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Johnson&dJohnson

UK SAFE FLEET Policy

1.0 Purpose:

The aim of this policy is to develop and encourage safe driving practices to
reduce the risk of accidents and therefore prevent injury to company employees
and third parties. The Company mission statement for fleet safety is:

"Driving Towards an Accident-Free Fleet"

2.0 Scope:

This policy applies to all Johnson & Johnson employees that drive on business,
as well as nominated drivers of Company Cars.

Company Car Drivers must follow all aspects of this policy.

Cash Allowance Drivers that complete more than 1,500 miles of their total
annual mileage for business purposes must follow all aspects of this policy.

Cash allowance drivers that complete less than 1,500 miles of their total annual
mileage for business purposes need only follow sections:

e 8.1 Initial driver training

e 8.2 Online refresher training

e 5.0 Policy Acknowledgments

e 6.0 Fleet Safety Code of Conduct
o Mobile Phone and Electronic Devices
o Motor Vehicle Operation

e 9.2 Complete CEPA questionnaires

e 9.3 Complete an annual licence check

e 9.4 Upload insurance annually

¢ 9.5 MOT and Road Tax self-certification

e 15 Theft and Break Ins

e 16 Alcohol and Drugs

e 17 Mobile Phones / Pagers
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3.0 Definitions:

Company Car Driver: an employee who receives the company car benefit and
chooses to drive a vehicle provided by the J&J approved leasing provider.

Cash Allowance Driver: an employee who received the company car benefit
and chooses to receive a cash allowance in lieu of a company car.

Nominated Driver: a spouse, partner or close family member of a J&J
employee who is authorised to drive their company car.

Low Mileage Driver: a J& employee who receives a cash allowance but
completes less than 1,500 miles of their total annual mileage for business
purposes. (Commuting to a fixed place of work does not qualify as business
mileage)

VRM: Virtual Risk Manager - the current J&J provider is CEPA Mobility.

4.0 New Driver Authorisation:
The UK SAFE FLEET policy aligns with the J&J Global Vehicle Safety Standard.

5.0 Policy Acknowledgments:

All drivers must read and acknowledge the J&J Vehicle Safety Global Standard,
SAFE FLEET Code of Conduct, UK Car Policy and UK SAFEFLEET Policy annually
through the CEPA system. All documents can be viewed on the UK SAFE FLEET
Document Page of the UK EH&S SharePoint.

6.0 Fleet Safety Code of Conduct:

All drivers of company cars and cash allowance drivers who drive more than
1,500 miles of their total annual mileage for business purposes must read,
understand and acknowledge all aspects of the Fleet Safety Code of Conduct on
an annual basis.

Cash allowance drivers who complete less than 1,500 miles of their total annual
mileage for business purposes must read, understand and acknowledge the
following parts of the Fleet Safety Code of Conduct on an annual basis:

¢ Mobile Phone and Electronic Devices
¢ Motor Vehicle Operation
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7.0 Low Mileage Drivers:

For:

Employees who are a personal grade 31 or above and receive the cash allowance
as a perk

or

employees who receive the cash allowance and complete less than 1,500 miles
of their total annual mileage on business (commuting to a fixed place of work
does not qualify as business mileage)

These drivers can be opted out of certain sections of this policy:

e 9.1 -VRM

e 9.7 -10-year rule

e 10.0 - Crash reporting

e 13.0 - Mileage Report

¢ 19.0 - Commentary Drive

These drivers must:

e Complete initial driver training
e Complete an online refresher training every three years
e Read, acknowledge, and accept:
o Mobile Phone and Electronic Devices
o Motor Vehicle Operation
e Complete an annual licence check
e Upload a copy of their insurance certificate annually
e Self-certify they have a valid MOT and have appropriately taxed their
vehicle annually
e Follow all other policy requirements (where applicable)

All company car drivers, regardless of mileage and those who receive a cash
allowance and complete more than 1,500 miles of their total annual mileage for
business purposes must comply with all aspects of this policy.
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8.0 Training:
8.1 Initial:

All new hires to the J&J family of businesses who receive the Company Car
benefit (irrespective of if they take the car or cash option) must complete initial
Behind the Wheel (BTW) training, ideally within their first week of hire, and in
any case, within the first 90 days of hire.

International transfers and hires that have not driven on UK roads before must
complete a UK Familiarisation course within the first 30 days of hire.

New starter details are provided by GSHR to the UK SAFE FLEET team who then
instruct the training partner to reach out to the employee to book. The initial
training is completed over a full day. It is the Line Manager’s responsibility to
ensure that any new hires complete the appropriate training on time.

8.2 Refresher:

Behind the Wheel (BTW) refresher training must be completed every three
years. The training partner will reach out to you to book. The refresher training
is completed over half a day.

Cash allowance drivers that complete less than 1,500 miles of their total annual
mileage for business purposes may complete online eBTW refresher training (see
8.4 eBTW).

8.3 e-learning:

From time to time, the Global and/or UK SAFE FLEET team might deem it
necessary to issue ad-hoc training resources to some or all of the fleet. Itis
expected that any e-learning assigned to an employee is completed in a timely
manner.

8.4 eBTW:

CEPA Mobility offer a comprehensive training module called eBTW. This training
can be broken down into discrete units and be completed unit by unit. In some
cases, this training will be issued to drivers in lieu of the Behind the Wheel
Refresher training — usually in the case of low mileage drivers.
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9.0 VRM - CEPA Mobility:

J&J have instructed CEPA Mobility to provide numerous services in relation to the
management of our fleet of drivers. Information regarding what services are
offered can be found below. All employees who receive a Company Car or Cash
Allowance will be added into the CEPA database.

The CEPA system can be accessed here (via Single Sign-On):

https://jnj.cepamobility.com

If you need to contact CEPA at any time, you can do so by sending an email to
jnjsupport@cepamobility.com or accessing the support portal at
https://jnjsupport.cepamobility.com

9.1 VRM:

The VRM is an online database system that allows the company to ascertain the
levels of risk within the fleet. Data from the fleet, including (but not limited to)
crash data, fines, penalty points is collected by CEPA and used to calculate an
individual risk rating for all drivers. This score is then used to help coach higher
risk drivers in order to prevent future accidents and incidents.

9.2 Driving for Business Questionnaire

All employees will be required to complete a Driving for Business Questionnaire
in the CEPA system. This will allow employees to confirm if they drive for
business and how many business miles they expect to complete in the next year.
As a result of the questionnaire, some employees may then be “opted-out” of
certain aspects of this policy — see section 11.0 - Low Mileage Drivers.

9.3 Licence Check:

All employees who receive the Company Car or Cash Allowance benefit
(irrespective of if they take the car or cash option) must have their driving
licence checked annually. The licence checking service is completed by an
approved sub-contractor of CEPA.

Employee’s licences will be checked according to the following schedule:

Number of Points on Licence Schedule of Checks
0-5 Annually
6-8 6 monthly
9-12 Quarterly

Employees who hold non-UK licences, must submit their licence details to
eDriving and follow UK DVLA guidance. We recommend (where applicable) all
non-UK licence holders to convert their licence to UK or to take a UK test as
soon as possible.
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9.4 Insurance Check:

All cash allowance drivers (irrespective of mileage) must confirm on an annual
basis that they have the required level of insurance, by submitting a copy of
their certificate of motor insurance to the CEPA system. It is a requirement of
the UK Car Policy that all Cash Allowance drivers have business cover.

9.5 MOT and Road Tax Self-Certification:

All cash allowance drivers must self-certify, on an annual basis that they have a
valid MOT and up to date Road Tax in the CEPA system.

9.6 High-Risk Drivers:

The CEPA VRM uses various data points to calculate a driver’s “risk rating”. For
company car drivers this includes, but not limited to points on their licence;
outcomes of questionnaires and trainings; incidents and accidents; fines
incurred. For cash allowance drivers, this includes, but not limited to points on
their licence, outcomes of questionnaires and trainings and incidents and
accidents.

Once a driver has been identified as a “high-risk” driver - they will be contacted
by the UK SAFE FLEET team. The team will work with the driver and our training
partners to produce an action plan to reduce the driver’s risk level.

An employee who has been identified as a high-risk driver and has a further
accident where they are deemed to be at fault, must be offered additional driver
training through a 3™ party Driver Training provider. Drivers may also be
subject to Company disciplinary procedures for repeated offences under this

policy.

The UK SAFE FLEET team reserves the right to recommend disciplinary action
against high-risk drivers that do not comply with any action plans and proceed
to be involved in incidents/accidents.

The list of high-risk drivers will be reviewed at quarterly intervals by the UK
SAFE FLEET team.

9.7 10-Year Rule:

All cash allowance drivers who complete more than 1,500 miles of their total
annual mileage for business purposes must not use a vehicle more than 10 years
old at any time - there are to be no exceptions. New employees, or employees
newly eligible for a Cash Allowance, must change their car within 6 months of
the effective date if their current car does not meet these criteria, or the
allowance will not be paid.
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9.8 Nominated Drivers:

Company car drivers can nominate a spouse, partner or close family friend to
drive their company vehicle and be covered by the UK insurance policy.
Employees should contact CEPA and inform them that they would like to
nominate a driver.

All nominated drivers must:

e Be over 25 years old;
e Have had their licence for at least at one year;
¢ Have no more than 6 penalty points on their licence

(for nominated drivers with non-UK licences eDriving will ask the nominated
driver to self-certify that they have a valid permit to drive within the UK.)

An employee can only have two nominated extra drivers at any time.

Please note that a nominated driver will only be covered by the company’s
insurance once their application has been approved. Please note that it is a breach
of SAFE FLEET policy for any driver to drive a company car without this approval.

The Company reserves the right to withhold permission to authorise a nominated
driver to drive a company vehicle where circumstances dictate.

An employee issued with a Company car is responsible for ensuring any nominated
driver is authorised to drive their Company car. If a nominated driver is involved
in an accident, they may be required to undertake a driver training assessment in
order to obtain approval to be re-registered as an approved driver, for which the
Company will bear the cost. Should there be any further accidents, the employee
may be requested to bear the full cost of driver training should they wish their
nominated driver to be re-registered as an approved driver.

9.9 Post-Crash Reviews

CEPA will be notified of all company car related incidents and collisions. CEPA will
reach out to the affected employee and their line manager to complete a post-
crash review - in line with the J&J Global Vehicle Safety Standard.

9.10 Commentary Drives

CEPA will facilitate the Commentary Drive scheme, providing templates to
complete the commentary drive.
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10.0 Collision/Incident Reporting:

All company car drivers must report any collisions or damage to the lease
provider as soon as it is safe to do so.

All cash allowance drivers must report any collisions or damage to their vehicle
that occur whilst driving for business (commuting to a single place of work is not
considered driving for business) to your line manager and the UK SAFE FLEET
team.

All incidents will be reviewed by the UK SAFE FLEET team and the Line Manager
according to the J&J Global SAFE FLEET programme.

Depending on the severity of the incident, drivers may be required to undergo
further training.

An employee who has been identified as a high-risk driver and has a further
accident where they are deemed to be at fault, must be offered additional driver
training. Drivers may also be subject to Company disciplinary procedures for
repeated offences under this policy.

11.0 Accident and Management of Multiple ‘At
Fault’ Incidents and Non-Compliance with UK
Safe Fleet Policy:

Where an employee or nominated driver is found to be responsible, i.e., at fault
in an accident which results in a Company-owned vehicle being written off by
our insurers, the Company reserves the right not to provide a new car as a
replacement. It also reserves the right to downgrade a Company car to a lower
level. In such circumstances a spare or pool car may be provided and in serious
situations, the car may be withdrawn from the employee altogether.

The Company also reserves the right to downgrade or withdraw Company
vehicles in instances of behaviours demonstrating repeated irresponsibility and
non-compliance with this policy, any contractual obligations and the general
principles of the SAFE Fleet and Company Car policies, e.g. accumulation of
excessive penalty points on the driving licence even if disqualification from
driving does not result, excessive repetition of parking offences resulting in
fines, repeated accidents or incidents, etc. Any breaches of this policy may also
be addressed through the company’s disciplinary procedure.

If it is decided that the replacement car is to be at a lower level, the employee
will receive confirmation in writing and will be instructed of their right of appeal,
should they wish to do so. The provision of a lower-level replacement car will be
for a limited period of time, and in normal circumstances, for not more than 12
months at any one time. This period may be extended should a further at fault
accident occur, or if the driver or the nominated driver, displays repeated
behaviours as above. No entitlement to a trade down payment will arise as a
result of a lower-level car being provided under these provisions.
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Any action carried out within the disciplinary process will be taken by an
appropriate Manager following consultation with the Fleet Manager and ER/LR
and HR in accordance with the company’ disciplinary procedure.

Where the employee receives the cash allowance instead of a Company car,
consideration will be given to reducing the allowance to a lower level. Again,
this decision will be taken by the appropriate Manager following consultation
with the Fleet Manager and ER/LR. The employee will receive confirmation in
writing and will be instructed of their right of appeal, should they wish to do so.

All those persons referred to within the Scope of this policy are responsible for
adhering to its terms and conditions, ensuring compliance and fully cooperating
with any internal investigations.

12.0 Injury:

In the event of an injury to the driver, passenger or third party, the police must
be informed. In addition, the driver, or their line manager, must follow the
reporting procedure as detailed in the Company’s Sickness Policy. In particular,
please note the reporting procedure for Lost Work Day cases. This also applies if
an incident occurs whilst driving abroad in a company car.

13.0 Mileage Report:

All company car drivers must report their business and personal mileage on an
annual basis.

Cash allowance drivers who complete more than 1,500 miles of their total
annual mileage for business purposes must report their business mileage on a
regular basis.

The UK SAFE FLEET team will use Concur mileage expense reports to report
quarterly against the UK Fleet. Please ensure expenses are recorded regularly.
At the end of each calendar year, a mandatory mileage reconciliation
guestionnaire will be sent to all members of the UK Fleet. Please ensure you
complete the questionnaire in a timely manner.

14.0 Inspection and Maintenance:

The employee is responsible for ensuring that their car is properly maintained at
all times. Whether the car belongs to the Company, or whether it is a personal
car being used for business, the employee must ensure that the car is kept in a
roadworthy and safe condition. It is essential that the car is serviced regularly
according to the manufacturer’s recommendations.

Please note that regular maintenance includes keeping the car clean and this is
the responsibility of the individual. When the lease expires on a Company car,
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or the car is transferred to another driver, it should be returned in a clean and
tidy condition. If further professional valeting is required, the driver will be
expected to bear the cost.

In line with the Johnson & Johnson Tobacco-free Workplace Policy, smoking
and/or vaping is not permitted in a company owned or provided vehicle.

For further details, please refer to the Company Car Policy and the Fair Wear &
Tear Policy.

15.0 Theft and Break-Ins:

In order to minimise the risk of theft of or from the car, all company cars are
fitted with a car alarm and an immobiliser. These must be used at all times
when leaving the car unattended.

Mobile phones, portable satellite navigation systems and any other electronic
equipment placed in a fixed bracket, should be removed from the car when
leaving the car unattended.

Never leave any items on view inside the car and take care not to be seen
moving items of value into the boot. It should be noted that personal items are
not covered by the Company insurance and are the responsibility of the
individual driver, and should be covered under their own Household Insurance,
which should be kept up to date to cover any loss.

All theft and break-ins are reviewed by the SAFE Fleet Manager and the line
manager. If that review concludes all reasonable steps to minimise the risk
have not been taken (see above), the theft or break-in may be deemed to be
“preventable”, and the Company’s Penalty Policy will apply (see Company Car
Policy).

For Company Car drivers, you must report the stolen vehicle to the Lease
Provider immediately.

16.0 Alcohol and Drugs:

Drinking and driving is against the law and is a prosecutable offence. It is your
responsibility to ensure you do not drive under the influence of any intoxicants
at any time.

Driving under the influence of intoxicants will result in action under the Company
Disciplinary Procedure and may lead to dismissal.
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17.0 Mobile Phones/Pagers:

Please note that this section of the policy applies to all drivers on company
business. Where a mobile phone/pager user drives a vehicle (either provided by
the Company or their own) they are prohibited from using a hand-held or hands-
free mobile phone, or any other hand-held electronic device (palm pilot,
computer, two-way radio, global positioning system etc.) when driving.

Calls should neither be initiated or received whilst driving, except in a genuine
emergency. To ensure maximum safety during an emergency call, only the use
of a fixed hands-free car kit is approved. Personal earpiece/headsets are not a
suitable alternative.

The use of hand-held or hands-free mobile phones whilst driving is strictly
prohibited and will be dealt with under the Disciplinary Procedure.

18.0 Field Manager Responsibilities:

As per the J&J Global Vehicle Safety Standard line managers of Field Based
Employees who drive company cars or receive a cash allowance and complete
more than 1,500 miles of their total annual mileage for business purposes have
certain responsibilities.

e Completion of SAFE FLEET Manager training in SUMMIT with refresher
training completed every three years.

e Completion of at minimum, one commentary drive per year with their in-
scope drivers

e Complete post-crash reviews/coaching with drivers

e Establish expectations of safe and responsible driving

e Ensure crashes are reported within 24 hours as per this policy

e Promote the non-use of hands-free equipment to dial into conference calls

e Review appropriate SAFE FLEET metrics with team, where applicable

e Ensure inclusion of SAFE FLEET into meeting agendas

e Ensure inclusion of SAFE FLEET goals and objectives

19.0 Commentary Drive:

All Field Based drivers of company cars and cash allowance drivers who
complete more than 1,500 miles of their total annual mileage for business
purposes must complete one commentary drive with their line manager each
year. CEPA will manage this process and provide templates to complete the
commentary drive.
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20.0 SAFE FLEET Goals and Objectives:

Each year, the UK SAFE FLEET team will communicate out SAFE FLEET goals and
objectives, specific to company car and cash allowance drivers who complete
more than 1,500 miles of their total annual mileage for business purposes and to
their line managers. These goals should be discussed and monitored at all
performance related discussions.

21.0 Right to Amend Policy:

The Company reserves the right to modify, suspend, change, or terminate this
policy at any time, by providing such notice as may be required by applicable
law.

Revision History

Date Summary of Changes Revised by

01/03/2022 Re-write of document Ethan Harris
Change of VRM from eDriving to CEPA,

09/04/2024 minor changes to wording across Ethan Harris

policy. Addition of section 9.9 and 9.10
Change to new branding, updated
24/07/2024 | nominated driver policy to reflect fleet Harry Mattock
reimagination policy update.
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