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Minimum requirements of PDO contractors wishing to provide in-house Defensive Driver Training
1.0
Introduction

In Petroleum Development Oman (PDO) LLC operations road transportation is the highest risk exposure area; road transportation results in the majority of fatalities occurring in the Company operation.  To prevent the increased trend in its accident rate, the focus has changed to one of defensive driver training provided by the Defensive Driving Training Provider (DDTP) and independent testing and examination provided by the Defensive Driving Assessment Team (DDAT).This provides a clear separation which assures minimum standards of a driver’s ability to drive safely and defensively.

PDO has entered a contract with TATI to provide the defensive driving training to both PDO and its contractors, however as there is now independent testing and examination this provides PDO contractors with the opportunity to provide in-house defensive driving training provided that it is coupled with the examination and testing provided by DDAT. This training however does not include the Recertification Courses (DDC06), which are all provided by the DDAT.
2.0
Minimum Requirements for Contractors providing in-house training
Although the quality of the training provided by the contractor will be assured by the candidates successfully passing their driving examination and testing, it is important for PDO to ensure minimum standards of training and facilities are maintained to meet minimum PDO standards contained in SP1157. The following are the minimum requirements set for PDO contractors.
2.1 Resources
The PDO contractor will be required to provide suitable and sufficient resources to provide the necessary defensive driving training to their employees in the required languages
Note that all driving instructors used to deliver the courses must be employed by the contractor.  No contractor is authorised to enter a contract or service agreement with an external training provider as this breaches the PDO agreement with TATI.  Driving instructors from training institutes can be used by contractors only on a manpower agreement, effectively becoming employees of the contractor.

2.2 Vehicles

PDO contractors must ensure that all driver training is conducted in SP2000 compliant vehicles and in the vehicles relevant to the course being conducted and the test which will be undertaken.
2.3 Training facilities 
Training facilities must be suitable and sufficient as determined by the standards to be met by any other Training Institute that provides training on behalf of PDO.  Details of PDO’s expectations can be found at Appendix 1 and will be contained in SP 1157 v7 when published.
2.4
Risk profiling

The PDO courses rely on an initial profile of the drivers to ascertain their baseline risk and identifies the drivers who are most at risk of having a road traffic accident.  The use of this risk profiler can be booked directly with the DDAT    
The PDO contractor should use the information from the risk profiler to tailor the training focus and content to that most beneficial to the trainees and so the results of the analysis must be reviewed and used.  The results of the risk profiler must be provided to the DDAT before the candidate attends for test, to enable the DDAT to determine the re-certification frequency.
The use of the risk profiler is not mandatory; however the failure of a candidate to complete a risk profiler assessment before they attend the examination and test will result in an automatic reduction of one year from their minimum re-certification frequency (DDC06)
The contractor can apply to the DDAT and PDO to use an alternative program for risk profiling of their staff, and this use will be allowed if authorised. Such an application must be in writing and any costs associated with the analysis of this alternative risk profiling system borne by the contractor.

Costs relating to the unit cost of the risk profiler can be obtained from the DDAT, or enquires can be made directly to ROSPA. www.ROSPA.org.uk.

2.5 Eye-sight testing

As a pre-requisite for a trainee to participate on a defensive driving course they must undergo an eyesight test using a DVS-V GT Vision Screener.  Trainees are allowed to use corrective lenses to correct their vision. Trainees who fail the eye-sight test are not allowed to participate in the training. The PDO contractor must provide and maintain these machines in the contract.

The contractor can apply to the DDAT and PDO to use an alternative vision screener for their staff, and this use will be allowed if authorised. Such an application must be in writing and any costs associated with the analysis of this alternative vision screener borne by the contractor.

2.6
Training material

Contractors are allowed to use their own in-house or corporate defensive driving course material, or they can utilise the PDO course material which will be made available to contractors on an ‘only in house use only’
2.7 Provision of training
Contractors are only allowed to provide the defensive driver training to their own employees.  They are prohibited from providing the defensive driver training to any other party, including subcontractors, with the exception of dedicated resources provided by a subcontractor for the execution of the contract.
3.0
Registration to be an in-house defensive driving course provider

3.1 Registration process

PDO contractors who wish to be considered for conducting in-house driver training can apply to the PDO MSE Road Safety department for registration providing evidence that they meet the following requirements:

1. SP 1157 v7 compliant training premises

2. Suitably qualified driving instructors to Fleet Diploma Level

3. Suitable number of appropriate SP2000 compliant vehicles within which to train.
4. A listing of the courses which the contractor intends to provide.

5. A copy of all course materials.
6. Confirmation of purchasing approved eye-sight test machines

7. Confirmation of the use/non-use of the risk profiler

8. Confirmation that the PDO contractor will only be providing training for his own workforce or dedicated subcontractor staff.

On confirmation and acceptance of the above, PDO will provide if requested, free of charge the copyrighted Defensive Driving course materials for the courses which the PDO contractors wishes to provide in-house. Such course material will include:

1. Course slides

2. Instructor training notes

3. Video clips

4. Master copies of handouts which the contractor can reproduce.

Note that all of the course material is copyrighted and owned by PDO, and can not be reproduced, copied or used for any other purposes without written agreement from PDO.

PDO and/or the DDAT will be required to audit and certify PDO contractor in-house schemes in much the same way as they will audit and certify the DDTP to ensure minimum standards are met.  

3.2 Initial certification audit

The DDAT is responsible for conducting an initial audit on the PDO contractor to ensure that the minimum standards of training and its facilities have been met. The DDAT charge for this audit, costs are available on the PDO web.  .  If the Contractor is already approved by PDO to deliver in-house HSE training, the DDAT will liaise with PDO’s HSE Training focal point, and will not be permitted to charge for the audit elements already approved.

3.3 Driving instructor competency
The contractor must provide the DDAT with copies of the driving instructor certificates to prove that the instructor meets the minimum requirements.  Where the instructor has a qualification different than the Diploma level, the contractor must prove that the qualification is equivalent to that required by PDO.

Only driving instructors authorised by the DDAT are authorised to deliver the defensive driving training.

Where the contractor decides to use the PDO defensive driving training material, the DDAT are available to provide the PDO contractor driving instructors with training in the appropriate techniques, methodology and minimum requirements to deliver the courses successfully and in order to align the training with the examination and the test. There is no point in having an in-house defensive driving course if it focuses on different criteria to those that are to be tested.

3.4
Ongoing assurance

The DDAT is responsible for ensuring the continued quality of the training provided by conducting assurance audits and reviews of the training provided on an two yearly basis. There is a cost associated with this audit, costs are on the PDO Web.
The PDO contractor must provide the DDAT with the name of the defensive driving instructor that trained each candidate put forward for testing and examination.

The DDAT will conduct analysis of the performance of each driving instructor in relation to the pass rate of the trainees whom have been taught.  Where the pass rate from a driving instructor falls significantly below the average of the other driving instructors then the DDAT will inform the contractor

The DDAT are available to provide the PDO contractor driving instructors with additional training to improve the instructional techniques. There is a cost associated with this service provision.
The in-house contractor is not allowed to use driving instructors who do not meet the minimum criteria or who have been deemed to be inadequately skilled to ensure the continuing quality of the certified courses is met.

Before the contractor employs a new driving instructor, their competency and credentials must be reviewed and checked by the DDAT to ensure they are able to provide the necessary instruction and training as required by the contract.  
3.5 Testing roles
All testing and examination has to be conducted by the DDAT.

The contractor will send their candidates to the DDAT to complete a direct test.

The contractor can request the DDAT to travel to a location to conduct the tests, however where required accommodation must be provided free of charge by the contractor and a charge for travel will be levied.

3.6 Recertifications and the in-house contractor
All DDC06 recertifications must be conducted by the DDAT.

3.7
Driving permits 
The DDAT will provide successful candidates with driving permits as part of the cost of the test fees.

4.0 Withdrawal of authorisation

Where the DDAT identify non conformance with the minimum requirements with regard to delivering defensive driving training, they will notify such non conformances to the contractor and to the Road Safety Standards Services PDO Contract Holder.

On validation, the contractor’s authorisation to train will be immediately suspended and the contractor will be given one month to rectify the non conformances.

This will be recorded in writing.

If the contractor does not rectify the non conformances within one calendar month, the authorisation to train will be rescinded and no further defensive driving training will be allowed in-house of the contractor until such time as a new request for authorisation has been approved by the DDAT and PDO.

Where a contractor wishes to cease providing the training in-house for defensive driving, they are required to write to the DDAT and PDO Contract Holder to confirm this, specifying the date on which in-house training will cease. After this date, all future candidates must be trained through the DDTP.


Appendix 1

PDO’s Expectations of Training Providers and Trainers 

	Institute Name:
	Location Inspected:
	Date of Inspection:

	Scope Item
	Findings
	Evidence
	Action required
	Action Party
	date
	Comments

	1
	HSE MANAGEMENT SYSTEM

	1.1
	Policy statement current

	
	
	
	
	
	

	1.2
	Policy reviewed in last 12 months

	
	
	
	
	
	

	1.3
	Amendments recorded

	
	
	
	
	
	

	1.4
	Organisation in place reflects HSE MS manual

	
	
	
	
	
	

	1.5
	Implementation arrangements reflect HSE MS manual

	
	
	
	
	
	

	1.6
	HSE Meetings take place / minuted

	
	
	
	
	
	

	1.7
	HEMP and HAZID register reviewed as change occurs


	
	
	
	
	
	

	1.8
	HSE Investigations taking place and documented

	
	
	
	
	
	

	1.9
	Actions taken following drill, near miss, incident or other review

	
	
	
	
	
	

	1.10
	HSE statistics collected, accurately recorded & reported

	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2
	ADMINISTRATION

	2.1
	Class Rosters

	
	
	
	
	
	

	
	Used, accurate, signed & dated


	
	
	
	
	
	

	
	Correspond to bookings & invoices


	
	
	
	
	
	

	
	Correspond to permits


	
	
	
	
	
	

	2.2
	Written Assessments

	
	
	
	
	
	

	
	Practical Assessments

	
	
	
	
	
	

	2.4
	Assessment of non-literates

	
	
	
	
	
	

	2.5
	End of course evaluations

	
	
	
	
	
	

	2.6
	Administration Policy

	
	
	
	
	
	

	2.7
	Associated Journey 

Management Records
	
	
	
	
	
	

	3
	DELIVERY RESOURCES

	3.1
	Course Manuals
	
	
	
	
	
	

	
	DD01
	
	
	
	
	
	

	
	DD02
	
	
	
	
	
	

	
	DD03
	
	
	
	
	
	

	
	DD04
	
	
	
	
	
	

	
	DD05
	
	
	
	
	
	

	
	DD08
	
	
	
	
	
	

	
	DD09
	
	
	
	
	
	

	
	SJM

	
	
	
	
	
	

	3.2
	Visual Aids Classroom

	
	LCD projectors
	
	
	
	
	
	

	
	Whiteboard
	
	
	
	
	
	

	
	Projection screens
	
	
	
	
	
	

	
	Board writers
	
	
	
	
	
	

	
	PCs/Laptops
	
	
	
	
	
	

	
	DVD/Video players
	
	
	
	
	
	

	3.3
	Actions Taken with Evaluations


	
	
	
	
	
	

	3.5
	Training Equipment maintenance & Testing

 (facility)


	
	
	
	
	
	

	
	Vehicles
	
	
	
	
	
	

	
	Simulators
	
	
	
	
	
	

	
	Vision Tester
	
	
	
	
	
	

	4
	ADMINISTRATION SECURITY CONTROLS

	4.3
	Policy documentation 
	
	
	
	
	
	

	
	Instructor evaluations
	
	
	
	
	
	

	
	Instructor CPD scheme

	
	
	
	
	
	

	5
	CLASSROOM DELIVERY

	
	

	5.1
	Instructor evaluations
	
	
	
	
	
	

	
	Documented
	
	
	
	
	
	

	
	Competence criteria defined
	
	
	
	
	
	

	
	No. evaluated in previous 6 months
	
	
	
	
	
	

	5.2
	During delivery assessment
	
	
	
	
	
	

	
	Competence gaps identified
	
	
	
	
	
	

	
	Trainer interviewed (by whom?)
	
	
	
	
	
	

	
	Action Plan agreed?
	
	
	
	
	
	

	
	Target dates set?
	
	
	
	
	
	

	
	Review date set?
	
	
	
	
	
	

	
	Auditor’s evaluation on separate form
	
	
	
	
	
	


	
	EVALUATION OF TRAINER DELIVERY BY AUDITOR
	Grade

	TRAINER NAME
	
	Topic/Course
	(
	(
	(
	(

	Trainer Activity
	Observation comments
	1
	2
	3
	4

	Prepared
	
	
	
	
	

	Knowledgeable
	
	
	
	
	

	Experience
	
	
	
	
	

	Understanding
	
	
	
	
	

	Method effective
	
	
	
	
	

	Communicated effectively
	
	
	
	
	

	Rapport
	
	
	
	
	

	Involvement of trainees
	
	
	
	
	

	Question technique
	
	
	
	
	

	Accuracy
	
	
	
	
	

	Timely
	
	
	
	
	

	Mental breaks
	
	
	
	
	

	Use of teaching aids
	
	
	
	
	

	Coaching
	
	
	
	
	

	Uses stage confirmation 
	
	
	
	
	

	Uses effective summary
	
	
	
	
	

	Conduct of post-assessment coaching & retests
	
	
	
	
	

	Use of Evaluation & Feedback for Reflective learning 
	
	
	
	
	


PDO Check List for Teaching Space 
	
	Yes
	No
	Comments

	Adequate car parking for maximum number of trainees and trainers?
	
	
	

	Access from car park to training venue is safe, unobstructed?
	
	
	

	Teaching space is greater than 32 sq. metres floor area?
	
	
	

	Divide floor area by 1.5 (= max. number of persons permissible in space for non-practical teaching.) For practical teaching in classroom, reduce max. persons by 50%
	
	
	

	Air is changed in room at least 4 – 6 times per hour per person? How?
	
	
	

	Ceiling height at least 3 metres? If not, specify.
	
	
	

	Passageways between desks/chairs at least 900mm wide?
	
	
	

	Furniture layout permits easy, unobstructed access by trainees to passages and doors?
	
	
	

	Room is air-conditioned with split A/C units? If not, specify
	
	
	

	Temperature between 18ºC - 22ºC is maintained?

	
	
	

	Natural lighting is available in the room, with blinds, screens or curtains to control lighting level?
	
	
	

	Controllable artificial lighting is available in the room to maintain minimum 500 Lux?
	
	
	

	Noise levels in room do not exceed 50 db(A)?
	
	
	

	Appropriate seating is available for each trainee?
	
	
	

	Desking surface of at least 500mm x 500mm available to each trainee?
	
	
	

	Whiteboard and effective markers are available?
	
	
	

	Flip chart, pad and pens are available?
	
	
	

	Computer for presentations is available?
	
	
	

	LCD projector is available for use with computer?
	
	
	

	White, non-reflective surface is available for LCD projection?
	
	
	

	Video/DVD replay facility is available with TV or LCD projector?
	
	
	

	Room provided with smoke or heat detection linked to a fire alarm system?
	
	
	

	Fire extinguishers are available within 20 metres of the room exit?
	
	
	

	1st Aid kit is available within 50 metres of room exit?
	
	
	

	Trained 1st Aider is available during teaching period?
	
	
	

	Fire warden is available during teaching period?
	
	
	

	Telephone or GSM is available for emergency use during teaching period?
	
	
	

	Emergency action notice is posted in teaching space and made known to trainer?
	
	
	

	Exits are signed
	
	
	

	Assembly Point(s) signed
	
	
	

	Refreshment area provided of adequate size / condition
	
	
	


	Catering/ cooking services are risk assessed and hygienic
	
	
	

	Drinking water is available for trainees during teaching period?
	
	
	

	Toilet/washing facilities are available for trainees within 150 metres?
	
	
	

	Sufficient PPE is available for trainers /trainees when required
	
	
	


