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1. PURPOSE
The purpose of the policy is to ensure that adequate controls are in place to protect both the company and the individual and to provide a set of standards which form a framework within which all parties may confidently operate.
All recent changes in standards relating to ‘business travel’ have placed greater responsibility on the employer for the safety and welfare of those who travel, particularly those engaged in work-related driving.  These require the company to modify existing arrangements and to provide clear policy and advice to all concerned.
In summary it seeks to :-

· establish arrangements which will ensure that persons who undertake work-related driving are qualified to drive, are insured to drive and are fit to drive

· set out the legal position/driver responsibility for specific road safety issues

· ensure that driving schedules are planned and reasonable

· provide information and guidance for drivers in the event of a road traffic  accident

· set out the options available to the company and driver, in the event of ill-health or disqualification
2. SCOPE
This procedure is applicable to all persons who drive company owned or leased vehicles; and to those who drive their own vehicles for business purposes and subsequently make a travel claim.   

It also offers advice (particularly in respect of personal insurance) for those who use their own vehicles for reasons of expediency – but who do not make a subsequent travel claim.

3. DEFINITIONS
Shall:
Indicates that the statement is mandatory in all cases and is an obligation imposed by Health and Safety Legislation.

Should:
Indicates that the statement is a recommendation
4. RESPONSIBILITIES
Managing Director shall:
· Ensure that appropriate insurance is provided for all vehicles to be hired or leased for employee use as part of their employment.
· Ensure that vehicles owned or leased for use by employees, are properly serviced and maintained in accordance with the manufacturers recommendations.
· Seek to support employees to ensure that their fitness to drive is achieved, where the person drives on behalf of the company as an essential part of their employment  

Managers shall:

· Ensure that employees who request vehicles to be hired or leased for their use as part of their employment have a valid driving licence and are permitted to drive.  This should be achieved by viewing (and copying) relevant driving licences prior to booking vehicle hire (and thereafter at least on an annual basis).
· Ensure that employees who drive their own car as part of their employment have appropriate insurance.  This should be achieved by viewing (and copying) relevant insurance certificates (and thereafter at least on an annual basis).

 Employees shall:

· Ensure that they are qualified to drive the relevant type of vehicle within the UK. 
· Present their driving licence for inspection by their Manager on an annual basis, to ascertain their continued qualification to drive
· Ensure that where they drive their own car as part of their employment have appropriate insurance. 
5. REFERENCES 

· The Health and Safety at Work Act 1974 (Section 2)

· Management of Health and Safety at Work Regulations 1999

· The Road Traffic Act 1991

· Driving at Work – Managing work-related road safety (HSE, DfT, RoSPA)

6. PERFORMANCE STANDARD
This procedure covers the requirements of the guidance document published by The Health and Safety Executive in collaboration with the Department for Transport and the Royal Society for the Prevention of Accidents titled “Driving at Work – Managing work-related road safety”.

This Guidance clearly states the view that the requirements of Section 2 of the Health and Safety at Work Act 1974 and Regulation 3 of the Management of Health and Safety at Work Regulations 1999 apply to all work related activities, including “work-related driving”. 

7. APPLICATION
7.1 Qualified to drive  

The company will establish a simple regime for the receipt, recording and retention of copies of the driving licences of all employees who drive company owned, leased or rented vehicles, on an annual basis. 
7.2 Insurance

The law requires all persons who drive on the public highway to be adequately and appropriately insured.  This means that any person driving, albeit occasionally in connection with the business of their employer, must be covered for “business use”

All persons who drive company owned or leased vehicles as an essential part of their employment and, all persons who request vehicles to be hired or leased by the company for their use on business purposes are automatically covered by the company’s insurance policy

Persons who use their own vehicles for company business purposes on a casual basis or for convenience, (e.g. travel to meetings) should ensure that their personal insurance policy states “for business use”.   Managers should be provided with a copy of a valid insurance certificate stating “for business use” on an annual basis, where travel claims are made. 

Note:  any person who uses their own vehicle for business use, e.g. for travel between sites, to attend meetings etc. are strongly advised, irrespective of whether they make a travel claim or not, to ensure that they are adequately insured.
7.3 Fit to drive ?

The main issues are :-

· that it is the individuals responsibility to ensure that they are fit to drive when they take a vehicle onto the public highway, 

· that any person who is required to drive as part of their employment, or as part of an approved activity, must declare to the company any medical condition which adversely affects their ability to drive safely (all information provided will be treated as  confidential)

· that persons who drive company vehicles are to be supported through a regime of medical screening, periodic health checks and an eyesight examination every two years.

7.4 Road Safety

The company will ensure that vehicles owned or leased for use by employees, are properly serviced and maintained in accordance with the manufacturers recommendations.  However, because the law still holds the driver responsible for making sure that the vehicle is roadworthy – it is recommended that appropriate driver checks are undertaken before taking the vehicle on the road (see Appendix1)
Where employees use their own vehicles, it is wholly their responsibility to ensure that the vehicle is roadworthy and where applicable, has a valid MOT certificate.

7.5 Alcohol and drugs

Drivers must not drive under the influence of alcoholic drink, intoxicating drugs or other substances which are likely to impair judgement or the ability to react quickly and appropriately to road conditions or circumstances

Drivers who are taking prescription drugs which might adversely affect their ability to drive should inform their line-manager in the first instance and co-operate fully in determining the most appropriate course of action

7.6 Mobile phones

The use of hand-held mobile phones whilst driving is not permitted.  The installation of hands-free kits should only be undertaken following a risk assessment (contact Manager for advice) 
Managers are advised to refrain from making contact with employees by mobile phones when they are known to be driving.
Employees are encouraged to use make use of the voicemail facility on their mobile phone and make return calls when it is safe to do so.

Where hands free systems are considered, a risk assessment will be undertaken of the level of use, to determine whether it might constitute a hazard. This assessment should involve the risk assessor and the driver.

7.7 Route planning and scheduling

It is expected that where an employee has to drive to undertake work-related activity, an assessment of the schedule of driving and work activity is made to ensure that it is reasonable, allows for rest breaks and will not result in excessive working hours.  Driver fatigue is a major cause of road traffic accidents and the company has a ‘duty of care’ towards its employees and other road users.
The assessment of schedules should take into account:

· Route selection; 

· distance, time and duration of travel; 

· opportunities for rest breaks; 

· age and (in)experience of driver and, 

· the prevailing weather conditions 

7.8 Road Traffic Accidents (RTA’s)

· Drivers of company owned or leased vehicles involved in any form of road traffic accident must stop to determine the extent of any injuries to individuals involved and damage to both vehicles. 

· Do not under any circumstances apologise, admit blame or accept liability

· Record as far as you are able, the details of the RTA, using the attached pro-forma

· Upon return to the company report the accident immediately to your Manager.

· The driver should complete the Claim Form, including all relevant information as soon as possible after the incident, and return the form to the office
A helpful checklist is provided in Appendix 2, for recording information in the event of an RTA

7.9 Medical conditions affecting the ability to drive

Employees who drive company owned or leased vehicles or who need to drive as an essential part of their work, must inform their line-manager of any medical condition which would prevent them from driving legally on the public highway or adversely affects their ability to drive safely or with due care and attention.

In these circumstances managers will endeavour to make reasonable adjustments, in consultation with the individual employee.

7.10 Disqualification from driving 

Employees who drive company owned or leased vehicles as an essential part of their employment are duty bound to inform their line-manager immediately of disqualification from driving on the public highway.  That person will be relieved of all driving duties with immediate effect and in consultation with the individual employee, the most appropriate course of action determined.  Each case will be dealt with on its own merits.

8. REVIEW
This procedure will be reviewed every 3 years and/or on significant changes in road safety legislation
9. RECORDS
Copies of employee driving licences

Copies of motor vehicle insurance certificates (when applicable)
10. APPENDICES
Appendix 1 - Vehicle pre-use checks
Appendix 2 – Accident checklist
APPENDIX 1
Pre-use checks

The Road Traffic Act states that the driver is responsible for the roadworthiness of any vehicle, the load being carried and the wearing of seat belts by passengers, whilst travelling on the public highway.

As such, it is strongly recommended that for company employees intending to drive any vehicle on company business, they should undertake appropriate checks prior to using the vehicle, for example:

· Tyre tread 

· Foot and hand brake operation

· Lights, indicators and hazard warning lights operate

· Horn operates

· Screen wash and wipers operate

· Seat belts fitted and functioning

· Mirrors adjusted/adjustable

These are tasks which do not require any technical expertise and are the basic checks included in the current UK driving standards examination. 

Additional checks for long journeys might usefully include:

· Fluid levels (oil, coolant and screen wash)

· Tyre pressures

· Locks and security functional

· Fuel level

It is not intended that checklists are provided or that records of pre-use checks are kept, as it remains the responsibility of any driver to ensure that a vehicle is roadworthy.

APPENDIX 2

In the event of a Road Traffic Accident involving a company owned or leased vehicle:
Stop.  Determine the condition of other persons involved in the accident, and also the condition of the vehicles.  Contact the emergency services if anyone requires medical assistance.  Contact rescue services or recovery services as appropriate.

Exchange information with other persons involved in the accident e.g.
Your name :

Place of work : Tailored Fire & Security Ltd

Work contact details:  0870 429 9705
Vehicle registration No., make, and model 

Insurance details :  

Obtain same details from the other parties involved

Vehicle 1

Name and address of driver :

Vehicle owner (if different) : ………………………………………………..

Vehicle registration No. ………………………………….

Make: ………………………………   Model: ………………………………..

Insurance details: …………………………………………………………….

Vehicle 2

Name and address of driver :

Vehicle owner (if different) : ………………………………………………..

Vehicle registration No. ………………………………….

Make: ………………………………   Model: ………………………………..

Insurance details: …………………………………………………………….

Details of accident:  (location, speed, weather conditions, visibility, causative factors if known, etc.)  

Names and addresses of independent witnesses:

Witness 1




Witness 2


Diagram of the scene of the accident 
Include if possible, an outline of the roads, including junctions relevant signage etc, and an indication of speed, direction and positions of persons and vehicles involved in the RTA.  

Use next page to draw a simple diagram of the scene of the accident
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