VEHICLE POLICY

VEHICLE POLICY - HS19
1. INTRODUCTION 
This document is aimed at all staff within the organisation who have a responsibility as a driver of our vehicles or anyone who uses their own vehicle for the purpose of driving during there working day, other than to and from a single place of work.
2. POLICY STATEMENT 

The Health and Safety Executive now regard existing Health and Safety laws as applying to anyone driving a vehicle as part of their work. It is now essential therefore that Phoenix Support has a controlled and auditable management process in place to protect itself and its employees. 

Driving any vehicle carries significant risk of injury or death. The company takes very seriously its duty of care to ensure that all drivers driving any vehicle on company business do so in a manner that minimises the risk, both to the employee and the company. 

3. DEFINITION

This policy details the duties of staff relating to the provision and use of vehicles for the use of Phoenix Support business, the transport arrangements for service users or staff to and from any given location to another. This policy will include details of staff using vehicles for the purpose of business.
4. PURPOSE

The company has identified that motor vehicles are necessary requirement for the fulfilment of areas of its business. This policy sets out rules, processes and regulations that the company and all drivers for business will follow, specific requirements and tasks that anyone using a vehicle must comply with. Failure to do so will result in the company treating the matter as a disciplinary issue and could also be a criminal matter. 
5. CONTEXT

This policy must be read in conjunction with the organisations Health and Safety policy, it is written in accordance with the requirements of the Health & Safety at Work etc. Act 1974 and the Management of Health & Safety at work regulations 1999.
This policy takes into consideration all requirements of the Road Traffic Acts 1988 and 1991 as well as other construction and use regulations or any other road traffic legislation. 
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MANAGER IN THIS GUIDANCE WILL MEAN THE PERSON IN CHARGE OF THE SERVICE OR STAFF TEAM
6.0
All Staff are wholly responsible for themselves and their vehicles at all times, this includes ensuring they have the right insurance cover for the work they are undertaking and that their vehicle is checked prior to use for company business and is fit for purpose.

6.0.1
Where Phoenix Support require driving as part of the role staff will be required to have suitable business cover for their vehicle, proof of this will be required prior to any journey being undertaken
6.0.2
Staff will not be permitted to drive service users in their own vehicle unless this has been agreed with senior management prior to the journey. Any agreement will be subject to correct insurance and risk assessments.

6.0.3
No member of staff will be permitted to use their own vehicle to transport any service user without express authorisation from senior management. In event of an emergency verbal authorisation will be gained via telephone.
6.0.4
All staff required to drive as part of their working day will provide their license and authority to check counterparts to head office on request, these details will be stored and checked at no more than annual intervals. 

6.0.5
During working hours no member of staff will be permitted to undertake any journey in a vehicle belonging to a service user unless this is authorised by Senior Management, any journeys of this nature must be risk assessed and agreed by all parties involved. Each journey of this nature must be authorised individually by senior managers.

6.0.6
If a journey is authorised according to 6.0.5 then the driver of the vehicle must be made aware of the responsibilities within this policy to safeguard the staff member travelling with them. 

6.1
DRIVERS RESPONSIBILITIES:
· The welfare, safety, comfort and supervision of service users and others

· Responsible for the security and safety of the vehicle.

· To ensure the security of users and wheelchairs on board the vehicle, all seats must be secured and belts used

· To undertake vehicle safety checks prior to each journey and to ensure that no vehicle is used where any defect is found. 
· Not to drive any vehicles whilst under the influence of drink and/or drugs.  

· In the event that Drivers or Care staff have to take medication or prescribed drugs, they must seek advice from their GP.  They are also required to bring this to the attention of the Manager.  

· All drivers are responsible for their actions and must adhere to all road laws whilst driving, no liability for fines will be assumed by Phoenix Support.  

· Entry into Congestion / LEZ areas in Central London must be prepaid prior to entry.  Phoenix Support will not pay for any fines incurred 
6.2
SEVEN SEATS OR ABOVE:

· All exits must be kept clear at all times.

· All signs are to be clearly visible.

· First Aid equipment provided must be carried at all times.  

· Flammable or dangerous substances must not be carried.

· Trailers will not be drawn.

· Regardless of ownership, no smoking will be allowed in any vehicle where service users are present.
· Tyre pressures are to be maintained and checked
6.3
DRIVING TIME
· Driving time must not exceed 8 hours in any working day.

· A break for rest of not less than 30 minutes must be taken after a maximum of 4 hours driving.

· The working day must not exceed 16 hours.
· Journeys of more than 4 hours drive time must be planned in advance with Managers 
6.4 
PASSENGER NUMBERS AND LOADING
· Passenger capacity of each vehicle must be adhered to, and should not be exceeded under any circumstances. No vehicle will carry any person without a legally compliant strap or belt

· No vehicle may carry more than 1 passenger per seat. 

· All seats are to be checked prior to use 
· Seat belts must be checked to ensure that they are working and in good condition 

· Standing passengers are not allowed at any times.

6.5   
UNAUTHORISED PASSENGERS
6.5.1
Under no circumstances should any unauthorised passengers be on a vehicle driven by staff.  Unauthorised passengers Include:

· Family/friends of staff, service users or visitors

· Any person or persons not approved by Phoenix Support.

6.6
USE OF SEAT BELTS
6.6.1
It is Phoenix Support’s policy to ensure the use of lap and diagonal inertia seat belts to all passengers, at all times for their own comfort, health and safety.

6.6.2
If carrying children current seating regulations must be complied with and the appropriate child seat must be used. Information regarding this can be found at www.thinkroadsaftey.co.uk.

6.7 
RESIDENT INJURY OR ILLNESS
6.7.1
Apply first aid as appropriate, as far as trained to do so, and ensure that the person is comfortable and warm.  Where possible the person should be attended at all times or until the emergency or support services have arrived and taken over the care of the person, contact the emergency services as soon as possible.  

6.7.2
First Aid boxes on vehicles should be clearly marked and located in an easily accessible position.

6.8

MANAGERS RESPONSIBILITIES
6.8.1
All Managers must satisfy themselves that any person driving on Phoenix Support business has the correct license and insurance to do so. Managers must ensure that all paperwork and documents are copied and sent to Head Office prior to allowing an individual to drive, the Office Manager will maintain a database of this information.
6.8.2
All drivers’ licences must be checked on an annual basis and details held centrally, this must include details of counterparts to all licences to ensure the accumulation of penalty points or offences have been notified. No individual will be allowed to drive until this has been satisfactorily checked by the office manager and copies stored on the Onedrive
6.8.3
Managers will be responsible for ensuring their staff are aware of the requirements within this policy, risk assessments are required wherever a vehicle is used for Phoenix Support’s business regardless of who owns the vehicle, where significant risk is identified or reasonably foreseeable by the driver or Manager.
6.8.4
Managers must complete a copy of the Driver’s responsibilities form HSF064 to be retained on the CareForIt.
6.9

GENERAL REQUIREMENTS
6.9.1
All drivers and general own vehicle use, will still be subject to the conditions of this policy, all vehicle checks should be undertaken by individuals prior to use on Phoenix Support business.

6.9.2
Any person employed by Phoenix Support can drive MPVs up to and including 8 passenger seats [providing the vehicle is under 3500kg] under a normal valid Category B driving licence providing that they are over 21 years and under 65 years.  

6.9.3
Phoenix Support have agreed that it would be good practice to ensure that all drivers of these vehicles are competent and safe drivers anyone driving 8 or more seat vehicle for company business will need specific written authorisation of senior management 
6.10
PERMITTED DRIVERS - ALL DRIVERS 
6.10.1
A permitted driver will be someone authorised to use their own, or company vehicle for the purpose of business. They will be licensed to drive the category of vehicle, fit, aware and with good eyesight.

6.10.2
Only a person with a valid licence may drive a minibus. Persons who obtained their licence prior to Jan 1997 may drive a minibus, providing they are over 21 and have category D1. Persons with licences issued after this date will have to apply for their D1 entitlement and this will involve further driving tests.
6.10.3
The driver must be licensed to drive the type of vehicle in question and a copy of their current driving licence and counterpart must be checked by the Office Manager and stored on the Onedrive. This will be subject to audit annually by Senior Management. 
6.10.4
Drivers Licenses will be copied and centrally stored in a secure location on the CareForIt System to include all the details of drivers, it will be the responsibility of the Office Admin to ensure these details are updated at no more than annual intervals if the driver is continuing to drive on our business
6.11   
VEHICLE INSPECTION, MAINTENANCE AND REPAIR
6.11.1
Drivers are responsible for the checks to be undertaken at the intervals detailed below.  Drivers are reminded that they are responsible for their own vehicle safety and the safety of the passengers, they will be expected to bring to the attention of the Manager anything significant that is not covered in these checks.

6.11.2
Daily Checks 
· Tyres – tread, damage, pressure, valves, general condition
· Brakes – visual check for leaks, brakes/hand brake – operating correctly.
· Lights – internal and external, in working order, with the appropriate covers/reflectors.  
· Door lights to be fully operational.
· Indicators/Hazard Warning – working correctly.
· Mirrors – in good condition, clean and properly adjusted.
· Doors – that they close securely and all door entrance points are adequately illuminated.
· Windows – all windows in good, clean and safe condition and that all windows can be opened, closed and locked where applicable.
· Windscreen Washers –operational, washer fluid level OK.
· Horn – operating correctly.
· General Cleanliness – ensure both external and internal cleanliness 
· Seats and Belts – check that all seats and belts are working correctly and are clean 
· Any concerns, issues or uncertainties are to be reported without fail to the Manger, no journey shall be undertaken where staff or drivers are not content to continue

6.12
ACCIDENT AND INSURANCE PROCEDURES
6.12.1
Staff must take all necessary details from the other driver involved i.e. make and registration number of vehicle, name and address of driver, name of insurers and certificate number if known.

6.12.2
It is essential that full details of the accident are documented, and it is advisable to draw in detail the site and nature of the accident for future reference and for enabling the accident claims form to be completed as fully as possible. Where appropriate photos should also be taken
6.12.3
If possible take down names and addresses of any witnesses to the accident/incident and what they saw, as well as the name and number of any Police Officer or other emergency service personnel attending the incident.

6.12.4
If in any doubt as to whether the matter should be reported to the Police, please contact your Manager.  

6.12.5
Drivers must not drive a vehicle after an accident resulting in damage until it has been inspected and declared safe to use for passenger transport and is safe to drive.

6.13
DRIVERS REQUIREMENTS
6.13.1
Drivers must be over 18 and, as good practice, have held a full licence for a minimum of 12 months, depending upon the conditions of the insurance and the assessed competence of the driver

6.13.2
Each driver will be responsible for notifying their manager at any time they have any penalty points added to their license, any more than 6 points must be referred to senior management for a decision 

6.13.3
Each driver is responsible for notifying their manager if they are aware, or become aware at any time of any medical reason, temporary or permanent, which will affect or prevent them from driving

6.13.4
Failure to notify Phoenix Support of any issues which may affect a driver’s ability to undertake the task will result in disciplinary proceedings being instigated and could lead to criminal charges being bought against the individual 

6.13.5
No employee wishing to drive for the organisation will knowingly or unreasonably withhold the request for information relating to their driving license if requested by their manager.
6.14    GENERAL SUMMARY VEHICLES
6.14.1
Phoenix Support will not support or condone any breach of road traffic law or fund any penalty which a driver may have imposed on them by breaching the law, this will remain the responsibility of the driver at all times
6.14.2
All passengers over the age of 14 years are responsible for ensuring that where fitted seat belts are worn correctly, on company business the Driver will remain responsible for the continued safety of all passengers.  
6.14.3

Where any vehicle is to be used for Phoenix Support business and transporting a supported individual will be subject to the same daily checks, with the driver being responsible 

6.14.4

Any use of a vehicle for the purpose of Phoenix Support related business abroad will be subject to complete risk assessment and agreement of all parties this must be authorised prior to use by senior Management, considerations must be taken for;

· The experience of the driver(s) 

· Rules/laws of the country(s) involved

· Road signs abroad 

· Emergency assistance abroad

· Language difficulties in the event of an emergency

· Validity of breakdown and emergency cover

6.15
GENERAL SUMMARY MANAGERS
6.15.1
Line managers will ensure that any planned journey which will include driving hours has a scheduled rest stop of no less than 30 minutes when a person has been driving for 5 continuous hours driving without a scheduled break
6.15.2
In consultation with nominated drivers, and other staff, line managers will be responsible for ensuring that anyone we support is correctly seated within the vehicle at any time according to risk assessment – these must be stored on the onedrive for access.
6.15.3
All line managers will ensure that they make staff aware all vehicles used on company business should be;

· Kept clean and tidy 

· Free from alcohol at any time

· No personal errands will be permitted during working hours
· Food or drink should not be taken whilst driving the vehicle 

· Sensible shoes should be worn

· The vehicles must be secure when parked

· Kept secure at all times
6.15.4

All line managers must ensure that employees wishing to use their own vehicles for Phoenix Support business provide the following documents to Head office prior to use;
· Suitable vehicle insurance with correct use
· MOT and service record
· Full licence and copy, or access to counterparts from DVLA 

6.15.5

Managers must continue to make staff aware that no use of mobile phones will be permitted at any time whilst driving on company business. Use of a mobile phone whilst driving may lead to criminal or disciplinary proceeding against any member of staff 

6.16    GENERAL SUMMARY DRIVERS
6.16.1

All drivers are responsible for the correct use of their vehicles at all times, and will be responsible for insuring their vehicles at all times to the standard of use required for the type of driving they are undertaking.

6.16.2

All drivers will agree to provide a copy of a valid insurance certificate and schedule to Phoenix Support on request, and annually thereafter. 
6.16.3

Drivers can only use their own vehicles for Phoenix Support business if this has been authorised by senior managers for specific functions, which must be covered by risk assessment and no additional activity is allowed. Risk assessments must be in place to ensure that the vehicle is suitable for the intended use, all precautions have been taken and the journey/s planned thoroughly 
6.16.4
All drivers are responsible for the roadworthiness of the vehicle they are in charge of; therefore, all drivers are responsible for notifying their line managers of any suspected fault. No vehicle must be used where any fault is suspected or identified until it has been deemed safe to do so by a qualified person

6.16.5
No person shall be expected or directed to drive in excess of 10 hours in any one 24-hour day, line managers will be responsible for additional driver allocation where it is reasonably expected that any journey will exceed 10 hours
6.16.6
All employees must be aware of these driving rules and failure to comply may lead to disciplinary action being undertaken or legal penalties imposed. During any given journey, the driver of the vehicle will remain responsible for their actions.
6.16.7
It is the continued responsibility of all drivers to ensure they abide by the law and traffic restrictions whilst they are in control of the vehicle

6.16.8
Risk assessments must also take into account the need for any further escort within the vehicle and subsequent seating positions. Line managers will ensure the duties of escorts during the journey are clearly identified to them prior to the journey; these will include, but are not limited to;

· Sitting in the rear, behind the driver
· Assist service users in and out of the vehicle
· Ensure seat belts are used throughout the journey
· Prevent driver distraction
· Deal with any medical issues
· Ensure security of individuals at all times especially wheelchair users
6.17
ROAD TRAFFIC ACCIDENTS
6.17.1
All staff will be solely responsible for their actions whilst they are in charge of the vehicle this includes adherence to Road Traffic Laws and Parking restrictions.

6.17.2
All Drivers are subsequently liable for any imposed fine for breach of restrictions or law, this will include use or misuse of any blue badge. Any breach of this nature will be subject to internal investigation and could result in disciplinary action and/or prosecution

6.17.3
All employees must be fully aware of their responsibilities should any road traffic accident occur, personal safety will always remain the primary concern, line management must be informed at the earliest opportunity

6.17.4
At the scene of any road traffic accident employees must ensure that they exchange information about the vehicle and get third party details as required with any witness details 

6.17.5
Where it is deemed necessary all employees will ensure that they take every reasonable step to call the emergency services and assist in any other way they are able, employees must never act beyond their capabilities or training

6.17.6
Where requested Phoenix Support or any of its staff are obliged by law to supply the driver’s details to the police, if asked, and will offer full cooperation 

6.17.6.1
Vehicles will not carry:

· Any fuel or flammables in cans or other portable containers
· Medication unless the user is present 
· More passengers than the seat belt / restraint provision 
6.18
MILEAGE CLAIMS & EXPENSES
6.18.1
Staff mileage claims and expenses must all be submitted on the correct form (PPF022) any claim not on this form, completed incorrectly or not submitted by the end of each pay schedule,(please see your induction pack) will either be returned for correction or will be unpaid until the next pay period.

6.18.2
Staff mileage claims will be paid by one of two categories, chargeable and non-chargeable, these will be paid at the following rates




CHARGEABLE 

- paid at 0.30p per mile




NON-CHARGEABLE

- paid at 0.45p per mile

6.18.3
Chargeable miles will only be paid if they have been authorised by senior managers and agreed to be used for support activities with service users, no payment will be made for miles claimed that are not authorised by senior managers.

6.18.4
Non-chargeable miles will be paid for journeys made by support staff during the working day, this is mileage that is not used during support time or with service users. Staff cannot claim mileage for the journey to their main place of work and from their main place of work, all staff are contracted to work from 24 County road Maidstone.
6.18.5
Mileage claims to the first place of work and from the last place of work will exclude the distance from staff’s home address to 24 county road on both first and last journey.

6.18.6
All postcode distances will be gathered from Google Maps, for any dispute, distances will be obtained from Goggle Maps. All journeys that are made will be subject to approval 
6.18.7
Any expenses submitted will only be authorised and paid if they have been submitted with original receipt and have been agreed prior to submission. 

6.18.8
All staff are reminded that claiming for journeys they have not made, or expenses that are not authorised may be a disciplinary or criminal offence, Phoenix support reserve the right at all times to question any claim and will check distances at regular intervals.
Phoenix Support
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