
Distracted and Defensive Driving Policy

Organization Name: Key 360 Support Services, LLC

Distracted Driving Policy

In order to increase team member and service recipient safety and eliminate unnecessary risks behind the
wheel, we are committed to stopping distracted driving, and have created the following rules.

● Team members may not use a hand-held or hands-free cell phone while operating a vehicle during
working hours, whether the vehicle is in motion or stopped at a traffic light. This includes:

○ Answering or making phone calls
○ Engaging in phone conversations
○ Reading or responding to messages or social media including but not limited to emails, text

messages, instant messages, tweets, facebook, and instagram.

● If team members need to use their phone, they must pull over safely to the side of the road or another
safe location.

● Key 360 team members are required to:

○ Turn cell phones off or put them on silent before starting the car.
○ Consider modifying text responses and voicemail greetings to indicate that they are unavailable

to answer calls or return messages while driving.

Failure to comply with this policy will result in disciplinary action.

Defensive Driving Procedures
Key 360 Support Services is strongly committed to a sound and thorough defensive driving policy. While
operating personal vehicles and transporting service recipients during working hours, team members should
always drive in the safest manner possible.

● Intersections: Getting into and out of intersections without an accident is a mark of a good defensive
driver. Besides your own skill level, intersections also demand anticipation of the actions of other
drivers and taking appropriate evasive action as required.

● Reversing: Backing up is an extremely hazardous maneuver. If you are backing with the assistance of
a guide, the ultimate responsibility for the safety of the backing maneuver remains with you as the
driver.

● Front-End Collisions: The primary way to avoid front-end collisions is by maintaining a safe and
adequate following distance. You should be prepared for possible obstructions on the roadway, either in
plain sight or hidden by curves or the crests of hills. A special situation occurs at night, when speed
should be kept to a level that will allow you to stop within the distance illuminated by the headlights of
your vehicle.

● Rear-End Collisions. As a driver, you risk being struck from behind if you do not maintain an adequate
margin of safety in your own following distance. If enough space is not allowed in front of your vehicle,
chances go way up that somebody can (and will) impact you from the rear.

● Passing: Failure to pass safely indicates faulty judgment on your part as a defensive driver, and failure
to consider one or more of the factors that need to be checked:

○ Is there enough room ahead?
○ Is there adequate space to move back into your lane of traffic after passing?
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○ Have you signaled your intentions?

● Being Passed: As a driver, you must be aware of the actions of other drivers, and give way if another
driver begins to sideswipe you or to cut you off. A good defensive driver will avoid problems with this
kind of accident situation.

● Encroaching on Other Traffic Lanes: Observant defensive drivers will not usually get trapped when
other drivers change lanes abruptly. In the same manner, entrapment in merging traffic can be
successfully avoided by a good defensive driver with a little pre-planning and willingness to yield. Blind
spots are not valid excuses for this kind of accident - allowances must be made in areas of limited sight
distance.

● Railroad Grade Crossings: Driving across railroad crossings, or in areas where there are rail vehicles of
some sort, demands special care. Careful observance of the traffic situation is your best defense.

● Oncoming Traffic: A defensive driver will avoid a collision with an oncoming vehicle at all costs. Even if
the vehicle enters your lane of traffic, an accident can be avoided with some evasive maneuvers.

● Turning: Turning, like passing, is a dangerous maneuver, and demands special care and an observant
eye from you as a defensive driver. You should be aware of other vehicles in your path, and of the
complete configuration of the turn you are about to undertake.

● Pedestrians: As a sensible defensive driver, always assume that if there is a pedestrian (or small
vehicle of some sort) involved in a situation, slowing down is your best defense. Be certain to give
people and small vehicles the benefit of the doubt.

● Extreme Weather and Road Conditions: Bad weather and other road hazards place special stress upon
any defensive driver. The best rule in any kind of bad weather or extreme road condition is get off the
road safely and as soon as possible. If you absolutely must continue, slowing way down and increasing
following distance are your best defenses, along with increased awareness.

● Fog: Fog reduces available visibility and impairs distance perception, making it perhaps the most
dangerous type of extreme weather condition. Because of this, it is company policy that, whenever
possible, drivers are to avoid driving in foggy conditions. Pull off the road and park safely until such time
as the fog dissipates or is burned off, if at all possible. If you cannot safely pull off the road, follow these
procedures:

○ You should never assume the depth or thickness of any fog. Fog can range from a momentary
blurring of the windshield to being several miles thick.

○ Slow your vehicle's speed. Reduction in speed should be done gradually in order to avoid
becoming a hazard for other motorists. Determining a correct and safe speed depends on the
thickness of the fog and is left to your best judgment.

○ Use low-beam headlights only when driving in fog. Low-beams serve two purposes. They help
you see the immediate roadway and also allow other motorists to see your vehicle.

○ Avoid the use of high-beam headlights while driving in fog. The water particles that make up
fog will reflect more light back at you than onto the roadway when high beams are used, and will
further reduce visibility for you.

○ You should make use of windshield wipers and the defroster when driving in fog. Driving in
foggy conditions will cause a constant fine mist of water to develop on the vehicle's windshield,
reducing visibility in the process. Using the windshield wipers and defroster will alleviate this
condition.

○ Avoid passing other vehicles while driving in fog.
○ You should avoid stopping on any roadway while driving in foggy conditions unless absolutely

necessary. If you must stop, use the emergency or breakdown lane, activate your emergency
flashers, turn off the headlights, and follow approved breakdown procedures

● Rain: Rain causes roadways to become slippery, especially when it first begins. Roadways become
covered with a thin layer of oil and other residues. When rain mixes with this layer, it results in an

P-015 Policy Created: 10/01/2017 Page 2 of 4



extremely slippery and dangerous road surface. This condition remains until additional rain can break
down and wash away the oily mixture from the pavement. This process can take anywhere from a few
minutes to several hours, depending on the severity of the rain. Water on the road surface can also
create a potential hazard of hydroplaning. Hydroplaning happens when a thin layer of water separates
the vehicle's tires from the road surface. When a vehicle is hydroplaning, it is literally riding on water.
When the tires ride on water, they lose all traction and create an extremely dangerous situation. The
faster a vehicle travels on standing water, the greater the chance of hydroplaning. Reducing speed is
the best and safest way to avoid hydroplaning. Rain also reduces visibility. Because rain presents
these hazards, drivers are expected to adhere to the following procedures when driving in rainy
conditions:

○ You should slow the vehicle's speed to avoid hydroplaning. Reduction in speed should be done
gradually in order to avoid becoming a hazard for other motorists. Determining the correct and
safe speed depends on how heavy the rain is and will be left to your best judgment.

○ You are expected to increase your following distance from other motorists. Since rain causes
the road surface to become slippery, you need to allow for greater stopping distance if the need
to stop arises.

○ You should make use of windshield wipers and the defroster when driving in rain. Driving in
rainy conditions will cause a constant film of water to develop on the vehicle's windshield,
reducing visibility in the process. Using the windshield wipers and defroster will alleviate this
condition.

○ You should avoid passing other vehicles while driving in the rain. In addition, you are
encouraged to follow other vehicles at a safe distance since vehicles traveling ahead will throw
water off the pavement and leave "tracks". Driving in these tracks will give you the best possible
traction under rainy conditions.

● Winter weather: Snow, depending on the type and severity, can present a variety of dangerous
conditions. Because of this, the following procedures have been developed for this defensive driving
policy:

○ Light, powdery snow presents few problems since it is quickly blown off the road surface.
However, if there is enough of this type of snow to cover the roadway, it will form a slick, smooth
surface. You should reduce speed and increase following distance. Determining the correct
speed and safe following distance will be left to your best judgment.

○ Heavier, slushy snow can affect vehicle control. If snow becomes hard packed it can cause an
ice hazard on the road surface. Again, you should reduce speed and increase following
distance. Determining the correct speed and safe following distance will be left to your best
judgment.

○ All slow maneuvers such as starting out, steering, backing, and turning should be done
smoothly and with extreme care to minimize skids and slides.

○ Falling or blowing snow can greatly reduce visibility. In addition, falling and blowing snow can
make it hard to see the road, road markings, road signs, and off ramps. If you must continue in
snowy conditions, reducing speed and increasing following distance are the best techniques a
driver can use to maintain vehicle control.

○ As with driving in foggy conditions, the use of high beam headlights while driving in snowy
conditions should be avoided at all times. The high-beam "shooting" light will reflect off falling
and blowing snow and reflect back at you, further reducing visibility.

○ Drivers should also be aware of the dangers of "snow hypnosis". Snow hypnosis occurs when
a driver is traveling directly into heavy snow and begins to focus on the falling snow instead of
the road ahead. This can cause a hypnotic-like effect on the driver. The danger of snow
hypnosis is especially prevalent at night.
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○ In extreme conditions, chains may be necessary.

● Ice: All drivers need to be aware of changes in road surface conditions that may affect the vehicle's
traction. To help, the following procedures for driving on icy roads for this defensive driving policy have
been developed:

○ As with all extreme weather conditions, if you must continue, the safest techniques to employ
are to reduce speed and increase your following distance. But of these two, increasing
following distance is by far the most important. Depending on the temperature and road
conditions, stopping distance (distance needed to come to a complete stop) on icy roads can
increase four to ten times versus stopping from the same speed on a dry road.

○ “Black Ice” forms when temperatures drop rapidly and any moisture on the road surface freezes
into a smooth, almost transparent layer of ice. What makes black ice particularly dangerous is
that you may not realize you are on it until it's too late.

○ Determining the correct speed and safe following distance will be left to your best judgment.
○ Bridges and overpasses are other areas to which you should give special attention. Ice will

tend to form first on bridges and overpasses because cold air circulates both above and below
these structures causing the temperature to drop more rapidly than on normal roads. Any
moisture on the road surface of a bridge or overpass will freeze quicker and harder than
elsewhere on the road. Extreme caution and a reduction in speed should be used while
traveling over bridges and overpasses.

● Night Driving: All drivers need to be aware of the potential hazards driving at night present. These
hazards include fatigue, reduced visibility, poor lighting, other (impaired) motorists, and animals on the
road. To help drivers better prepare for driving at night, the following procedures have been developed
for this defensive driving policy:

○ Fatigue is perhaps the most dangerous hazard of driving at night. Nothing we do is worth any
one getting hurt. Fatigue usually sets in at night, but a tired driver, at any time of day, is an
unsafe driver. Fatigue reduces a driver's reaction time and perception. All drivers are to review
the following fatigue warning signs:

■ Your eyes close or go out of focus by themselves.
■ You can't stop yawning.
■ You are experiencing trouble keeping your head up.
■ You experience short-term memory loss. For example, you can't remember the last

several miles you have driven.
■ Your thoughts wander or you begin to daydream.
■ You start drifting into other lanes of traffic, tailgate, or miss traffic signs.
■ You experience an inability to maintain a constant rate of speed.
■ You must jerk the steering wheel hard to correct a drift and get back into your lane. If

you experience any of these signs, it's time to get off the road as soon as safely
possible and get some rest.

Policy reviewed and authorized by:

Name: Cedric Key, Owner & CEO Date of last policy review: 6/23/2023

Signature: Cedric L. Key Date of last policy revision: 6/30/2022
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