

Topic: Driver Orientation
Time: 6-8 hours
instructor:

Where training takes place:

When training takes place:

Driver Instructor Examiner/ad hoc DIE

PEDC

Before Vehicle Famiiiarization

Points To Be Covered

Notes/Materials Needed

A. Introduction

o
MAWLWRNERY LA LRDM

Course overview
Defensive driving
Safe driving -

Form 4582

Long life vehicle
Quarter ton vehicle

tatistics

Local/district accident statistics

Seat belts

Four—second following rule

School zones
Preventable/nonpreventable accidents

C. Hazards

v

Definitior of a hazard

Directly controllable hazards
Not directly controllable hazards
Form 4570/Automated Vehicle Recording
Devices

Notice 76

Label 70

Form 4565

Intersections

Passing

Entering/leaving parking spaces

. Oncoming vehicles

Stopping formula
Tailgating
Mechanical devices
Right turn on red

PEDC Course 43513 —00, Orjentation
for New Drivers

TD-087-1A, Instructor’s Guide
TD-087-1B, Learner’s Workbook
Form 4582, Operator’s Record
L ong Life Vepice Vid
{Revised)
VHS-087~4, Quarter Ton Vehicle
Videotape

Seat Belt Videotape

Form 4570, Vehicle Time Record
Notice 76, Expanded Vehicle Safety
Check

Label 70, Safety Check and Vehicle
Dintrsions

Form 4565, Vehicle Repair Tag
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New Empioyee Training

RURAL CARRIER, RELIEF AND ASSOCIATES (P. 9)

Topic: Driver Orientation (CONTINUED)
Time: 6-8
Instructor:  Driver Instructor Examiner/ad hoc DIE

PEDC

Where training takes place:

When training takes place:

Before Vehicie Familiarization

Points To Be Covered Notes/Materials Needed

16. Leftturns
17. Right turns
18. Passing
19. Railroad tracks _
20. Defense vs. offense VHS—~087—1, The Best Offense Is a
22. Parking VHS-087~5, Backing and Parking
23. Curbing
24. Rollaways VHS-087-2, Attention Please
25. Mood/inattention (headsets) ~087—3, Ad Conditi
26. Adverse conditions (ice, snow, leaves, VHS-087-3, .

glare, potholes, etc.) VHS-012~1, On Down The Road
27. Unique rual conditions (Option)
2. Vehicle maintenance ] VHS~012—4, Taking It To The Street
29. State warning light/signage requirements (Option)

(private vehicle)

D. Accident kit and accident procedures

1
2.
3
4.

Form 4585
Form 4586
QF-91
Item 087 H

E. Courtesy and Professionalism

1

2.
3
4.

Courtesy
Professionalism
Safe driver awards
Form 4584

Form 4583, Postal Driver Accident
Information

Form 4586, Accident Information
OF-91, Qf_emmRmMMm
Vehicle Acoident

Irem 087~ H, Vehicle Accident Report
Kit

Form 4584, Observation of Driving
Practices
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New Employee Training

.' RURAL CARRIER, RELIEF AND ASSOCIATES (P. 10)
Topic: Vehicle Familiarization
Time: 1/2 hour per vehicle

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Garage or Driving Range -
To Be Determined Locally
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Guidelines for vehicle familiarization PEDC Course 43513 -00, Qrientation
for New Drivers Administrator’s
B. Parts of the vehicle and their operation - Guide for End-of — Traiging Test
1. Doors, latches and locks Noti ' % .
2. Seat adjustment o o&eﬁk Expanded Vehicle Safety
3. Safetybelt
4.  Mirrors (rearview, side, and pot lid) Handbook PO-701, Flest
5. Ignition Management. Subchapter 260
6. 'Windshield wipers and washers Commercial films
7. Light switches (headlights, parking,
\ flashing, and directional lights) Label 70, Safety Check and Vehicle
8. Parking brakes Dimensions
9. Accelerator and brake

1b_ Gearshift Sirmnulation of Child Hazard (Dummy)

11. Steering capability

12. Gasoline and oil gauges

13. Gas tank location and clearance

14. Tire pressure

15. Loading and read loading clearance

C. Safety check by each trainee
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New Employee Training

RURAL CARRIER, RELIEF AND ASSOCIATES (P. 11)

Topic: Controlled Driving Instruction and Certification
Time: *

Instructor:  Driver instructor Examiner/ad hoc DIE

Where training takes place: Driving Range and Road Test Route
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Trainee practice driving PEDC Course 4351300, Orientation
1. Smooth stopping and knowledge of for New Drivers
brakmsg dxstange reguired for varying Veb??] es
2. Locating front and rear bumpers Traffic cones or pylons
3. Maneuvering the vehicle for clearance on .
right and | eﬁg sides Chalk (stop line and course probiems)
4,  Parking vehicle ——backing and Schematic of practice course
perpendicular
Management Instruction, Driver
B. End—of-—Training Vehicle Operation Selection, Testing, and Training
Certification Test (5-8 mile course) Programs and Procedures

Note:  Rural carriers who later use
right-hand vehicles on their
routes or are assigned to offices
having RHD Postal Vehicle on
rural rouvte must receive training
and certification before
management authorization can
be given.

*  Amount of time is determined by
previous training and types of
vehicles used.
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New Employee Training

RURAL CARRIER, RELIEF AND ASSOCIATES (P. 12)
Topic: Service Fundamentals
Time: 2 hours

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Classroom
When training takes place: Before Day 60
Points To Be Covered Notes/Materials Needed
Purpose of National Service Standards TD-065F, Sgr._\«’;ng_Eu_aﬁamgnmh
B. Revenue protection and role of employee in TD 065G, S_gmgg and
protecting revenues .

- Workbook

C. Competition facing the Postal Service
VHS—065~6, Service Fundamentals

D. Importénce of quality and its benefits to the
organization VHS—065--7, Competition
E. Why service is top priority Notice 36, Labeling Bundled Mail
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New Employee Training

SPECIAL DELIVERY MESSENGER (P, 6)

Driver Orientation
6-8 hours
Instructor:

Topic:
Time:
Driver Instructor Examiner/ad hoc DIE
Where training takes place: PEDC

When training takes place: Before Vehicle Familiarization

Points To Be Covered

Notes/Materials Needed

A. Introduction

Course overview
Defensive driving
Safe driving
Form 4382

Long life vehicle
Quarter ton vehicle

S RN

B. Statistics

Local/district accident statistics

Seat belts

Four—second following rule

School zones
Preventable/nonpreventable accidents

azards

Definition of a hazard

Directly controllable hazards

Not directly controllable hazards

Form 4570/Automated Vehicle Recording
5. Notice 76
6. Label 70
7. Form 4565
8
9

0
EORCE SRl R A R S

Intersections
. Passing
10. Entering/leaving parking spaces
11. Oncoming vehicles
12. Stopping formula
13. Tailgating
14. Mechanical devices
15. Right turn on red

PEDC Course 4351300, Onientation
for New Drivers
VHS-087—1, The Best Offense Is a
- Good Defense

VHS—-087-2, Attention Please
VHS-087-3,

{Revised)

VHS-087-4, Ouarter Ton Vehicle
Videotape

VHS-087-5, Backing and Parking
TD~087 1B, Learner’s Workbook
Seat Belt Videotape

Form 4563, Vehicle Repair Tag
Form 4570, Vehicle Time Record
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New Emplovee Training

SPECIAL DELIVERY MESSENGER (P. 7)
Topic: Driver Orientation (CONTINUED)

Time: 6-8 hours

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC

When training takes place: Before Vehicle Familiarization

Points To Be Covered

Notes/Materials Needed

16. Left turns
17. Right turns
18. Passing
19. Railroad tracks
20. Videotape
21. Backing
22. Parking
. 23, Curbing
24. Rollaways
25. Mood/inattention (headsets)
26. Adverse conditions (ice, snow, leaves,
glare, potholes, etc.)

D. Accident kit and accident procedures

1. Form 4585
2. Form 4586
3. OF-91

4. Item087-H

E. Courtesy and Professionalism
1. Courtesy
2.  Professionalism
3. Safe driver awards
4.  Form 4584

Form 4582, Operator’s Record

Form 4584, Observation of Driving

Form 4585, Postal Driver Accident
Information

Form 4586, Acgident Information

OF~91, Qﬁmmﬁs.&mmm
Vehicle Accident

Item 087~H, Yehicle Accident Report
Kit

Notice 76, Expanded Vehicle Safety
Check

Label 70, Safety Check and Vehicle

A—-213
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New Employee Training

SPECIAL DELIVERY MESSENGER (P 8)
Topic: Vehicle Familiarization
Time: 1/2 hour per vehicle

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Garage or Driving Range
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Guidelines for vehicle familiarization PEDC Course 43513 —00, Orientation
for New Dri Adrmini ;
B. Parts of the vehicle and their operation Guide for End-—of—Training Test
1. Doors, latches and locks Notice 76 .
2. Seat adjustment Onmmmm
3. Safetybelt
4.  Mirrors (review, side, and pot lid) Handbook PO—701, Fleet
5. Ignition Management, Subchapter 260
6. Windshield wipers and washers Co ial fil
7.  Light switches (headlights, parking, mmereiat iims
flashing, and directional lights) Label 70, Safety Check and Vehicle
8  Parking brakes Dimensions
9 Accelerator and brake : : S
t f
10. Gearshift Simulation of Child Hazard (Dummy)

11. Steering capability

12. Gasoline and oil gauges

13. Gas tank location and ciearance

14. Tire pressure

15. Loading and read loading clearance

C. Safety check by each trainee
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SPECIAL DELIVERY MESSENGER (P. 9}

New Employee Training

Topic: Controlled Driving Instruction and Certification

Time: *

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Driving Range and Road Test Route
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed

A. ‘Trainee practice driving
1. Smooth stopping and knowledge of
braking distance required for varying

speeds

2. Locating front and rear bumpers/
overhead clearances

3. Maneuvering the vehicle for clearance on
right and left sides

4. Parking vehicle ~~backing and
perpendicular

B. End—of-Training Vehicle Operation
Certification Test

PEDC Course 43513-00, Onentation
for New Drivers

Vehicles
Traffic cones or pylons
Chalk {stop line and course problems)

Schematic of practice course

*  Amount of time is determined by
previous iraining and types of
vehicles used.

A-215
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New Employee Training

TRACTOR~TRAILER OPERATOR (P. 1)

Craft Skills Building Topics

Duties and Responsibilities of Position
Reporting, Records, and Schedules
Safety and Emergency Procedures
Vehicle Maintenance

Methods and Procedures

Driver Orientation

Vehicle Familiarization——"Tractor

Vehicle Familiarization——"Trailer

e A T A

Driving Practice and Vehicle Operation Test

[y
=

Work Assignments

[y
pary

. Service Fundamentals

Exhibit 254813, Individual Training Record

Hours

12
34

Sto

ngt\)&wmmm

A-219
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New Employee Training

TRACTOR~-TRAILER OPERATOR (P. 2)

Topic: Duties and Responsibilities of Position
Time: 1/2 hour
Instructor:  Driver Instructor Examiner/ad hoc DIE
Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Introduction Handbook PO-701, Flest
1. Speech, outlining role of vehicle service in Management

2
3.

4.

5.

total postal operation

Line of authority

Relationship of other postal employees
and supervisors to vehicle drivers.
Vehicle service— —stations, depots, bulk
mail center, airfield, etc.

Local rules and regulations

B. Duties and responsibilities

1.

On—time operation in: relation to other
post office functions— ~dispatch times,
carrier leaving times, rail schedules,
routes of travel, etc.

Care and appearance of equipment;
responsibility while in driver’s custody
Unauthorized riders, stops, or improper
use of vehicle

Fuel conservation

Driver Simulator offices use Module
. 3, Regulations and Reporting
“Procedures
Film, L
Local Maps

Handouts
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New Employee Training

TRACTOR —TRAILER OPERATOR (P. 3}

Topic: Reporting, Records, and Schedules
Time: 3/4 hour

Instructor: Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Reporting for duty Handbook PO-701, Fleet
1. In proper uniform Management
2 Ontime _ Form 4533, MVS Schedule
3. Employees’ entrances and exits -
4.  Reporting time, subsequent day Local handouts
assignment, how assignment is
determined
5. local requirements when unable to
report for duty
6.  Use and location of time
clocks/transactors

7.  Location of rooms—~available facilities,
etc.

B. Schedules

C. Records
1. Frequently used forms——timecards,
accident report, other forms for recording
work hours
2. Transactor inputs
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New Employee Training

TRACTOR~—-TRAILER OPERATOR (P. 4)

Topic: Safety and Emergency Procedures
Time: 2 hours
Instructor:  Driver Instructor Examiner/ad hoc DIE
Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Defensive driving habits 16mm Film, Make It Your Habit
1. Seatbelis 16mm Film, ADP R Fil
2. Leaving curb/dock mm Hiim, esponse LIS
3. Controls Driver simulator offices use Module 6,
4. Speed Strategy for Safe Driving, and
5. ‘Turning Module 8, Accident Avoidance
6. Stopping Techniques
7. Interactions Item 087H, Accident Report Kit
8. Maintaining and changing lanes X
. 10. Railroad crossmg Form 4570 WOT
1. Highway Automated Recording Device
b packine Handbook PO—701, Fleet
13. Parking n -701,
14. Chocking vehicles at dock Management
15. Attitudes and attention
B. State and jocal laws applicabie to postal
vehicles or peculiar to postal vehicie service
C.  Types of accidents and possible causes, proper
procedure for reporting them, the necessary
forms to be completed, the contents of the
accident report kit, Handout the kit and
explain the various forms, and collect kits for
reuse.
D. Safe driver awards program
1. Safe driving awards
2.  Preventable versus nonpreventable
accidents
E. Use of Form 4570 or Automated Recording
Device
F  Locking vehicles
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New Employee Training

TRACTOR—-TRAILER OPERATOR (P. 5)
Topic: Vehicle Maintenance
Time: 1 hour

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area
When training takes place: Before Assighment to Job
Points To Be Covered Notes/Materials Needed
A. Effects of bad driving habits on vehicles, Handbook PO~701, Fleet
delivered by superintendent of maintenance Management
B. Identifying vehicle deficiencies : Damaged parts display
C. Useof Form 4565 and importance of retaining Form 4565, Vehicle Repair Tag
operator’s copy
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New Employee Training

TRACTOR-~TRAILER OPERATOR (P. 6)
Topic: Methods and Procedures

Time: 1 hour

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/Work Area
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Handling pouches of Registered Mail Handbook M—41, Qsigy dlxiivgg
B. Collectionsand relays % Sections 380,

C. Manner and method of bed loading (maximum
cube utilization — —order of delivery

D. Container loading and control
Hampers

Sacks and pouches

Pallets

Tray carts

Post—con

General purpose mail container
Mail trays

Bulk mail container

Load Restraints

bl AR LR R ol S

E. Vehicle utilization surveys

PEDC Course 5455200, Yan

ing— Ri

Handbook PO-502, Container
Methods

Form 4572, Tractor Log
Form 4575, MV hicle

Videotape Shoring for Safety
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New Employee Training

TRACTOR ~TRAILER OPERATOR (P. 7)

Topic: Driver Orientation
Time: 8 hours
Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place:

When training takes place:

PEDC

Before Vehicle Familiarization

Points To Be Covered

Notes/Materials Needed

A. Introduction

Course overview
Defensive driving
Safe driving

Form 1767

Form 4582

Long life vehicle
Quarter ton vehicle

NO AW

B. Statistics

Local/divisional accident statistics
Seat belts

Four—second following rule

School zones
Preventable/nonpreventable accidents

azards
Definition of a hazard
Directly controllable hazards
Not directly controliable hazards
Form 4570/Automated Recording Device
Notice 76
Label A
Form 4565
Intersections
Passing
10, Enteringfleaving parking spaces
11. Oncoming vehicles
12. Stopping formula
13. Tailgating
14. Mechanical devices
15. Right tum on red

W0 hth B WD R

PEDC Course 4351300, Qrientation
fow Drt
VHS—087—1, The Best Offense Isa
~ Good Defense

VHS—087-2, Attention Please
VHS~087-3,

Long Life Vehicle Videotape

{Revised)

VHS-087-4, Quarter Ton Vehicle
Videotape

VHS—087~5, Backigg and Parking
TD-087-1B, Leamer’s Workbook
Seat Belt Videotape

Form 1767, Report of Hazard, Unsafe
Condition or Practice

Form 4565, Vehicle Repair Tag
Form 4570, Vehicle Time Record or

Automated Recording Device
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New Employee Training

TRACTOR~TRAILER OPERATOR (P 8)
Topic: Driver Orientation (CONTINUED)

Time: 8 hours

Instructor:

Where training takes place:

When training takes place:

Driver Instructor Examiner/ad hoc DIE
PEDC

Before Vehicle Familiarization

Points To Be Covered Notes/Materials Needed
16. Left turns Form 4582, Operator’s Regord
7. Ri
1. S N o—
19. Railroad tracks Em.“:
20. Videotape Form 4585, Postal Driver Accident
21. Backing Information
2. Parking Form 4586, Accident Information
23. Curbing
24. Rollaways OF-91, Qme;Rmn.otMm
25. Moodfinattention Vehicle Accident
26. Adverse conditions (ice, snow, leaves, Item 087—H, Vehicle Accident Report
glare, potholes, etc.) Kit
D. Accident kit and accident procedures Notice 76, Expanded Vehicle Safety
1. Form 4585 Check
2. Form 4586
. Safety Check and Vehicle
3. OF-91 Label 76

4, Item{87-H

E. Courtesy and Professionalism

Courtesy
Professionalism
Safe driver awards
Form 4584

il B L

IMENSIONS

. Handbook EL-701A, January 1993
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New Employee Training

TRACTOR—TRAILER OPERATOR (F. 9)

Topic: Vehicle Familiarization— —Tractor
Time: 4 hours
Instructor:  Driver Instructor Examiner/ad hoc DIE
Where training takes place: Garage or Driving Range
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed

A. Guidelines for vehicle familiarization

B. Parts of the vehicle and their operation
Doors, latches and locks

Seat adjustment

Safety belt

Mirrors (review, side, and pot lid)
Ignition

‘Windshield wipers and washers
Light switches (headlights, parking,
flashing, and directional lights)

8. Parking brakes

9. Accelerator and brake

10. Gearshift

11. Steering capability

12. Gasoline and oil gauges

13. Gas tank location and clearance
14. Tire pressure

NO U AW

Engines— ~gasoline, diese]
Transmissions

Fifth wheel

Tachographs (If used locally)
MYV locks and vehicle seals

Fire prevention

~ T o mmU O

State and iocal laws concerned with truck
operations

PEDC Course 4351300, Qrientation

ide for End —of—Trainin
Handbook PO-701, Fleet
Management, Subchapter 260

PEDC Course 4350700, Qperating
Xour Tractor—Trailer

Operator’s Manual for of
Vehicle(s) used in that facility

Commercial films

Different types of extingnishers
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New Employee Training

TRACTOR~TRAILER OPERATOR (P. 10)
Topic: Vehicle Familiarization— —Trailer
Time: 2 hours

instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Garage or Driving Range
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Tractor/trailer mating— —fifth wheel, kingpin Handbook PO-701, Fleet
Management, Subchapter 260
B.  Air hoses and light connections— —hookup,
trailer lights and brakes PEDC Course 43506—00, Operating
C. Landing gear
1.  Lowering
2. Damage points
3. Specialized

a. Flexivans
b. Piggyback equipment

D. Trailer loading
1. Sacks
2. Containers
3. Cargo control
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New Employee Training

TRACTOR-TRAILER OPERATOR (P, 11)
Topic: Driving Practice and Vehicle Operation Test
Time: 5 1o 40 hours*

Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: Driving Range and Road Test Route
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed
A. Actual movement of tractor {only) in and PEDC Course 4351300,

around a set practice area Administrator's Guide for
T ~Trailler Familarizati
B. Actual movement of tractor—trailer
combination in and around a set practice area
after cupling by trainee
*  Dependent upon trainee’s
C. Tractor-trailer should be taken to the loading previous tractor —trailer
dock and terminal area where the trainee can experience.
practice spotting

D. Practice on street, selected routes, and any
other appropriate locations

E. End—of-Training Vehicle Operation
Certification Test
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New Employee Training

. TRACTOR—-TRAILER OPERATOR (P, 12)
Topic: Work Assignments

Time: 8 hours

Instructor:  Driver Instructor Examiner/ad hoc .DIE

Where training takes place: Route of Job Instructor or
AD Hoc Training Technician
When training takes place: Before Assignment to Job
Points To Be Covered Notes/Materials Needed

A.  Assignment to run with certified on—the—job
instructor

B. Observation of route with driver trainer
operating vehicie

C.  Operation of route by trainee

Procedures:
1. On-the—job instructor performs normal
duties; trainee observes and assists

2. Fainee performs normal duties of route and
the OJI observes and assists if necessary

Note:  This procedure shouid
ensure timely MVS runs and also
a srooth transition for the
- trainee from training to the work
assignment
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New Empioyee Training

AUTOMOTIVE MECHANIC;
LEAD AUTOMOTIVE MECHANIC . 7)

Topic: Driver Training
Time: °*
Instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/VMF Training Rm/Maintenance Work Area

When training takes place: Before Assignment to Specific Duties

Notes/Materials Needed

= o mmy

Points To Be Covered
Driver license requirement (State)
Types of vehicles
1. R-Hdrive
2. L-~Hdrive
3. Traclor and trailer
4. ‘Wrecker
5. Other
Types of equipment
1. Drive sysiems
2. Brake systems
3. Warning sysiems
4.  Radios
5. Power tailgates
6. Other

Clocking vehicles in system
Driver—vehicle safety check
On-the—sireet driving
Controlled driving

Vehicle accident reporting

Handbook EL-801. Supervisor's Safety
Hangbook

Handbook EL-803. Maintenance
Emp " Guide 10 Saf

Handbook PO-701, Elegt Management
Notice 76. Expanded Vehicle Safety
Check

Form OF-91. Operalor’s Report of Molor
ol 7

Label 70. Safety Check and Vehicle
! h’g}gggjggc

PEDC Course 4351300, Qrientation for
New Drivers

*  Incoordination with the training
manager and driver training
instructar, the supervisor will
determine the extenl and coverage
of training necessary for the
employee to perform assigned job
responsibilities. The time for
controlled driving training is
dependent upon factors such as: (a)
number of trainegs, (b) experience
of trainees, and (c) availability of
vehicles.

A-49
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New Employee Training

AUTOMOTIVE PAINTER (P. 7)

Topic:

Driver Training

Time: *

Instructor:

Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/VMF Training Rm/Maintenance Work Area

When training takes place: Before Assignment to Specific Duties

Points To Be Covered

Notes/Materials Needed

ko mmo

Driver license requirement (State)

Types of vehicles

1. R-Hdrive

2. L-Hdrive

3.  'Tractor and trailer
4. Wrecker

5. Other

Types of equipment

1.  Drivesystems

2.  Brake systems

3. Warning systems
4.  Radios

5. Power Lailgates
6. Other

Clocking vehicles in system
Driver—uvehicle safety check
On-the-street driving
Controlled driving

Vehicle accident reponting

Handbook E1L-801. Supervisor’s Safety
Handbook

Handbook EL-803. Maintenance
Empl " Ging Sai

Handbook PO-701. Flest Management
Notice 76. Expanded Vehicle Safety
Check

Form OF-91. Operator’s Report of Molor
Vehicle Accident

Labe! 70, Safety Check and Vehicle
Dimensions

PEDC Course 43513-00. Orientation for
New Drivers

*  In coordination with the training
manager and driver training
instructor. the supervisor will
deicrmine the extent and coverage
of training necessary for the
employee to perform assigned job
responsibilities. The time for
controlied driving training is
dependen: upon factors such as: ()
number of trainees. (b) experience
of trainees, and {¢) availability of
vehicles.
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New Employee Training

BODY AND FENDER REPAIRMAN;
TOOL AND PARTS CLERK (VMF) (P.7)

Topic: Driver Training

Time: *

Instructor:

Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/VMF Training Rm/Maintenance Work Area

When training takes place: Before Assignment to Specific Duties

Points To Be Covered

Notes/Materials Needed

T o mm oy

Driver license requirement (State)

Types of vehicles

.  R-Hdrive

1~H drive
Tractor and traiier
Wrecker

Other

Types of equipment
Drive systems
Brake systems
Warning systemns
Radios

Power tailgates
Other

S

Wb W

QVs N

Clocking vehicles in system
Driver-—vehicle safety check
On-~the-street driving
Controlled driving

Vehicle accident reporting

Handbook EL~801. Supervisor’s Safety
Hangbook

1 .

Hand bmki EL~803. Mainlenance
Emplovee's Guide 10 Safcty

Handbook PO-701. Flegt Management
Notice 76. Expanded Vehicle Safety
Check

Form OF-91. Qperator's Report of Motor
Vehicle Accident

Label 70. Safety Check and Vehicle
Dimensions

PEDC Course 43513-00. Qrieptation for
New Drivers

*  Incoordination with the training
manager and driver training
mstructor. the sapervisor will
determing the extent and coveruge
of training necessary for the
employee o perform assigned job
responsibilities. The time for
conirotled driving training is
dependent upon factors such as: {a)
number of trainees. (b) experience
of trainees. and (¢) availability of
vehicies,
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New Employee Training

GARAGEMAN (. 7)

Topic: Driver Training

Time: *

Instructor:  Driver Instructor Examiner/ad hoc DIE
Where training takes place: PEDC/VMF Training Rm/Maintenance Work Area

When training takes place: Before Assignment to Specific Duties

Points To Be Covered

Notes/Materials Needed

Driver license requirement (State)

B. Types of vehicles

1. R-Hdrve

2. L-Hdrive

3. Tractor and trailer

4.  ‘Wrecker

5. Other
C. Types of equipment

1. Drive systems

2. Brake systems

3. Waming syslems

4. Radios

5. Power tailgalcs

6. Other
D. Ciocking vehicles in system
E. Driver—vehicle safety check
F.  On-the-sirect driving
G. Controlled driving
H. Vehicle accident reporting

Handbook EL~801. Supervisor's Safety
Handbook
Handbook EL-803, Maintenance
E s Guide (o Saf

Handbook PO-701, Flest Management
Noatice 76. Expanded Vehicle Safety
Check

Form OF-91. Operator’s Report of Molar
Vehicle Accident

Label 70, Safety Check and Vehicle
Dimensions

PEDC Course 4351300, Orientation for
New Drivers

*  In coordination with the training
manager and driver training
instructor, the supervisor will
determine the extent and coverage
of training necessary for the
employee 10 perform assigned job
responsibilities. The time for
controlled driving training is
dependent upon factors such as: {a)
number of trainees, (b) experience
of trainees, and {(c) availability of
vehicles.
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New Employee Training

JUNIOR MECHANIC, AUTOMOTIVE (F. 7)

Yopic: Driver Training

Time: *

Instructor:

Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/VMF Training Rm/Maintenance Work Area

When training takes place: Before Assignment to Specific Duties

Notes/Materials Needed

T e mmp

Points To Be Covered
Driver license requirement (State)
Types of vehicles
1. R-—~Hdrive
2. L-Hdrive
3. Tractorand trailer
4.  Wrecker
5. Other
Types of equipment
1. Drive systems
2. Brake systems
3. 'Warning systems
4.  Radios
5. Power tailgates
6. Other
Clocking vehicles in systemn

Driver— —vehicle safety check
On~the~street driving
Controlled driving

Vehicle accident reporting

Handbc;ok EL-801, Supervisor’s

Safety Handbook

Handbook EL-803, Maintenance
Employee’s Guide to Safety

Handbook PO-701, Fleet
E!!anagem;e_m

Notice 76, Expanded Vehicle Safety
Check

FOfm OF"‘gl U d
Motor Vehicle Accident

Label 70, Safety Check and Vehicle
i SIONS

PEDC Course 4351300, Qrientation

L

In coordination with the training
manager and driver training
mstrucor, the supervisor will
determine the extent and
coverage of training necessary for
the employee to perform
assigned job responsibilities. The
time for controlied driving
training is dependent upon
factors such as: (a) number of
trainees, (b) experience of
trainees, and (c) availability of
vehicles.

Handbook EL—701B, January 1993




New Employee Training

VEHICLE MAINTENANCE ANALYST (P. 7)

Topic: Driver Training
Time: *
instructor:  Driver Instructor Examiner/ad hoc DIE

Where training takes place: PEDC/VMF Training Rm/Maintenance Work Area

When training takes place: Before Assignment o Specific Duties
Points To Be Covered Notes/Materials Needed
A. Driver license requirement (State) Handbook %L-—-SOI, §kug§rvi§g;’s
Safety Handbook
B. 'Types of vehicles
1. R—Hdrive Handbook EL 803, Maintgnance
2. L-Hdrive ‘ Employee’s Guide jo Safety
3. Tractor and trailer Handbook PO—701, Fleet
4.  Wrecker Management
5. Other . .
Notice 76, Expanded Vehicle Safety
C. Types of equipment Check
1. Drive systems Form OF -91, Operator's Report of
2. Brake systems Motor Vehicle Accident
3. Warning systems )
4. Radios Label 709 Mﬂnﬁm&lﬁ
5. Power tailgates Dimensions
6. Other PEDC Course 4351300, QOrieptation
D. Clocking vehicles in system
E. Driver——vehicle safety check
. ¥ Incoordination with the training
F. On—the-street driving manager and driver training
o .. instructor, the supervisor will
G. Controlled driving determine the extent and
. ) . coverage of training necessary for
H. Vehicle accident reporting the employee to perform
assigned job responsibilities. The
time for controlled driving
training is dependent upon

factors such as: (a) number of
trainees, (b) experience of
trainees, and (c) availability of
vehicles.
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