DRIVING SAFELY AT WORK

Policy Statement
The Council is committed to reducing the risk of work-related road traffic accidents and the necessity to put in place suitable control measures to achieve this.

Road Traffic legislation has long held that the driver of a vehicle is responsible for its condition and is responsible for its use on the road.  As an employer, the Council has general duties under the Health and Safety at Work Act to ensure, so far as is reasonably practicable, the health, safety and welfare of all employees and to safeguard others who may be at risk from its work activities.  In addition, the Council has specific duties under the Management of Health and Safety at Work Regulations and the Provision and Use of Work Equipment Regulations when work-related driving activities are undertaken. 
Recent case law establishes that employers can be held responsible for the actions of drivers in their employment.  Ultimately, it is not possible to be totally up to date with every employee’s circumstances, however, carrying out the checks detailed in this policy will provide a good defence should a serious incident occur.  As with most employment-related issues, management needs to be proactive rather than relying on employees to ensure that their own documents are in order.
The policy will apply to anyone who drives on behalf of the Council whether they are employed directly, indirectly or as a volunteer.  The policy is both wide ranging and comprehensive and covers everyone from employees using their own private vehicle for the Council business to employees operating dedicated works vehicles.  This policy requires all those who drive during the course of their work to do so safely for the mutual benefit of all road users.  

The policy is not intended to cover employees whilst they are travelling:

· from home to work

· from work to home

· on other private journeys.
Responsibility

The Head of Transformation has overall responsibility for this policy.  
Heads of Service are responsible for ensuring that employees and managers are aware of their individual responsibilities in relation to using vehicles at work.  Checking of documents can (and should be) delegated to line managers.  Employees have a responsibility to adhere to the policy and produce relevant documents.
Scope and reference
The question of managing vehicle, driver and travel safety is a highly complex matter.  It involves a mix of detailed inter/national legislation and local policies, procedures and decisions that cut across the areas of responsibilities of several Council services and departments.  While the Driving Safely at Work Policy provides an initial point of reference on such matters it cannot and does not attempt to cover every possible aspect of the subject.
Those involved in making decisions about transport, driving and travelling arrangements should also refer to some of the more specialist, technical and operational guidance that is available from other sources.  Details of other relevant policies and useful resources are given at Appendix 4.
Section 1 – A Safe Vehicle

In this section the important issues that need to be considered when procuring and using vehicles are discussed in detail.  The section chiefly focuses on vehicles which the County Council operate or lease, and also recommends best practice to be adopted by non-professional drivers.

Procurement

It is important that Transport Management, Operational Managers and drivers of the vehicles are involved in the procurement procedure when new vehicles are being brought into use.  This is crucial whether they are to form part of the Council’s fleet or if they are intended for use as leased vehicles.  Managers must ensure that factors which can influence the health and safety of those driving the vehicle are given due consideration.  Such factors can include vehicle safety features, ergonomics and manual handling, each of which is detailed below: 
Vehicle Safety Features

The fitting of active and passive safety features needs to be considered.  These include such things as air bags, three point seat belts or anti-lock braking system, where available.

Ergonomics

Ideally, an individual should judge whether a particular vehicle or model is suitable for them through an extended test period or suitable trial period offered by the supplier.  This may be relatively straightforward for drivers of private vehicles who can make their own arrangements through main dealers.  However, this may be more problematic for vehicles that are operated or leased through the County Council.
Seating that appears comfortable for an hour may become a major problem after several hours.  Therefore, during the test period, the following points must be taken into consideration.
· The importance of comfort and ease, for example specifying power steering and minimising the physical effort needed to operate the controls of the vehicle 

· Having adjustable seats (with lumbar support, if possible) and adjustable steering wheels fitted 

· Reviewing the layout of controls and instrument panels to minimise the need to stretch or twist or having to look away from the road when operating controls
· Minimising the exposure of driving to whole body vibration, through the specification of better “suspended” seating

· Maximising the driver’s field of vision through improvements or additions to the vehicle’s existing mirrors, the use of CCTV technology or radar proximity warning devices

Manual Handling

The ease with which access and egress can be achieved or loading and unloading undertaken must be considered.  This may require:

· specifying large, fully opening doors which allow easier access to the load area

· having the vehicle fitted with a crane, tail lift or specifying a body type that has a lowering load platform in order to remove manual handling problems associated with loading and unloading.

Condition of Vehicle

Whilst the Council will make every effort to ensure that all its own vehicles are being driven safely it is also the driver’s legal responsibility to ensure that the vehicle complies with the law.  Drivers can be prosecuted if the vehicle does not comply.

Once the vehicle is in use it is essential that it remains in a suitable and safe condition.  In order to achieve this, a rigorous monitoring and maintenance regime should be in place.  This should include undertaking:
· daily or weekly user checks in accordance with any requirements pertinent to the use of HGVs or goods vehicles 
· periodic safety checks at regular intervals by a competent person
· regular preventative maintenance checks conducted by a competent person, at least at the intervals specified by the supplier/manufacturer, and keeping appropriate records
· annual MOT testing, if required.

Managers must ensure that drivers using their own vehicles whilst on Council business are able to produce the following documentation at least once a year (this process can, and should, be undertaken during appraisals – there is no need for a separate meeting to do this):

· current MOT (if applicable).  Should the DVLA establish a suitable recording database, this check may no longer be required, however, at present, checks should be carried out.
· insurance details – which confirm that the vehicle is covered for business purposes.  Anyone refusing to insure for business use must be advised that they cannot use their car for Council business.  Essential car users who will not obtain insurance for business use are very likely to have their allowance removed and, as they will potentially be unable to carry out the duties of their job, further action may be taken which ultimately may result in dismissal from their post.  Casual car users cannot be forced into insuring for business use, although managers may want to check individual job descriptions/contracts as to the position regarding transport requirements of the post.  Further advice should be sought from the HR, Policy, Advice and Development Section of the Transformation Group if this is an issue.
· service details – employees should sign the checklist to confirm that their vehicle is maintained and deemed roadworthy. 
A Checklist to facilitate this is reproduced in Appendix 2.  It is important to ensure that the employee has signed the checklist.  Once completed the document should be kept on an individual’s personal file.  
Vehicle Familiarisation

New Vehicles

It is the responsibility of the manager to arrange for suitable training for employees to familiarise them with new vehicles.  In some cases this may be done by the supplier.
Current Vehicles

If a driver is unfamiliar with the type of vehicle about to be driven (for instance whilst covering for colleagues during a holiday period) it is imperative that the competent user gives the employee a thorough briefing and formally hands over the vehicle.

With both new and current vehicles, after familiarisation, the driver is then able to:

· follow the specific daily vehicle checklist
· be aware of the availability of any tools necessary to carry out checks
· be familiar with any “unusual” hazards.

If the driver is familiar with the type of vehicle and is driving a different model, then no handover is necessary.  However, drivers must take time to familiarise themselves with the new controls.  

When an employee is using their own vehicle, it is imperative (from a work and personal point of view) that they have carried out their own safety checks and ensure that the vehicle they are using is appropriate to the job in hand.

With regard to vehicle safety features and manual handling, drivers using their own cars should refer to the guidance given above, and apply the principles as good practice. 
Section 2 – A Safe Driver

To ensure that personnel driving vehicles on Council business do so safely there are several important issues to consider.  These are discussed in detail below.

Recruitment of Professional Drivers

Pre-interview

The candidate should be asked to bring their driving licence to the interview.  Those who hold the new photo card licence should be reminded that they must bring the separate (paper) endorsement record sheet with them.  Originals of any additional certificates or training records that are relevant to the position should also be brought so they can be checked.

At Interview

Managers should refer to the Person/Job Specification which sets out the appropriate minimum acceptable standards required.  Specific questions regarding the necessary driving skills should be asked of the candidate.  The exact nature of questions will depend on the requirements of each post, however, the following points could be useful when considering what questions may need to be asked to determine a candidate’s suitability for the post: 

· the number of endorsements 

· the type of endorsements

· spent disqualifications 
· the extent to which there is any history of accidents where the candidate was held to be responsible.
· details of any secondary employment or outside interests, whether or not it involves driving, that might affect the ability to drive safely or meet driving regulations (for example working time and minimum rest).
The candidate’s training documents and/or driving licence should be checked to ensure that they are valid and appropriate to the vehicle(s) to be used in the course of the job.

If an otherwise suitable candidate forgets to bring their licence or any other relevant documentation, then only a provisional job offer should be made, subject to the viewing of the required documentation.

Depending on the vehicle to be driven, the candidate should be informed that he/she will be required to attend future refresher courses, together with training and practical assessments.  Appendix 1 gives further details. 

Driving Assessment

Wherever possible, a practical assessment of driving skills should be conducted.
A “Driver attitude” tool could be useful in the case of jobs which require a considerable amount of driving. 

Post-interview

Prior to the successful candidate being made an offer of employment, the relevant references should always be followed up.  In addition, as part of this procedure, any training records should be confirmed as genuine via the appropriate training body.

Specific questions (as appropriate to the job) regarding driving skills should be asked of any referees.

Recruitment of Non-professional Drivers

In the case of those employees who are expected to drive during the course of their work, managers should consider the following:

· at interview, the candidate should be asked to bring to their driving licence (with a reminder to those who hold the new photo card licence that they must bring the separate (paper) endorsement record sheet with them).

· it may be necessary to consider the number of endorsements and their seriousness so as to evaluate whether the issue needs to be brought to the candidate’s attention because further endorsements may render them unable to carry out the duties of their post and, therefore, their future employment will be at risk.  Ultimately however, providing a candidate holds a valid licence they are able to drive for business purposes.
· it may also be necessary to explore any forms of secondary employment that might conflict with driving or working time regulations.
Health Screening
Pre-employment

As part of the recruitment procedure, the Council has a health screening process that is invoked before any person takes up a post.  Where there are significant driving duties the appointing officer must indicate this on the Health Questionnaire (section 2 - Job Profile) before issuing the document to the applicant who has been offered the post, subject to health clearance.  It is important to note that if this is not mentioned in Section 2 of the Health Questionnaire, the OHU will not necessarily check that the applicant is medically fit to drive. 

During Employment

Under the sickness management procedure, Line Managers may need to refer drivers of any vehicles for occupational health advice because of the following:
· work related illness or injury
· frequent short-term absence – enquiring if there is an underlying medical condition
· long term absence prognosis
· return to work interviews after periods of sickness which may identify a new medical condition
· prescription of new medication, which can affect the employee’s ability to drive
· suitability for redeployment
· suspicion of alcohol or drugs misuse 
· internal transfer into new position where driving is likely or necessary.

If managers have issues relating to any of the above, it is imperative that they raise them directly with the employee concerned BEFORE any referral to the OHU.  Referrals should be made on the normal referral forms.  Employees themselves must make their line manager aware of any changes in their medical condition.  

It is not necessary for managers to know, or to identify, specific medical conditions.  It will be sufficient for managers to ask an employee if they have a condition which may affect their ability to drive and to identify any reasonable adjustment which may be required as a result.
Following Recruitment
Licence Checks

Licence checks at least once a year are to be carried out by the manager to ensure that it remains valid and includes appropriate categories, as detailed in Appendix 2.  Both parts of the new two part licences should be checked – the photocard shows the classes of vehicle that the employee can drive (coded) and the paper section should indicate any bans or endorsements.   It is important that if an employee changes the type/category of vehicle they are driving, for example if a minibus driver becomes an HGV driver, managers carry out a further check to ensure that their licence is valid for the additional new category. 
Each endorsement has its own code and full list of these is available on the DVLA website.  However, it is not necessary to check each endorsement, as the purpose of this check is to ensure that there is no driving ban in place.

It may be that an employee has several endorsements and an accumulation of points.  Managers may want to remind an employee in this situation of the potential consequences should further points be imposed.  However, this must be done sensitively as ultimately what is being checked is that the employee has a licence to drive.
Health Checks

Managers should ask an employee if they have been advised not to drive because of a medical condition.  There is no need for managers to know what that medical condition is.  However, this is a question that will require confirmation from the employee that he/she is safe to drive, and prompt the manager to consider whether reasonable adjustments may need to be considered.  It is also an opportunity for managers to advise employees that the DVLA must be informed of certain medical conditions that have developed or become worse since their licence was issued.  Employees should be advised to contact the DVLA if this is the case.  A brief note should be made in the ‘comments’ section of the checklist (Appendix 2) to record that this discussion has taken place.

Training and Assessment

Members of staff who are employed to drive specialist vehicles, such as LGV or construction plant, must undergo the appropriate driver training.   This training must be specific to the type of vehicle being used and commensurate with the risks likely to be encountered when operated.  In addition, training must take full account of industry best practice.  The specific qualifications, training, assessment and details of the relevant awarding bodies required for specialist vehicles used by drivers are detailed in the Operations Manuals produced by that group.
On completion of the training, the employing group must keep a record of the qualification.  
If a driver is not deemed competent, then the reasons need to be explained and reviewed as appropriate.  In such instances further instruction, training, assessment and support may be required.

If, after taking the further action outlined above, the driver is still not deemed competent, then reasonable adjustments may prove necessary or redeployment may have to be considered.  However, if suitable alternative employment is not available then, ultimately, this may result in dismissal.
Special training is needed for colleagues who drive minibuses.  Further information is given in Appendix 3.

It should be noted that employees have a responsibility to inform the Council of changes to their licences.  Managers should remind their staff of this requirement when they carry out their annual checks. 
When the Council undertakes vetting of contractors it will need to ensure that all drivers are suitably qualified to drive the vehicles they use.  
Alcohol and Drugs Misuse

Employees are prohibited from driving when under the influence of alcohol or drugs.  This includes prescription medication, and employees should notify their manager where the supporting medical information indicates that it may have an affect on their ability to drive.  In addition, any manager who suspects an employee is unfit to drive because they show evidence of being under the influence of alcohol or drugs must stop them from doing so.  Managers are advised to refer to the Council’s alcohol and drugs policy to determine the appropriate action to be taken.

Sickness

Following significant periods of sickness absence, managers must carry out “Return to Work” interviews to ascertain if an individual’s medical condition (if any) has had an affect on their ability to drive.
Secondary Employment

Managers should conduct a risk assessment for any employee with a significant driving component to their role and who engages in secondary employment or other outside interests.  Agreement to engage in secondary employment should be withheld if there are safety concerns or a conflict with driving or working regulations.  Further advice is available from the HR, Policy, Advice & Development Section of the Transformation Group.

Mobile Phone Misuse

It is illegal to use a hand-held telephone whilst driving.  Additionally, there is now a substantial body of research that shows using mobile phones whilst driving (whether hands free or not) is a significant distraction and substantially increases the risk of having an accident by up to four times.  

The Council, therefore, also prohibits the use of hands-free mobile phones and ‘Bluetooth’ technology whilst driving.  Furthermore, staff must not send or read text messages or make adjustments to their mobile phone or 2-way radio whilst driving.

Staff should only use a mobile phone, hands free, ‘Bluetooth’ or a 2-way radio after safely parking the vehicle, turning the engine off and applying the handbrake.  

2-way Radios

It is acknowledged that the use of 2-way radios can continue in emergency vehicles. 

Section 3 – A Safe Journey

To ensure that journeys are made safely, there are several important issues to consider.  These are detailed below and where appropriate, should be the subject of either a generic or specific risk assessment:

Risk Assessment 

Several groups may already have risk assessments in place for certain high risk driving activities.  However, it is now necessary for the risk assessments associated with all work-related journeys to be prepared and, where appropriate, reviewed.  The use of generic risk assessment covering routine journeys in ‘normal’ circumstances is acceptable.  However, unusual conditions or circumstances may need to be added to generic assessments where necessary.  The assessments must take into consideration key issues, such as time of day, distance, speeds and weather conditions, each of which is discussed in some detail below.  Additional factors to bear in mind are lone working, journeys to remote areas, passengers, suitability of the vehicle for the journey, luggage and any other significant hazards.  A Generic Risk Assessment for Journeys is given at Appendix 5.
Time

When journeys are planned, managers must ask themselves whether schedules are realistic.
Journey times must take into account the type of road to be used and its condition.  The journey must also allow for rest breaks.  Drivers should take a 15 minute break every two hours.  Drivers must not be put under pressure or coerced into taking risks because of tight deadlines.  Managers should:
· consider allowing overnight stays when staff make long road journeys.  This will avoid the need for employees to drive whilst tired. 
· monitor members of their staff who work irregular hours for evidence of fatigue and possibly suggest alternatives to driving when they are tired at the end of working day.
Distance

Managers should:

· try to eliminate the need for long road journeys or reduce them by combining them with other methods of transport
· plan journeys so that they are not excessively long in order to reduce the risk of fatigue

· ensure that members of staff are not working an exceptionally long day.

Speeds

Employees must always drive within the appropriate speed limit and take into consideration the conditions, so as to avoid driving too fast on twisting rural roads, in inclement weather, where there is poor visibility or if there is considerable pedestrian activity.

Weather Conditions

Managers must be satisfied that sufficient consideration is given to adverse weather conditions.  This may require:
· re-scheduling journey times and routes 
· ensuring that vehicles are properly equipped to operate in poor weather conditions
· ensuring that drivers understand the action they should take to reduce risk
· not pressurising drivers to complete journeys where weather conditions are difficult.
Appendix 1
Information for Drivers

The following points are the responsibility of the employee:

Disclosing Licence Information

On an annual basis, you will be asked to provide your licence and appropriate documentation and sign to declare that your vehicle:
· is insured for business purposes

· has a current MOT certificate (where applicable)

· is serviced, maintained and deemed roadworthy
You must inform your manager should any change be made to the status of the above documents.
Speed and Weather Conditions

You must always drive within the appropriate speed limit and also take into consideration the conditions, so as to avoid driving too fast.  Examples include:

· twisting rural roads
· inclement weather
· poor visibility 
· high pedestrian activity).

Alcohol and Drugs Misuse

In keeping with the Council’s policy on the above, you are prohibited from driving when under the influence of alcohol or drugs.  This includes prescription medication, where the supporting information indicates that it may have an affect on your ability to drive.

You must bear in mind that anyone involved in heavy drinking the night prior to driving can still be over the legal limit to drive well into the following day.

Sickness

On your return to work following a prolonged period of sickness, you should discuss your absence with your line manager.  It is essential that you mention any new medical condition or prescription that will have an affect on your ability to drive.

Mobile Phone Misuse

It is illegal to use a hand-held telephone whilst driving.  Additionally, there is now a substantial body of research that shows using mobile phones whilst driving (whether hands free or not) is a significant distraction and substantially increases the risk of having an accident by up to four times.  

The Council, therefore, also prohibits the use of hands-free mobile phones and ‘Bluetooth’ technology whilst driving.  Furthermore, staff must not send or read text messages or make adjustments to their mobile phone or 2-way radio whilst driving.

Staff should only use a mobile phone, hands free, ‘Bluetooth’ or a 2-way radio after safely parking the vehicle, turning the engine off and applying the handbrake.  

2-way Radios

It is acknowledged that the use of 2-way radios can continue in emergency vehicles
Reporting Accidents or Incidents

You must always report:

· any accident or incident including road traffic accidents through the normal channels
· where appropriate, any damage to council vehicles noted as a result of routine checks and all major defects or failures

Vehicle Checks (where applicable)

It is imperative that you:

· Follow the daily vehicle checklist

· Familiarise yourself with any tools necessary to carry out checks

· Be familiar with any “unusual” hazards

Secondary Employment

Your contract of employment requires you to notify your employer if you take up other employment (paid or voluntary) or engage in other activities such as establishing a business.  You must notify your manager if you engage in other work or outside activity that may affect your ability to drive safely or otherwise meet driving regulations.  For example working long hours may contravene the Working Time Regulations or other Health & Safety legislation.
APPENDIX 2
Checklist for Drivers

Note:  Should an employee use more than one vehicle on Council business, details of each vehicle should be noted/checked

	Employee’s Name
	

	Employee Number


	

	Group

	

	Type of Vehicle 

(for example Ford Focus)
	

	Vehicle Registration


	


	Driver’s Licence


	Yes/No
	Comments

	Is it current?


	
	

	Is it the correct category for the vehicle being driven?


	
	

	Does the licence have any endorsements?  Indicate what they are in the Comments column.


	
	

	Is a driving ban imposed on the driver?


	
	

	Has a doctor advised the person not to drive because of a medical condition?  Does the driver require any reasonable adjustments to enable him/her to drive?
	
	Please note that the driver is not required to specify the condition, merely to say that he/she has one.



	
	
	

	Insurance

	Yes/No
	Comments

	Does the employee have cover for ‘business’ related purposes?


	
	

	
	
	

	MOT (employee’s own vehicle)
	Yes/No
	Comments



	Is there a current certificate in respect of the employee’s vehicle?

(where applicable) 
	
	


	I confirm that the above details are true and correct.  I also declare that the above vehicle is properly maintained and deemed roadworthy.  I acknowledge that I have received the leaflet ‘Driving Safely at Work’ and understand its contents.

	Employee’s Signature:

	I verify that all relevant documentation has been seen and details recorded appropriately.  I have also issued the leaflet ‘Driving Safely at Work’.  Following completion, this checklist is to be placed on the employee’s personal file.

	Manager’s Signature:

	Manager’s Name (Print):
	Date:



APPENDIX 3

Minibus Drivers
Employees

In light of recent guidance the interpretation of licensing requirements for driving the school minibus have changed.  Members of staff who drive a minibus must have either:

· a Category D1 minibus entitlement, together with a current MiDAS qualification.  (Adult Services staff may undertake an in-house theoretical test and practical driving session instead of Midas)

· a PCV (Category D or D1) entitlement.

Previously, staff with a Category B licence (without the D1 entitlement) - namely those who passed their driving tests after January 1997 - were able to drive a minibus.  This was made possible by an “exemption” gained for “volunteer drivers” who complied with specific conditions set out under the Minibus Section 19 Permit.  

This concession, obtained from the European Commission, was intended for drivers volunteering to work for charities; it was not intended to cover staff driving a minibus.  In consequence it now transpires that employed members of staff who drive a minibus in the course of their employment may not be defined as volunteers in law.   

Volunteer Drivers

Volunteer drivers who passed their driving tests after January 1997 can continue to drive minibuses where the section 19 exemption above applies.  All volunteer drivers must undertake the additional Midas/in-house or PCV training and are subject to the same checks that are required for employees, as detailed in the main policy.  
APPENDIX 4

Other Policies and Resources

Other Local Policies include:

School Minibus Policy

Highways Driver’s Policy

Outdoor Education Policy

Code of Conduct
Other useful sources of information:

General Driving

Vehicles you can drive and how old you must be to drive them

http://www.transportoffice.gov.uk/crt/vehicledrivers/whatyoucandriveandyourobligations/vehiclesyoucandriveandhowoldyoumustbetodrivethem.htm
Driver licensing

http://www.direct.gov.uk/en/Motoring/DriverLicensing/index.htm
Vehicle weights explained

http://www.direct.gov.uk/en/Motoring/DriverLicensing/WhatCanYouDriveAndYourObligations/DG_4022708
Towing trailers
Quick guide to towing small trailers

http://www.vosa.gov.uk/vosacorp/repository/Quick%20Guide%20to%20Towing%20Small%20Trailers.pdf
Towing a caravan or trailer

http://www.direct.gov.uk/en/Motoring/DriverLicensing/CaravansTrailersCommercialVehicles/DG_4022564
Towing trailers or caravans with vehicles up to 3.5tonnes

http://www.direct.gov.uk/en/Motoring/DriverLicensing/CaravansTrailersCommercialVehicles/DG_10013073
Minibus Driving

Minibus permits

http://www.transportoffice.gov.uk/crt/busandcoachoperators/busserviceregistration/voluntarycommunitytransportpermits.htm
Driving a minibus for hire or reward

http://www.transportoffice.gov.uk/crt/vehicledrivers/whatyoucandriveandyourobligations/drivingaminibusforhireorreward.htm
Driving a minibus

http://www.direct.gov.uk/en/Motoring/DriverLicensing/WhatCanYouDriveAndYourObligations/DG_4022498
Towing a trailer with a passenger carrying vehicle

http://www.direct.gov.uk/en/Motoring/DriverLicensing/CaravansTrailersCommercialVehicles/DG_10013085
Entitlement flow chart for driving minibuses

http://www.dft.gov.uk/dvla/forms/~/media/pdf/leaflets/INF28.ashx
Drivers’ Hours and Tachograph Rules for Passenger Carrying Vehicles

http://www.dft.gov.uk/vosa/publications/manualsandguides/drivershoursandtachographguides.htm
Goods Vehicle Drivers
http://www.businesslink.gov.uk/Transport_files/070051_Guide%20to%20Maintaining%20Roadworthiness.pdf
What does this guide contain?

This is a summary of a recommended maintenance system including driver and operator responsibilities.
http://www.dft.gov.uk/vosa/publications/manualsandguides/safetyandmaintenanceguides.htm
What does this guide contain?

This is a guide for LGV or HGV drivers to carry out first use or daily walk around checks on their vehicle.

http://www.vosa.gov.uk/vosacorp/repository/HGV%20pullout.pdf
The Safe Operator’s Guide

What does this guide contain?

The procedures and systems described in this guide relate to the monitoring and control of drivers’ hours, record keeping, speeding, driver licensing and the maximum permitted weights of vehicles.

This guide:

· Summarises best practice advice on safety procedures relating to various aspects of employees’ duties (such as driving and loading)

· Summarises general procedures for mangers to make sure you comply with all licensing regulations and contribute to safety: and

· Explains the legal position of operators in relation to compliance

http://www.vosa.gov.uk/vosacorp/repository/The%20Safe%20Operators%20Guide.pdf
New Drivers’ Hours Rules from 11th April 2007

http://www.transportoffice.gov.uk/crt/vehicledrivers/drivershoursandtachographs/drivershoursandtachographrules/newdrivershoursrules.htm
Drivers Hours and Tachograph Rules

http://www.transportoffice.gov.uk/crt/vehicledrivers/drivershoursandtachographs/drivershoursandtachographrules/drivershoursandtachographrules.htm
Digital tachograph information for drivers.

http://www.transportoffice.gov.uk/crt/vehicledrivers/drivershoursandtachographs/digitaltachographinformationfordrivers/digitaltachographinformationfordrivers.htm
Driver CPC for bus coach and lorry drivers – New legislation commencing September 2008

http://www.transportoffice.gov.uk/crt/vehicledrivers/drivercpctrainingforbusandlorrydrivers/drivercpcforbuscoachandlorrydrivers.htm
Introduction to Roadside Checks – VOSA has the power to stop and examine your vehicle

http://www.transportoffice.gov.uk/crt/vehicledrivers/roadsidechecks/introductiontoroadsidechecks.htm
Towing trailers with medium sized vehicles between 3.5 tonnes and 7.5 tonnes

http://www.direct.gov.uk/en/Motoring/DriverLicensing/CaravansTrailersCommercialVehicles/DG_10013074

Appendix 5
A Safe Journey – Generic Risk Assessment For Journeys
	Assessment Details

	Group:  Generic ‘Model’ Assessment
	Division: General
	Reference: 01

	Activity:
Driving whilst at work for occasional and non-professional drivers.


	Site:
Public Highways and Private Sites.

	People at Risk:

Employees and members of the public. 


	Additional Information:
Driving Safely at Work Policy.

	Risk Evaluation

	Hazard 
	Risk
	Rating
	Existing Control Measures
	Additional Action Required

(Assign priority to each action)

	Failure to plan journey or route.
	Increased risk of distraction, stress or speeding leading to an accident.
	H
	Consideration is given to the need for each journey and, if necessary, alternative forms of transport, including public transport, are considered.

Either generic or individual journey assessments are essential, depending on the risk involved, and should consider the who, where and what associated with each journey.

Are these measures adequate?  No
	The tailoring of this ‘model’ assessment to create a generic journey assessment which can apply to each service should be considered as a minimum requirement.

Priority 1.



	Travelling in an unsuitable vehicle.

Travelling in an unsuitable vehicle (cont’d).


	Increased risk of severe injury as a result of road traffic accident.
	H
	Consideration should be given to the following:

· The number of passengers and luggage being conveyed – is a seven-seater or minibus a preferable option?

· Transportation of heavy or bulky items may require the use of a specialist vehicle.  All items should be secure or should be in a separate compartment if possible.
· A four-wheel drive vehicle may be needed if regularly travelling over rough terrain.

Are these measures adequate?  No
	A specific risk assessment should be completed when selecting a vehicle type to suit a particular job description.

Priority 1.

A separate manual handling assessment is likely to be needed where heavy or bulky items are being transported. 

Priority 1.



	Vehicle breakdown, theft of vehicle, loss of keys or accident in remote area.
	Isolation and vulnerability.

Exposure to weather.

Impact with other vehicles.

Injuries due to walking in darkness, hostile environment or adverse weather conditions.
	M
	The vehicle is regularly serviced as recommended by the manufacturer and checked as appropriate on a daily/weekly basis by the user.

Staff are encouraged to be a member of a vehicle recovery service. Council vehicles used for transport out of the county must have appropriate breakdown cover.
Where appropriate, staff should carry mobile phones and a lone worker procedure should be in place (a separate model risk assessment available to cover this).

Are these measures adequate?  Yes
	None Required.

	Driving whilst tired or unwell. 

Driving whilst tired or unwell (cont’d).
	Increased risk of accidents due to lack of concentration, impaired judgement or delayed reactions.
	H
	Journey planning arrangements should include European driving regulations allowing time for rest breaks of 15 minutes duration every two hours with a minimum of 45 minutes every four and a half hours, avoiding working long hours and avoiding travelling in early morning or late evening.

Staff should be aware of the potential side-effects of taking prescription and non-prescription drugs. Staff must not drive when the drugs impair driving ability

Are these measures adequate?  Yes
	Managers should monitor staff to ensure that they do not work long or irregular hours leading to fatigue.
Priority 1.



	Driving in poor environmental conditions.
	Increased risk of severity of road traffic accident.
	H
	Allow for extra journey time.  Running late for an appointment could lead to speeding, risk taking and raised anxiety levels.  Avoid using minor roads or remote routes in poor weather or in hours of darkness.

Consideration is given to abandoning non-essential journeys during severe weather.  Screen wash bottles must be checked and de-icing products must be available during winter months.  It is also important to take note of traffic information bulletins and weather reports on the radio

Are these measures adequate?  Yes
	None Required.

	Service demands on drivers and unpredictable nature of passengers/ pedestrians 

Service demands on drivers and unpredictable nature of passengers/ pedestrians (cont’d)


	Increased risk of road traffic accident.


	H
	Managers must not pressurise drivers to take risks because of tight deadlines.

Consideration is given to the nature of the passengers being transported, including supervision levels

All staff must drive carefully in areas where there is considerable pedestrian activity, especially in busy towns and near to schools. 

Staff should not transport children unless they have appropriate CRB clearance and have made provision for booster cushions or child seats as appropriate.

Are these measures adequate?  Yes
	None Required.

	Making long Journeys.
	Increased risk of accidents due to lack of concentration, impaired judgement or delayed reactions.
	H
	Avoid long journeys by car.   Alternative forms of transport, including public transport, are considered and overnight stay arrangements are made if the journey and the task combined will result in staff working excessive hours.

Ensure that a route map is available or satellite navigation equipment is used.  
Are these measures adequate?  Yes
	None Required.

	Off road driving
	Increased risk of injury or accident due to off road conditions


	H
	Only current off road trained drivers to use vehicles off road.  Where ever possible use established routes when off road.
Are these measures adequate?  Yes
	Only vehicles designed for off road use must be used

	Insufficient training
	Increased risk of road traffic accident.


	H
	Several on-line driver assessment tools are currently being considered for use by the authority.
Council Policy requires minibus drivers to be trained to the nationally recognised MiDAS standard.  People carrier training to the same standard is also appropriate if regularly transporting clients/pupils.  

Are these measures adequate?  Yes
	None Required.
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