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DRIVERS HANDBOOK
     This handbook summarizes the policies, activities and services of Boyd Grain.  If you have any questions regarding the interpretation of this book, please see management at any time.  This handbook will help you understand your responsibilities to Boyd Grain as well as Boyd Grain’s responsibilities to you.  The following information should guide you to a satisfying career with Boyd Grain.

MISSION STATEMENT -  T.S. Boyd Grain, Inc. is committed to being the carrier of choice for our customers by exceeding their expectations.  In order for us to accomplish our mission, every employee of this company must understand that the only product we have to offer our customer is SERVICE.  Every single driver is important and their performance is crucial to the company’s success.  To maintain our reputation, we must deliver our goods safely, on time, and in a courteous and professional manner.  Remember that the customer is always right whether we like it or not. 
ACCEPTANCE OF FREIGHT - COUNT & CONDITION -  Drivers are responsible for the freight when they sign the bill of lading, shipping order and/or delivery receipt / ticket.  If the bill calls for 690 cartons and you sign and date the bill and no notations are made, you have just signed for and accepted responsibility for 690 cartons that are in good condition.  If you did not count and check the condition of the shipment you need to place a notation of “Not checked or counted by Carrier” with your signature on the bills before they are separated.  If the notation is not on the copies of the bill that remain with the customer, the notation is of little or NO VALUE!

ACCIDENTS –  In the unlikely event that you are involved in an accident, you are to notify the safety department immediately so that you can be given instructions as to what you need to do next.  Using the accident reporting kit that is in your truck, complete the accident report that you have, take pictures and make a diagram of the accident scene.  It is Boyd’s policy when a vehicle has been disabled and needs to be towed from the scene or there are injuries, it will result in the immediate need for a driver to be drug and alcohol tested.  The Safety Dept MUST be notified of any and all accidents or property damage involving company equipment or the property of others, regardless of how minor it seems so they may advise.  You are NOT permitted to discuss an accident with any person other than the investigating police agency.  
See Equipment Damages.
ADVANCES AND RECEIPTS –  We will automatically advance a maximum of $100 per driver for truck expenses.  Receipts need to be turned in to be compensated such as toll fees, scale tickets, truck washes, etc.  Without receipts, money placed on your card will be treated as your personal money and will be deducted from your paycheck weekly.  Do not lose receipts – they are the same as cash to you.  Truck washes on the road are reimbursed for all of 1st and half of the cost of the basic wash price.  Periodically, Boyd is asked to make loans to employees.  These loans are at the discretion of management.  The amount and repayment of the loans is agreed upon at the time and are repaid via payroll deductions.  All employee loans are subject to a 5% administrative fee.  
ALCOHOL, DRUGS AND MEDICATIONS -  Alcoholic beverages of any type will NOT be in the possession of any driver while operating any equipment owned, operated or leased by or to T.S. Boyd Grain, Inc.  Violation of this rule will result in immediate termination.  Prescription and over the counter drugs, medications and other preparations may be carried in vehicles if such items are in their original containers.  Necessary medications should be reported to the safety department so a notation can be made in your driver file.  All other drugs, medications will be considered as an illegal drug and the driver will be subject to termination.

APPOINTMENTS & SCHEDULES -  Since Service is the product that T.S. Boyd Grain, Inc. provides, it is most important that we keep appointment times.  When you are dispatched on a load, you should be sure of your pickup and delivery times in order for you to make your delivery on time.  If you have a problem and cannot make your appointment, you are required to immediately contact dispatch so that arrangements can be made to re-power the load with another driver and truck or reschedule the delivery with the customer.  Being repeatedly late on load appointments without a valid reason and without notifying your dispatcher will result in an employment review to determine your future with T.S. Boyd Grain.

ATTENDANCE / TARDINESS  -  The services that T.S. Boyd Grain provides to our customers is entirely dependent upon people being where they are supposed to be when they are supposed to be there.  We understand that everyone has events that occur.  Any person with a legitimate need for time off to take care of personal business, or for illness or a family emergency will be given time off to take care of these situations.  Your immediate supervisor must be given at least 24 hours advance notice if you need to take care of personal business.  If you have become sick and need to be under a doctor’s care, you supervisor needs at least 6 hours notice that you are sick and unable to take your load.  In the event that an employee doesn’t show up for work without advance notice, that will be considered an unexcused absence.  The same rules apply to tardiness.  If an employee is going to be late to work, or a driver is going to routinely be late on runs, the tardiness will be excused if there is a valid reason and if your supervisor was notified.  Any employee that accumulates 2 or more unexcused instances of  absences or tardiness within a calendar year will undergo an employment review by the Director of Operations to determine that employee’s future with T.S. Boyd Grain.  

BILLS OF LADING -  When you accept a shipment on a bill of lading, it is imperative that you properly sign the document.  The signature should include “T.S. Boyd Grain, Inc., your legible signature, the date, the trailer number, and load count (or “SLC”)”.  When you deliver your shipment, the receiver MUST sign and date your bills of lading in order for the company to receive payment for the load.  Should there be problems with the freight at the time of delivery, please contact your dispatcher and the safety department.  If a lumper is used at a delivery location, you must obtain a signed copy of a lumper receipt which should be turned in with your load paperwork.  Please be sure to put the Boyd order number on the back of all paperwork.

BREAKDOWNS -  Drivers are to notify dispatch immediately in the event of a breakdown that will delay the driver in making a pickup or a delivery of the customer’s freight.  It is imperative that you notify the dispatcher immediately in the event of a breakdown so that arrangements can be made with the customer and, if necessary, with a maintenance facility to perform the needed repairs.  T.S. Boyd Grain will begin paying the driver after 2 hours of being detained up to a total of 8 hours at which time it turns into a layover situation.

CELL PHONES –  The use of hand-held cell phones while operating a commercial vehicle is strictly forbidden.  Drivers are responsible for contacting brokers for their dispatch information.  A hands-free device is needed or you must pull over at a safe location to make you call.  T.S. Boyd Grain will pay $25 to help with that expense.  Notify Logan if you need a company cell phone.  Payments will come out of your check in the month of the bill if you use a company phone.  All company cell phones must be returned at the time of driver termination or the driver’s last paycheck will be held until the cell phone is returned.

CONCEALED WEAPONS -  Concealed weapons such as guns, knives (excluding pocket knives), billy clubs and similar type weapons are not permitted in vehicles at any time and the carrying of such weapons will result in termination.  Boyds are not responsible for any personal belongings left in truck.
 DAILY VEHICLE INSPECTION REPORT -  All drivers are to complete a pre-trip inspection of the vehicle at the beginning of each tour of duty and record the pre-trip inspection on their daily log sheet.  At the end of each tour of duty, all drivers are to prepare a written “Daily vehicle inspection report” (“DVIR”) with the original being forwarded to T.S. Boyd Grain, Inc. with the logs and a copy kept in the truck.  If there are defects noted on the report, the driver should prepare a Maintenance / Repair Request to turn in to the shop.  The problems that are noted are to be corrected and the mechanic making the repairs is to sign off on the “DVIR’.  The “DVIR” will be returned to the driver to be carried in his/her truck to verify maintenance/repairs have been completed.

DETENTION TIME –  In order for a driver to be eligible for detention pay, he/she must be on time for their delivery appointment time.  Drivers will be paid by the hour in the event they have to wait over 2 hours beyond their delivery appointment time.  The hours should be verified with the appropriate paperwork.  It is extremely important for all drivers to be on time to load and unload.

DRESS CODE -  As a driver, you are representing T.S. Boyd Grain, Inc. to our customers and you, as a professional truck driver, should appear as a professional.  Hair must be neatly trimmed (off the collar) and clean.  Mustaches and beards must be neatly trimmed and clean.  Clothes must be clean and free from holes.  Men are not allowed to wear earrings or excess jewelry while on-duty.  Drivers should not appear at the customer’s place of business in muscle shirts, midriff tops or the type of attire that is not allowed in most business places for their employees.  Contact Donna for company uniform ordering at no cost to the driver.  All driver uniforms must be turned in to either Donna at Washington at the time of driver termination or the driver’s final paycheck will be held until the uniforms are returned or the cost of uniforms will be deducted from the final check.

DRIVING AND SAFETY RECORD  -  Persons operating vehicles for T.S. Boyd Grain, Inc. will be subject to an initial review of their driving record before operating any company vehicles. Their driving record will also be reviewed on an annual basis and at any time they receive a traffic violation or are involved in an accident.  Drivers must have 2 years of verifiable experience and be age 23 or older.  All drivers are required to report all traffic violations they receive within thirty (30) days of conviction on the “Notification of Traffic Violation” form as required by Federal Regulations.  Three (3) or more violations within 2 years on your MVR may result in dismissal.
DRUG SCREENING -  T.S. Boyd Grain, Inc. has a formal Drug, Alcohol and Contraband Policy which may be reviewed at any time.  All persons seeking or holding a driving position with T.S. Boyd Grain, Inc. are subject to the Drug Testing / Drug Screening program as prescribed by the Federal Motor Carrier Regulations.  Failure to pass pre-hire drug tests will result in a no-hire situation.  All employees including office staff are subject to random drug testing.  Failure to pass a drug test will result in immediate termination.  The company pays for the drug test.  However, if a driver quits before being with the company for 2 months, the cost of the drug screen will be taken out of the driver’s final paycheck.   

EMPLOYMENT –  Employment with T.S. Boyd Grain, Inc is employment at-will.  Employment at-will may be terminated with or without cause and with or without notice at any time by the employee or the company.  Nothing in this handbook or in any document or statement shall limit the right to terminate employment at-will.  All drivers being employed by T.S. Boyd Grain, Inc understand that they are under a 90-day probationary period beginning with the date of hire.  During this probationary period, if the driver has an accident, damages property, has preventable cargo damages, or more than 2 late deliveries, T.S. Boyd Grain, Inc will determine if the driver’s employment will be terminated.  
EQUIPMENT –  Before a driver leaves the company lot with a newly assigned truck, he/or she will be required to sign the truck inventory sheet stating that all equipment assigned to his or her truck is actually in the truck and in working condition. When a driver leaves our employ and turns in a truck, safety will check the equipment and sign the inventory sheet.  If a truck is found to have damaged or missing equipment;  25% of the total cost may be deducted from the driver’s final paycheck.

EQUIPMENT DAMAGE – We know that accidents happen and the company will accept the financial responsibility of a driver’s first preventable accident.  However, if a driver has more preventable accidents within a 3 year period, the driver will be charged 40% of the repair costs (or the insurance deductible, whichever is less).  This repayment will be deducted out of the driver’s pay at a rate of $100 per week until their share is repaid.  Whether or not the accident was preventable or not will be determined by the safety department’s investigation.  Also, the driver’s monthly bonus will have 10 points/month deducted for every 1% of the dollar amount of the preventable damages. (example: $2,000 damage = 20 point deduction)(240 point max)  The policy governing repeated accidents resulting in equipment damages is monitored closely by our insurance carrier.  Therefore, if a driver has a second preventable accident, his or her employment will fall under review by the safety department and management.  This review could result in a driver termination.  

See Accidents.

FUELING -  Because of pricing issues, it is important that drivers fuel at Pilot or Flyin J stations and follow the solutions provided by the PeopleNet before each trip.  Checks are also issued to each truck for possible repair payments while on the road.  If a check is required on the road, authorization must be given by the office.  Should you change trucks, please be sure to keep your fuel card and report the correct truck number each time you fuel.  

HAZMAT SECURITY  –  In response to the recent terrorist attacks, we must all look at safety in a new light.  First of all, we avoid Hazmat freight if at all possible.  However, the safety supervisor should orientate you on our safety procedures before you begin work in case you happen to haul a Hazmat load.  Even though currently none of our Toyota freight needs placarded due to packaging exceptions, you must treat it with the upmost caution.  

· Everyone must watch the computer Hazardous Material overview as well as take the quiz.

· Before leaving the office, make sure you have the Emergency Response book in your truck.

· Always keep your truck locked when leaving it unattended at truck stops and customer facilities.

· Most importantly, be aware of your surroundings and report any suspicious activity.

· Contact our safety director if you are ever unsure regarding a Hazmat issue or contact the Hazardous Materials Hotline at 1-800-467-4922.     

INSURANCE PACKAGE  -  see group health plan addendum.  Benefits start after 2 calendar months of employment.   When an employee has a health related leave of absence, the employee can maintain the Company offered health insurance plan for up to four weeks.  The employee must pay their portion of the premium by Friday of each week.  Should the employee fall two weeks behind, their coverage will be terminated.  Once four weeks have passed, the employee’s coverage is terminated.  When coverage is terminated, COBRA benefits will be offered.
LOG BOOKS -  Drivers are required to prepare a daily record of duty status.  All new drivers will be shown how to properly fill out the scannable log sheets so that they will scan properly.  Log sheets need turned in no later than 13 days after their completion as required by FMCR.  Drivers who do not turn in their logs for inspection within 14 days will be fined $25 for each week they are not up to date.  All of that money will go towards a drawing at the winter safety meeting to be given to drivers who have not been late that year.  Log sheets returned for correction must be re-submitted directly to Safety within 14 days of being returned to the driver.  Repeated logging violations and/or failure to turn in logs in the required time will result in a mandatory log meeting with the safety department.  If you ever have any questions about any issue with logbooks, please contact Safety for help.  As required by FMCS Regulations 395:8, Violation of Hours Service Regulations, the following Discipline Policy Applies:  

1st offense – 
Verbal Warning

2nd offense – 
Written Warning

3rd offense – 
Suspension Without Pay

4th offense – 
Necessary Action to Correct Problem

Depending on the severity of the violation, the company may impose more serious discipline and may terminate an individual for flagrant disregard of company policy and FMCS Regulations.  
MAINTENANCE -  All drivers are required to write up any problems with their tractors and/or trailers and turn it in to the shop by using a Maintenance/Repair Request form along with the driver vehicle inspection report.  When the defects have been corrected by the shop, the mechanic will sign off the DVIR and return it to the driver’s drawer for you to pick up and carry in your truck.  All drivers will be shown, during orientation, where trucks are to be parked each time they’re left at the home yard and where trailers are to be cleaned out and dropped.  Electrical plug-ins are available for trucks for winter time parking and trucks should be plugged in each time they are parked at the yard during the winter months.  There will be a payroll deduction for a driver each time there is a shop call-out to start a truck if not parked at one of our terminals.  

MODIFICATION OF COMPANY VEHICLES -  Drivers are not to make modifications or install any equipment into or on a company vehicle without the permission of the company.  If you wish an addition or modification to the tractor, contact management and if permitted, arrangements will be made to have the work done.  Damages to company equipment during an unauthorized modification will be deducted from the driver’s final paycheck.  Any equipment attached to the company vehicle will become the property of T.S. Boyd Grain, Inc.

NOTICE OF RESIGNATION –  T.S. Boyd Grain makes every effort to be fair to all employees and we expect employees to do the same in return.  If an employee does not stay for at least 6 weeks, the sign-on bonus will be taken back out of their last paycheck.  When a driver plans to resign from the company, he/she should give the dispatch and safety departments a minimum of one week’s notice of the date that they plan to leave in order for planning to be made.  If a driver has followed company policies and leaves the company in good standing, he/she would be eligible for re-hire.  At re-hire he/she would return with the stated company benefits minus one year of seniority.  ** Drivers receive a $500 sign-on bonus on their 2nd week of employment.  That bonus will be deducted out of their final paycheck if they quit before they’ve completed 8 weeks.  Referral bonuses are paid after 2 months only if new driver stays that long.
OUT-OF-ROUTE - Miles driven out of route for personal reasons without a dispatcher’s permission will be deducted from paid miles at a rate of 35 cents per mile.  Also, if Dispatch is unable to find a route through your home on the weekend and it is shorter mileage to park your truck at one of our terminals, you need to find a way home or 35 cpm will be charged back for the additional mileage.  Drivers should list their extra mileage on their timecard when they run out-of-route for personal use.  
ORIENTATION –  All new drivers will be expected to complete the driver orientation, road test, drug test and physical exam, when needed.  Drivers will be given the company handbook that should answer new driver questions.  Drivers will leave orientation with the supplies needed for all parts of his or her job including time cards, envelopes, DOT regulation handbook, driver’s manual, fuel card, log sheets, accident kits, HRA insurance forms, and maintenance forms.

OVERAGES, SHORTAGES & DAMAGES -  Drivers must notify dispatch and the safety department immediately of any overages, shortages and/or damage to the freight before leaving the customer’s place of business.   Any overages, shortages and/or damages must be clearly noted on all bills, including delivery receipt and bill of lading.  Drivers are to consult with dispatch before giving any notations of over, short, or damage to the customer.  Dispatch and safety will review any shortages or damages to freight and if a driver is determined to be responsible for the shortages/damages, he/she could pay up to 25% of the insurance deductible for the shortage/damages.  

OVERWEIGHT VIOLATIONS -  Drivers will pay the fines for violation of weight laws unless the driver is specifically instructed by the dispatcher to proceed with a vehicle that the driver believes to be in violation of the weight laws.  The safety department will check all documentation to determine that the driver made every attempt to correct the weight problem.  When in doubt, scale it out.  Scale tickets are reimbursable expenses with proper documentation.

PASSENGERS -  Boyd Grain offers our drivers the privilege of taking a passenger ride-along.  The privilege is governed by our insurance carrier’s guidelines.  A minimum of 6 months of safe driving with the company is needed.  The safety department must have a signed agreement form on file for each passenger.  The driver or owner operator must carry the approved form in the truck.  Carrying unauthorized passengers is subject to termination. 

PAY REQUIREMENTS –  All driver original paperwork must be in the office by Tuesday at noon for the previous week’s completed loads in order to be paid.  Paperwork not received in the office will be held for pay the following week.  Drivers are supplied with Boyd envelopes that are to be used for recording your Boyd order numbers for all loads hauled, recording your hours spent washing your truck in the Boyd shop and recording any detention time and the Boyd load number under which the detention occurred.  All necessary forms are made available for drivers and are located in the drivers break room—time cards, scannable log sheets, maintenance forms and envelopes.  All pay paperwork and receipts should be left in the driver’s drawers located in the driver’s break room.  Drivers can also drop off paperwork for loads completed any time they come to the home terminal.  Paychecks will be direct deposited.  
PAY STRUCTURE –  Please see pay addendum specific to each division.  All miles will be based on PC Miler shortest miles from point to point or Toyota’s spec miles.  T.S. Boyd Grain pay period begins and ends on Saturday at midnight.  Paycheck stubs are available each week upon completion of payroll.  These stubs are distributed to the drivers’ boxes.  Should the driver request the stubs be mailed to their home address a postage deduction will be withheld from wages.
PERMITS –  Drivers will be responsible for fines received resulting from operating without the necessary permits or cab cards when they have been put in the driver’s drawer and not taken out or the driver has not checked his permit book for any expirations and requested replacements from safety.  Drivers are to be familiar with the permits in the vehicle as well as make sure it is in the truck that they are operating and are to notify dispatch if they do not have proper permits for any of the states included in their dispatch.  To make it easier for drivers on the road, T.S. Boyd Grain, Inc. uses the Pre-Pass system.  
PETS –  Drivers are not allowed to take pets of any kind in company trucks.  Drivers hired before 2014 are grandfathered in to take pets in the trucks.  Damage done to trucks (including extreme uncleanliness) will be deducted from last paycheck.
PERSONAL INJURY –  Drivers are required to report directly to the safety department, immediately, any and all slip and falls, injuries while on the job, even if the injury or pulled muscle seems to be a minor incident.  Drivers should also notify Safety of any accident or injury that occurred on personal time that might interfere with any job requirements.  It should be noted that any accident or injury while on personal time will not result in a workmen’s compensation filing or workers compensation pay.

PROHIBITED STOPS -  All T.S. Boyd Grain, Inc. drivers represent the company and our customers at all times.  When operating T.S. Boyd Grain, Inc. equipment our drivers are expected to conduct company business in an exemplary manner. Therefore, any driver parking a company truck near an adult entertainment center and seen entering the establishment will be terminated.  
RECOVERY AT WORK PROGRAM -  We will make every reasonable effort to provide suitable employment to any employee unable to perform their duties.  This may include a modification to the employee’s original position or providing an alternate position, depending on the employee’s medical condition. 
SPEEDING -  In an effort to keep a desirable CSA score, any speeding ticket received in a commercial vehicle will result in getting your truck’s maximum speed set back to 65 mph for 3 months.  A class on safety will also be required on your own time through our safety department.  Drivers will be ineligible for their monthly bonus for 3 months if they receive a warning or ticket for speeding.
VIOLATIONS –  All drivers need to report any road violations and DOT inspections to the safety department.  DOT inspection forms need to be turned in to the safety department when payroll paperwork is turned in weekly.  Drivers are also required to report to the safety department any moving violations received in a personal vehicle, since the only license carried by a driver is a CDL.
When in doubt about any policy or you have questions, please call and we will do our best to help.  We are here to help you to become a part of the T.S. Boyd Grain family in any way that we can.
I acknowledge that I have received a copy of T.S. Boyd Grain’s Driver Handbook and Drug Policy.     I understand that it reflects the company’s policies at the time of my employment.   I further understand that I am expected to follow these policies throughout the length of my employment.

It is also understood that T.S. Boyd Grain reserves the right to improve on these Handbook items as needed in the future and when such changes occur, they will be communicated to me.  I have read and familiarized myself with this handbook and all stated policies and I agree, as part of my employment, to abide by these policies.  

Driver Signature:  __________________________________________
Date Signed:  ___________________
Safety Department Signature:  ____________________________________
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