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SCHOOL EXPENSES POLICY

Introduction

1.0

11

1.2

1.3

1.4

15

1.6

1.7

The Governing Body of Newark Orchard School adopted this policy on
(insert date). The Finance and Personnel Committee of the governing
body will review and monitor the impact of the policy annually with the head
teacher. The next review will take place on (insert date).

The governing body has adopted the policy set out in this document to
provide a clear framework for the exercise of its powers and discretions in
relation to all staff employed in the school and paid from within the school
budget.

The governing body is committed to taking decisions in accordance with the
principles of public life as listed in DfE guidance; objectivity, openness and
accountability.

The governing body recognises the legal requirements placed upon them by
the Education Act 2002 and subsequent amendments, alongside the
conditions of employment as set out in the Conditions of Service for School
Teachers in England and Wales (Burgundy Book) and the National Joint
Council for Local Government Services (Green Book).

The governing body delegates to the Finance and Personnel Committee the
responsibility for decisions on payment of expenses to staff in line with this

policy.

The policy set out in this document has been formulated by the above
Committee of the governing body supplemented by staff representatives and
other Governors - as appropriate. Full consultation with the staff in school
and their representatives has taken place. The policy will be reviewed
annually by the same representative group.

The governing body will take into consideration advice and guidance from the
employer relating to the policy.

This policy should be read in conjunction with the current school pay policy
and disciplinary procedure.

Equalities and Equal Opportunities

2.0

The governing body recognises its legal responsibilities to staff under the
Equality Act 2010 and this policy will ensure equality and fairness regardless
of race, sex (gender), sexual orientation, religion or belief, gender re-
assignment, pregnancy and maternity, marriage and civil partnership,
disability or age.
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2.1 All expenses decisions will be taken in accordance with relevant equalities
legislation, the Employment Relations Act 1999, the Part-Time Workers
(Prevention of Less Favourable Treatment) Regulations 2000 and the Fixed
Term Employees (Prevention of Less Favourable Treatment) Regulations
2002. In doing so, the Finance and Personnel Committee of the governing
body will ensure that decisions and processes are open, transparent and fair.

2.2 The governing body is also aware of its responsibilities and those of the
employer in respect of the Equal Pay Act 1970 which requires that men and
women have a right to equal treatment and equal pay for work of equal value.

2.3 The governing body is aware of its responsibilities under the Freedom of
Information Act 2000 and to make available this policy to all staff at the
school.

Aims of the Policy
3.0 The aims of the governing body’s Expenses Policy are as follows:

a) To ensure staff are paid appropriate expenses incurred whilst undertaking
school business or activities; and

b) To provide a framework that ensures fairness and transparency regarding
the payment of expenses to staff.

Roles and Responsibilities

4.0 The head teacher will ensure that all employees are aware of the governing
body’s commitment to pay expenses incurred whilst carrying out their role.

4.1  Where the governing body determines expenses are payable in line with this
policy the head teacher will ensure these are paid.

Road Worthiness and Insurance of Vehicles

5.0 In this school employees have available the NCC Driving Safety Handbook
(Appendix 1) and B37: Occupational Road Risk (Appendix 2) document to
read and understand prior to using their vehicle on school business.

5.1 All employees must complete and sign SR63 and/or SR64 Driver Record and
Risk Assessment Forms (Appendix 3) prior to using their vehicle on school
business. These forms confirm the employee has a valid driving licence,
MOT, road tax and motor insurance, amongst other factors.

5.2  All employees who use their vehicles, or someone else's, including that of
their partner, on school business must ensure that the relevant motor

insurance policy covers the use of that vehicle on school business. The
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certificate of insurance should state the use permitted and this will be
checked.

Travel Rates

6.0

6.1

6.2

Mileage allowances for travelling on authorised school business are
determined by the governing body using HM Revenue & Customs (HMRC)
approved rates. There are locally determined rates for motorcycles, and
bicycles.

Car mileage rates, effective from 6 April 2011 and in line with amendments
to the HMRC recommended rate are; (2011 rates are applicable for 2016/17).

Per mile (first 10,000 miles) 45p

Per mile (after 10,000 miles) 25p

Locally determined mileage rates for other forms of transport are as follows;

Motorcycles 24p
Bicycles 20p
Volunteers Rate 45p
Public Transport Rate 22.6p

Travelling Allowances

7.0

7.1

7.2

7.3

7.4

The normal daily commute journey between home and the permanent work
base is considered by HMRC to be commuting and, therefore, not claimable.

Where possible, and appropriate, school vehicles should be used for official
journeys. Any such journeys must have prior-approval and are not claimable.

Official mileage from and to the school should be undertaken and claimed by
the shortest available route, unless a standard mileage has been determined.

Where official mileage is claimable from and to the employee's home address,
this should normally be undertaken by the shortest available route and must
be claimed on the basis of;

Home address to first call — Whichever is the shorter distance between
mileage from home to first call and mileage from the school to first call.

Last call to home address — Whichever is the shorter distance between
mileage from last call to home and mileage from last call to the school.

Prior approval of the governing body, or head teacher, must be sought if an
employee intends to use their car for a journey beyond 100 miles or 200 miles
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7.5

7.6

7.7

7.8

7.9

round trip from the school. Employees should always investigate the use of
public transport as their first option for such journeys.

Where any such approval has not been given, but the employee chooses to
travel by car, claims will be limited to the cost of public transport.

Parking fees will be reimbursed where use of a public car park is unavoidable.

The school shall have the right to require an employee to carry official
passengers without any additional payment and employees should not use
their own cars on journeys where there is room on one of the school’s
vehicles or in the car of another employee making the same journey.

As far as possible, employees should travel together to reduce the number of
journeys made.

When attending training courses mileage claims are limited to the excess over
the normal daily home to school expenses. Additional mileage will be paid at
the appropriate rate.

Use of Public Transport and Taxis

8.0

8.1

8.2

8.3

8.4

Employees travelling by bus or train will be reimbursed the cheapest possible
combination of tickets for the journey(s) undertaken.

Where possible, train tickets will be pre-booked using the standard class fare,
unless travel by other classes of ticket is cheaper overall.

If pre-booking, train tickets should be booked through the school office.

In exceptional circumstances, and at the discretion of the governing
body/head teacher, taxis may be used by employees for journeys.

All taxi bookings will be made through the school office.

Employees Involved in a Permanent Change of Base

9.0

9.1

9.2

The governing body is responsible for considering applications from
employees for disturbance allowances in circumstances where the work base
permanently changes for reasons beyond their control.

In broad terms, the national provisions prescribe that employees shall not
bear any travel costs beyond those which they previously incurred.

In this school, disturbance allowances, where applicable, will be paid for a
maximum of two years from the date of the change in work base.
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9.3

9.4

9.5

9.6

9.7

In the first instance the governing body will seek to provide free travel facilities
by way of private hire transport.

Employees who cannot make use of any free travel facilities will need to
complete an Application for Reimbursement of Disturbance Allowances form
before making a claim. This approves the amount to be claimed.

Employees who travel by car should claim the Public Transport Rate (PTR)
for the extra miles by the shortest route.

Employees travelling by other methods of transport should claim the
appropriate rates as outlined in paragraph 6.2.

Any employee who, in the two year period, moves home of their own accord
shall not qualify for any greater excess payment than originally approved.
Payments will reduce or cease if the new home is nearer to the new base
than the previous home was.

Employees Involved in a Temporary Change of Base

10.0

10.1

10.2

Circumstances may arise where, for example, an employee is moved
between schools in a job rotation as part of a Collaboration or Federation, or
some other career development arrangement.

As the circumstances may vary, it is proposed that any issue arising will be
dealt with on an individual basis and in accordance with the provisions for a
permanent change in base.

If an employee has a temporary work base for less than 24 months, HMRC
classes travel between home and the temporary base as business mileage.

Subsistence Allowances

11.0

Subsistence Allowance may only be claimed for official School duties e.g. not
group meetings. When food is provided at any event, there may be no further
subsistence claimed.

Where refreshments are not provided, the Subsistence Allowances claimable
are as follows:

Reimbursement for subsistence is payable to school employees who are
prevented by their school duties from taking a meal at their home.

If an employee leaves home before 6.00am to attend a location they can
claim a breakfast — up to £5.00, £10.00 (London) — upon production of a
receipt only.

Reimbursement of evening meals are payable if a full work day continues at a
different location after 8.30pm. School employees may claim an evening
meal — up to £10.00, £20.00 (London) — upon production of a receipt only.
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Subsistence will not be paid where a suitable meal is provided at no cost to
the school employee.

The actual cost of accommodation will be met by the school. Such
accommodation should be booked through the school office. The school
employee is responsible for paying the hotel direct for any other meals or
services provided except for breakfast and should then reclaim the relevant
subsistence amounts with the production of receipts confirming the
expenditure.

Making a Claim

12.0 All claims should be submitted to the head teacher for approval on a monthly
basis for approval.

12.1 Claims must only be completed by the employee incurring expenditure,
detailing dates, reasons for all journeys and the full names of places visited.

12.2 For schools using NCC Payroll claims will then be processed by a Portal
Administrator using the appropriate NCC Travel and Expenses Claims Form.

12.3 Claims will be delayed if the form is not filled in correctly and/or VAT receipts
are not provided.

False Claims

13.0 |Ifitis considered that any expenses claimed were not legitimately incurred on
behalf of the school, further details may be requested.

13.1 Payment of expenses may be withheld where insufficient supporting
documents have been provided.

13.2 Where payment has been made prior to the discovery that the claim was not
legitimate or correct, the value of that claim may be deducted from the
claimant’s salary with notice as required.

13.3 In the event of false claims becoming evident disciplinary action, where
appropriate, will be taken in line with the school’s Disciplinary Procedure.

Petty Cash
14.0 The agreed limit for petty cash payments is £15.00.
14.1 All purchases must be subject to correct authorisation being obtained

beforehand, and in line with the school’s Finance Policy and Procedures,
namely: a VAT receipt or invoice.
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Monitoring and Review

15.0 Where changes to this policy are proposed the governing body will undertake
an Equality Impact Assessment (EQIA). The governing body will make
available to staff the outcomes of the Equality Impact Assessment.

Consultation and Agreement with the Recognised Trade Unions

16.0 The Nottinghamshire School Expenses Policy is recommended for adoption
by all community, voluntary aided, voluntary controlled, academy, foundation,
and trust schools who purchase their HR Service from Nottinghamshire
County Council.

16.1 The document has been agreed with the following Nottinghamshire

recognised trade unions: ATL; ASCL; NAHT; NUT; NASUWT; UNISON and
GMB.
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APPENDIX 1

Nottinghamshire

2™ Edition November 2015
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HTRODUCTEON

Thiz Famdbook |o designed io provide Information fo all drivers who drive vehicles
pwried, l=ased or hired by Hotinghamshine County Councl MCC.

The purpose of the hamdbook 15 B0 =nsurs you are Tully ssans of pour responsibiibes
when operating vehides. AddBoral dubesinesponsiblRies may also be requined for
pperabonal reasons

The hamdbook |= part of Secbon 237 of e County Councls Sa%ty Manual. For
further Information conceEming Be managesant of ocoupational road risk plesse
refer io the Safesy Manual

The handbook does not set ok 1o be a guids io the law of the road. it cutines the
County Courcll's expeciabons of you as a driver and provides guidance on what o
do In ceriain creursiances,

The Handbook should be read ard undersiood pricr o underaking any driving
duties om Behalf of HCC. B you are unsure about any of the cordent within the Book
or nequire further advice you mast consult pour Ine Fanager.

Mobs: Wehlols' concifuisc any vehlols, powsrsd pland, squipmant or trallsr,
owmiad by, hilred by or loansd b0 HCC.

Furtrer infrmafon on driving sa®sly can b= foumd on Be RoSPA websEs af
WAL TDS0A. 00Uk

Fage % of 19
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USEFUL CONTACTE

Zarvlos Telsphons Mo,

Fleszf Maimienance 01523 873220

Blisthorpe Depot Highways Services, Blisthorpe Business
Park, Eakring Road, Elisthompe, NG322 53T

Oud of Hours Meohanls
From May to Oofobsr inolec i)
Singl= Countywids Mechanic Ssrvice oFes0Toass

From Hovembesr to &pril {Incluchve)
Dy Miechankc Mors (Hewark, Bassebaw arsd Mansieid) OToET45E543

Duty Mechanic South (Srovtowe, Geding, RushclPfe, Ashfied | 07550702534
and Motingham)

Risk and Insurance 0115 9773TE

Oocupational Health URE 01523 BeSSs0

The following ks & st of current =gisiabon St relabes o driver and cp=rator
recpons bl Ees,

Highway Code

H=akh and Safefy af Work sbc. Act 1574

The Marsgement of Health ard Safety at Work Regulabons (umended) 1955
The Provision and Use of 'Work Eguipment Reguiafions 1558

Trarsport Act 18385

Road Yehicles (Consinucion and Use) Reguiafons 1555

Camages of Goods and Tramsport Acts with amendmenis 1952 o pres=nt day
Driver's fours and Tachograph Rukes

¥ ¥ ¥ ¥ ¥ ¥ VY

Paane & of 19
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THE DRINER

Oriverc Racponciblliitiec (Ganaral)

The Driver ks responshie for the velicks, pass=ngsrs, lcad and any ow=d traler a
all Bre=s from point of Esue of keys 1o retum (inckeding break Hmes

Main Duties ard Resporsiblibes

¥ Ensure the safe op=mafon of the vehicde and =quipment and any raler, at all
Hmes.

¥ Operaie the vebick aocording o Road Trafc Reguiafons, te Highway Cods
amd NCC procedunss.

¥  Feport any weficke defects using the established proceduns.

¥ LUse e vehicle with consideration o passengers, other mad wusers and the
publc.

¥ Gy curt dally (or skart of shEt) v=hide checks prior io use, compietng the

‘DaltyA8e=kiy WVehlide Checkllst and Dedect Rieport’ shown in Apperndiy 1. The

logbook showid be iocabed In e vehiche.

Complets driver neconds as requinsd [logbooks, Tachograph ebc.) In line with

l=gisiabon amd MCC policy and fo obserme drivers’ howr's Imbs.

Re=port accidents iImmediakely using =siablshed proceduns.

Mainbain e vehilcle Ina chean, Hdy and safe condiicn [inkemally and =xb=mally].

Ensure coomect loadimg and s=curity of the wehick and any raler attached.

Cibserye loading lImEs of the vehide and any traller and where posshbles use the

wel ghbridge bo prevent overioading.

Chieck Fee oument vehicle licence discs and 0 Icence discs are chearty

displayed at all imes (where applicabbe].

¥  Pressnt the wehicde prompély for any schedubsd inspechion or serdoss as
adtaisad by their line manaper.

¥ Be awars of securdty Issues ot all imes. The vehide, faler and any ooed sihoukd
nik e placed at risk, take pariicular care wien parksd or unati=nded; under no
ciroumstances sfhoukd kays be left wih an unafended vehicie.

¥  Feport any Eheft or atbempéed the® Immediadsiy.

W W W Y L

L

Driwing Liesnoss

All drivers MUST hold & Tull cument and valld drivieg lo=noe -:'

for the classes of wehickes drivern. MCC has & l=gal | -i: - )

respanns IRy by ansare Bl your icemce 1S vald, Your e . E.-‘_:
marssger wil there=fors check, Inspect and recond detalls of 1’ L
your llo=noe prior o the commencement of your driving I ﬁ I ﬂ e, ‘
duiies and Fersa®er on at last an anmwal basls or o | | e

frequenty as required in Ine wEn =siablished procedurss. B
Drrang lcemces will b2 photc-copled and detals recorded.
This procedurs heips to profect both you as an individaal

and MCC against possible proseoution and reduces osooupational road risk.

Fage & of 19
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Drivers muct inform Seir Ine manager mmediaiety of:-

Changes In thedr loemos detalks

Changes In thelr Feakh aiTecting their llosnc=

Imp=nding prosscudons, achual endorsements, Snes or lcence withdrawal
Drink or drug depssndence

L B

Disabied drivers showd akso notfy the DVLA at Swansea of any dhange 5 thedr
condition.

Drivers mast also nobfy their line manager ¥ Sy are stopped by the police, or e
Mini=try of Transport, even T s a mubdne check.

Diwirg sl bens] Mye g ino piba be e w6 o oflaieon. (1 iFevmidales ared e s i laity 1y
prparmadon iy aockieets arad che' (e potalie offereces ard diving,

Loraarecm rrednl B prodoces wdmn iegumsled By @ undorreed Pokos Ofees, e Veleos
I el e i Mg,

Fina& and Procsosutlonc

Al Ines retsting 1o Ffngemard of las 4oilowing prosecution (Sius
any court costs) wil be Se responsibifty of the named driver -
causing the Infinga=snt this mciudes parking, spesding and ofmer

drising offances.

Health Faquiremanbs

Drivers miust b= physicaly and mentally St o drive, T you Bave any pemansent or
Emporary mipalmant or are EEng any prescribed meadcises which may afTect pour
abllEy to drive, you must imfore your Dk manager Immedabehy.

Eve Sight Fegiisamenis: you mind e albe 15 ieed @ vebice fumbe phele [om & Sebaros of 20
front s — it T ot P i et dhirgd kg

alsohol and Sdher Jubstanoss

LY
It Is @n offerce to drive or fo gtbemps o drive orbe in %
chamge of a vehick T e driver |s unft through e s ol = -
drink or dnugs.

Drivers who consume alcohol or liegal dnugs before or during driving for work wil be
dealt wih under the disciplinary proceduns.

Rarramise. aloohal ks some 158 15 daieisa fos T DosSbeas. The ok & BeaTalree
difsts sty i Del mesiming i By Soseest Tl @ o v froy’ 5l B ursdked the il uefes o alcaal
Exsfuidi Pl e i flgiil

Fage T of 19
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)

W
W

)

W
W

Poctars amd Comifort

Comsider your postune whilst driving Tor example,

Adjust your seaf property, so Fat arms ars relaesd and b=t b the shesring
W],

Try supporiimg your lowsr back.
Tak= reguiar breaks (ot =ast every bwo hours] and Bave & soll and séretch in a

safe place.

Drieere Hours

The raies for drivieg hours and breaks vary depending  apon the Bype of wehicke
being driven and wiether EIs covered by domiestic or EL rules.. Refer io the relsvand
suppiEment coriaimed within Section BE37 of e Safely Manwsl for guidasce. B you
ar= unchear of drivers” Bours rubss, spask B your Dre mansger.

Dritver Conduadi

Hottmghamshine Courty Cowmcll opsratess s=veral hurded ss=hices Inoomnscton
with high profie serdces amd as such appropeiate driver condect s Important at all
imes. Remember other romd ussrs ars NSO cusiomers.

All drivieg must be in line Wi the Highway Code and 2=cion E37of @e County
Councl's 3af=ty Banual danaging Ocoupational Road REE)

Considerabon shoukd be ghven o other road wsars ol all imes

Memibers of siafl, passengers and the =neral publc should b= dealt wEn
picdbely & al imes.

Werickes shiowld b= parksd =0 as not o causs disruplion or obstnuctiaon o others.,
or be a possibls satety hazsnd Both on amd ofT the road.

O mot obstiruct disabded parking hays.

Do not cause disfurbarce o unnecessary nolse when kbading or unlcading
vehices or trallers.

Adfere b any safely procsdures as required wien manceuting or parking
vehices.

Do mot allow others bo operabke wehicieEs or machinery wni=ss authorised ansd
sultabity qualfied.

Pagn & of 19
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THE VEHICLE

Lighits aind Warning Devioes

Al ighis. Tited o B2 vehice and tler should function comeciy at al tmes, lEnses
and refieciors shouid b= maRiafed 6 a3 cean oondibion.

W e fitesd, waming beacons showld b= used for al dlow movieg vehides. Drivers
shoukd amoune that Fey ar= in working order af all ez, Hazsnd waming lighis

shouid be used whenesver pececsary. Dipped Readlighis and rear fo0 lamps Shoukd
be wesd at all imes during poor visbIEy L.e. rain, Tog, sniow =hc.

First &ld 7 Fire Extingulshams

Wrere fitted, Brese showld be checksd by the driver, any
shormages or defects showkd Be nepsorted.

Fualling

Fe=fuslling amangemenis wll be specic bo sach Deparimeni. Employsss must
adfere o fhe ol amangements whikch Fave been puf In place. Furdher nformaion
shouid be cbiaimed from the line mansger.

Hired Vahlolas

It 1= Imporant o =noue el the hied sehicks 1= T8 and safely for s pupose.
Inappropriate vehicke sel=cion Is often ldenSfied as a conbrbutory fachor In wekicke

accidanis. Considerabon showld fisrefore be gheen o safsty feahres, pass=nger
and load capacEy, owing abiity, =sse of acosss B0 seads and load areas amd
argonomics.

Al fired or loaned vehides should be considensd as HCS onmesd wehilcles.

At point of suppdy and rebam vehilcles are Oeecked and any damaipe Towrsd miust be
recordied.

Incuranos, Taxatlon amd BOT

It Iz the responskily of e managersivehicle kzeper b emoure @ vehicle s
appropriaiely nsured, tared and Fas an MOT whisre applicabie.

Loading
Crivers must a &l Gmes b= aware of thelr oed In i=res of secuty, disirbution,

weight, overall widil, helght and lsngth. Observe waming =oes, or nfomation

placed In e velick cab or attached o thie vehicle. Folow wehick loading adwvice
suppli=d by the manufaciurer or Senvice Area with regard o loading capacity.

Pign 3 ol 19
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Rt racks must HEWER E= koaded beyond the Imis stpulaisd 5 the weficke
hardbook.

Do mot overload ths vahlols.

0" Liosmos Vehilolss — LOY

For commsncksl wehlcke aperations. refer fo the supplemeant on specialst and Py
commarcisl vehicles in Section 37 of e Safely Manwsl

Earvlolng and Malnt=nanos

Orivers wil b= moified by thelr Ine manager when the vehicke shoukd be presenbsd
for s=nvicing amd MOT. Adways keep o e agresd dme and locatan.

Aepairs and breakdowns shoukd be reporied o Tramspont and Trase] Serces whens
thi= yeliche k= maintained | s=s conbact kst af the front of this handbsok].

Ezathafic and E=sting
The Driver must snsure all passengers ans wearng s=at befts.
Yehiclk=s showld niof carmy more persons than ter designated [ImE.

Employees may occasionally ansport other =mploy=es or serdoe osers in RCC
vehicles. In such cases,

¥ There must be 3 proper seat with seaf beE for =sch pastenger. B 5 the
responskIEy of e driver fo =nsurs that thelr passangers wear seat beEs.

F a3 s=nvice aeer s kel o cogss 3 distraction o &e driver whikst driving Ehen am
egoort shiowld also be In e waRiiche,

In casas whers chikdren are ranspofed In wehickes, § s the driver's nespomsibiity
ensure that every child frevelling n Rsher car |s properdy esined.
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Front ceat Foar ceat | Who e
Driver eaf b=k Ei-

BT b

13

valabie
Chlld up o 3 f child child restramt MUBT be used [Driwer
PEArS sira it

BT b o ks niof avallable noa @, then e

d. hid may raes| unresirained in the rear

Rl from 3rd f child
hirfaday wp 1o siralm
EITHER 1.35m MUET be

in height, OR d

2 years obkd

hiere s=at badis fitied, comect child Cariwaesr
siraimt MUBT be mead

LIET uwse adul b=F [ Fe cormect child
siraint |5 meot avalabie in thres
ros:

In &t

fior & chort distancs Tor neason of
eypachead neo=ssiy;

fwn ocoupled chid restraints prevent
enf of & thind.

n addBon, a child 3 amd over ey
wrresiraimed In e rear seat of 3
ki If s=at bafts an= not ava bk

Child ower 1.35 [Seak bk Seal beE AMUST be womn 1 avalable Ei-
miafres, or 12 BT b
by 13 s 13
valabis
Aduit eak b=k Sieal B=E MUST e womn 1 avalakble TS En T
passengers BT be
e 14 pmayrg i
and ovear) valabie

Buckle Up
Next Million Miles
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Transporiing Pecpls, dnkmals, Soode or Equipsnsnt

W Fare peopde, animals, goods of squipmend are transporisd, managers miust snsuns
thie vedilcle |5 sukake for the purpose. Employess must be mades aware of the begal
requiremends when Fansporiing oads.

Maragers must consider the hazrardous properiies of any goods proposed Tor
camizge and defsmmine whether o not they are Dangerous Goods'. Dangerous

goods require special precauions o be ak=n. Further informaton s avallabie from
thi= Health and 3afety AdvisenTesm.

Employees may be reguined o ransport other smmployseses or seErdce users. Inosuach
CASES

ANy neceEssary authorisaton mest be cbiaimed fom = InE manager prior o
the jourmey.

¥ There must B= 3 proper seal wih ==at befli for sach passenger

o serddos gser s ey o cause 3 disfraction Bo the driver whilst driving them
the manap=r must defermine via the risk ass=szsmeni I an escord should also
be In the w=hide.

In Instances whers fighways sialf use thedr own vehikcles for opemafonal st wshs,
Incpections and In response o highways emegences, the rsguirements under

Chapier 8, Traific 3igrs: Manual apply.
Trallsrs:
Al attached trallers form part of the vehicle and thersfors road tafc reguiabons

appdy. The driver masf hold 2 ooment vald driving lcence amd the ocomecl
enfbement prior to wsing & trallsr. They must also haee eoshed appropriabe

raming.

Prior io uwsing the Faler safely checks should be miade of e folowieg -
Light= Hardbirske

Mimiber pistes miaich the vehick Breskyaay cabile

Lzadirg Brakies — opEraion

Compling and Securty Parzing

B s ibymes SeCunky

Loasds (ncluding wehiclke ard balerd must not sxceed e parmissible gross raim
welght. The laws on ilers and welghs are complex, B you ans in dowbt skt e

achual weight of your vehicle andior traler, Sien condact your line manager.  Advice
can b cibtained from Transport and Travel Serdoss.

Loasds must be sepunes In opssn backed ralers By mivst be thoroughly Reshad down.
Locese maierials much 2= Fedge cutings must be nefed or coversd with & tpssulin.

U of Equlpenant
Drivers should not opsrats any =quipment aftached o Fie vehicke unless qualfied

and authorsed o do =0, this nduwd=s allers, winches, cranes, @l 1Pz =, seek
advics and raming as reguinesd.
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Vahlols Deporaticn

Decoration mascobs oF stickers @hat obstrudt the vision of the driver are Begal. Clear
visibilty sfould be mainined atal Gmes.

Vahlolas Tafety Cheoke

The Cally Vehicke Checklist s ooniained within the veficle defect rep-ori ook and
must b= oomplzizd Inthe absence of any local proceduras Being In place.

Vahlols Defect Reporting

All defects should be reporisd as soon as possibie b e e manager using b
Defect Report book Contained In @ vehicke.

00 MNOT comtinue b drive with serious defects or F e waming buzzsr sounds or
jwarning lamps are ominaied. Please seek advice T pou are uncersain as o how
sefous the defect might be.

& wehicle mast not be wsed untl al defects have been nectfied.
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THE JHIRMNEY

Planning a Journay
If youw Fave io plan a Jourmey snsun yous

* Ml sufficient Sme

¥» Consider pofendial delays mcluding weather comdSons, Fffic bobkd up and road
works.

* Try 1o avold pericds of peak traffic flow.

¥ Ob@in rave| informabon &g from the adio, infemed, mobll= phone providers,
traific esher.

Driving wiien you are bred greadly moreases your acckdent risk. To minkwise this

k-
¥F  Make sure you are T8 Go drive,
¥ Aokl drivimd for long disamces after a Fard dage's waornk.

¥ Avold underiaking ong joumeys bebwesn midnight asd 6 am when nataml
alerness Is at a minkmum.

¥  Notdrivieg ¥ you ane Baking medicines that cause drowsimess.

¥ Planning your joamey by Bkoe suSchent breaks — ot east every o Rours.

¥ I you f==] sleepy, siop in a safe place. Do not shop om the hard shoulder of the
MBI,

¥ The most efecive ways by counter skeepiness are o ke & st nap (up to 15
minufes) or drink for erample, two cups of strong oofTes.

Vahlols Frisndly Drisling

In order o minimise vehick wear and = ard avoidable cost, vehicles should be
driven at sl bmes carsdyly and with respect. Driving safelty and smooduly will siso
help o limit the ervdiosrmen @l mpact of Pour oumey amd shows oonsderaton bo
passengers and other oad users. Whene possibk, pln your jourmey n advanoe o
avokd congestion and losieg your way. Further inforrrabion on gresner, saifsr
mikoiring s avallable on e County Councl's websBs and b= travel and transpaort
section of the inranet

Accddant Procsdurns

I youw are evolved I an scckdent which causes damage or Injury fo any other
perzon, vEhkckE, arimal or propssy, you must-

¥ Shop e vehicke; check the safety of any passengers and memibers of the public.
¥ Contact the Police, Fire, amd Ambulance as required. for exampls, the Follos

may be reguired Tor pracical rEasons such a5 managing e taic.
¥ WEereper possile move e veRkcle booa safe place, § causimg obstuchon or

damger (uss hazard waming mps ).
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L

Make srangements for rans®er of passengers (3% reguined).
Be prepared o give staements and irformation as regquired by Police

Exchange names and addresses with any thind party Involved and detalls of

Insurers.

Cibin names and addresses of any wknesses

Make & skebch of e scoclident or H you are able, tak= phobographs of b
damage Incumred posibon of e wehickes at poink of collson, general mad bayouot
amd moie the moad condiions, your spe=ed and any other rdevant detals whichi
might prove wseful.

fppnid geting inty disoussions about B cause of the accldent

Do mot use the vehice unil=ss you are absolvi=ly sure E B rosdworty.

Re=pori the incdent o pour line manager and =nsae & I= reconded on Se
Wisllworker acchdent reporting sysiem.

Drivers miust complstes an scckdent repord Immedisishy on redum o boses, or &5
soon &% pracHoabk=. The form muosf then b= forsanded b your lin= manager
wihio must =nsure & s senf o = Risk and imsaance 3ecton at Coanty Hall
within £ waorking days of e accident. (Fallure fo somply may Invalldate amy
Impuranos olalm]

i you are involaed In an accldent which causes damage of Injury o any other and
wou g ot g b yoar names and sddress at te Gme of the scoident, repord e
acchd=nt io the polce as s00n as reasonably practicabl=, and In any cas= within 24
howrs.

Db s et i ity

[zl sl v’ T bz i rrmilic ad |en Bl b5 arrpores bl e coben
it yirw miw bl sty Wl yeur vebice ortl sl oieistse

Dhes: il il il & Sl il G oS

I

Breakdown and Vahlols Reoovery

If your vehicle breaks down, Sink first amd conslder other roosd users, You mast-

Wherewer possbie move @ vehice 0 & safe plac=, providing Ehis does mof
causes furfer damage o the wehice or endsnger yourssf, passsngers or
memibers of e pubiic.

i your vefhilcle 1= causimg an obsinuecion, wam oier Tra®ic by using your hazand
warming lighis. B you have a3 wamin tlange put &is on B mad ot east 45
mefes (147 Test) behind pour vehick on e same skde of the road, or use other
permiti=d waming devices B you hawe e Alssys take grest cares when
placimg Tiem, but never use them on moboreays. Wear a high visbBllEy ket F
youw have one avalable.

Keap your sidelights on | s dark or wisibllfy s poor and do noé stnd whens
youw will prevent ofher road users s ng your s

i you are on the moloneay l=eave by e passenger oo, Kk img dioces from B
drivers inskde before exEing the vehide amd sSxand befind e bammier

Do not stand (or et anybody els= siand), betaeen your vehicl= and omooming
trafmic.
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¥ I youw do nof fave & moble prone, walk o the nearest phoms moting the roosd
name and any landmarks. Do meod save chilldren imn Ehe wehiche,

¥ Contact Tramsport and Trawel E=mnvices and your Line BMarsper (cut of hours
contact thie Departmental Emergency OFicer or e Transpori and Trase
Services Duty Fiber).

¥ Make amangements for the tansfer of passengers or load (as neguined ).

¥ Bepreparsd boogive detalls relabng b S Dreaiodosn e,

@ Locatkon

Wehlde reglsirabontypefwelghi

Loaded or mof

Fasssmgers. or not

Towing & aiker or mok

Mabare of breakdown, Taul,

Mgy fuel or oll spllage

Conisct mamber

@ For tyre relaied problems, 8 by sk s wseful amd syes Hme.

¥ Be caufious H someone offers help; consider your sBuation and epiromment. ©
you Tesl unesasy sy in the vehice wil the doors ocked. Do not o=t o a
vehice wih a sfangesr or iry o Kitch a IHL.

¥ Feport e Incdent o your line marsper.

¥ When the breakdosn vehice amives, sk for dendficabon and werfy the
Informabon you have provided megerding broken doswen vehicls amd your nams,

-0 I - G -

Bl oo 1) i vl i Do oot ol Pl el

D il Bt I mapali Bei vafikde

Byt of biaikoosti bl ba fuly decimenied on meluit b e o i Sooh i i B
prciimta

Parconal Esourity amd Tafety
Bafore vou cat off

* Ensurs the Daly Drivers Vanicie/Plant Chack and Defect Raport Fas besn
complebed.

Knicaw your sccident and bneakdown proosdunes
Plan your route In sdvanoe,
Infcemn pesciple &t your desSnafon what me you =xpect fo amie.

Camy chamge and & phone card for @ payphons or befer sil a moble phone
[remamiber io adhers o MCC polcy on the: e of moblke phones ).

W oW W W

On the road

¥ Kespbags, moblle phone, sic, out of sight these are sxsy plckings for a smaich
thief In a Fafic jam or 3t the s

¥ Keepthe doors kcked, windows and sunroof chossd as far &5 possibk,
especialy In sfonigo ramic.

¥* Donot pick up hEChREErs.

¥  Hawve 3 map avalkabi,
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Leaving and Returning to the Vehiole

» Alaays ock the vehicie and put anything valuable In the boot

» After gark, park In an sppropriste well-ik place, as ciose to your destnation as
possble.

» In muR-storey car parks, reverse the vehicle; leave It a3z close to the exit 3z you
can, near ground level and away from pliars.

» Have keys ready when you retum to the vehicle; chech the back seat for
Intruders before getting In.

If you feel threatened

» It you think you are being followed, drive 10 a busy place.

» It the occupants of 3 vehicle beside you at the lights try %o attract your atterton,
ignore them.

> If a vehicke raveis dongside you at the zame speed, siow down and let them
pass. If the driver persists, drive to 8 busy place, and cal the poice.

» If 3 car pulls up In front, forcing you %0 stop, leave the engine on. If the driver
gets out and approaches you, reverse and get away. Activate hazard ights and
sound your hom continuously.

Road rages iz an ncreazingly prominent feature of driving on Sritain's roads. When
unavoidably sncountarng such a stuation amployess are advized:-

Not 10 take your eyes off the road

Avoid eye contact with an aggressive driver

Stay calm - do mot react 0 provocation

Keep aaay from drivers behaving ematically

Do not get out of your vehicle and ensure doors are locked

Drive untl you reach 3 busy, public piace and z22k help or assistance

YYYYVY

Revercing

Aszistance shouid be sought if required bedore any hazardous reversing manoeuvre
= undertaken. Drivers should request assistance from any passenger or other
responsbie person prior to reversing.

Drivers should 3is0 ensure that reverzing 3ids and amps fitteg to vehicies, are
working at ali times. All reversing must take piace at 3 safe controled speed.

Where possibie, persons assisting should stand 0 the nearside or o®side rear of the
vehicie, In 3 position 10 be abie 10 give direct nsfruction o the driver, both verbaly

and by hand.
The assistant showd stay out of danger at ali times.

Note: rear view cloced olrout monitors are not revercing aldc.
Do not fake ricke
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EZpesd Limts

Spesd Imits should b2 sdhersd b &€ all Gmes incladieg depof or sie
liFmits.

Paccengerc
Passengers shold mot be camied without authorisabon from pour manager.
Privats Ugs

Private use of MCC vehicdes B NOT pErmilied wniless thmough an auionisesd
arrargement wi pricr ariten permission. [This Inchedes hire or oaned vehidesi

Taklrg a Vehlols Homa

Vehickes used, with permizsion, o 9o o =nd froes work should not be used & smy
pber Hme =xpept for agreed breakdown, call oul, repalr or FalRiEnance work, any
pbrer use must b= guthorised In writieg prior o use.

Requects to 3top

¥ou may be reguested fo siop, iollow Instrucions, pmodece doDuments or ghee
Imforrmation o a uniformed Police o¥icer, Department of Transpord and the Yehicke

and OpeEryior Serdoes Agency (VOSA). You st assst wiS he reguest Wi yer
possbis. You must also Inform your ine manager.

I you amre wnoure of the denSty of oo reguesfing the informabon, check
orederriiaks bedfione pefiirg oul of T vebibkcie.

Moblls Fhones

It I= Ni=gal o wse a Fard-eeid mioblie phon e whikst divieg. The oiTfence cares 3 fnead
peraky or a fine on convicion. The ban applles when = vehicle s safonary for
example at traffic ights or during =t hiold-up s ) oeikess the wehick 1=

safely parked.

Reder o Seclon 32 on Moblle Fhones In the: Counky CounciPs Safety
Marmual This document stafes Fial =ven hamds: free Taclity =hould only

be wesd im accordance with the folowing saf=fy precautions:-

L

Mi=ver inEak= a call whilsf driving.

Wheem usHng & hands-res phone, only acknowledge Incoming calls with & short
recponse indicabing tread o wil cal back wihien s safe o do so.

Mi=ver send or read ieet messages whiksi driving.

Feyar ook up numbesrs o attemps fo make nofes whilst drivieg.

Keap Rand hedd pleones swBcFed off wihilst the vehicle |5 I trarsH.
Actiate the answering/message serdos, aliow the caller by leave 3 msssage
amd neply when it s safs o do so.

W

W W WY
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¥ Mamagers should rod call =£afT, or =ncoursge them o call back, when they ks
siaff are on @ noosd.

¥ [onot siop on Ehe hard shoukder of a moforway Cwhich ks llegal) or ofher unsate
ar=a b maiks or pecsie calks.

*  Ewibch off Tve phores whikst on & flling sfation forecowrt Moble phonss may
InEkad= an inirinsk spark that could gmEs pebred vapours o fumes,

Contacting us:

ernail hands@Enoiscs gov.uk

phone 01623 42403274 2340033

prst The Health and Safety Team, Lawn View House
40 Stabon Road, Sutton-in-Ashfield,
Mottingharmshire, NG1T 5GA

intermet v niottinghamshire gow uk

published October 2015
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APPENDIX 2

Nottinghamshire
County Council

Ba37: Occupational Reoad Risk

Background

This document provides guidance o Couwnty Council employess to enable them to
implement the County Councl’s Health and Safety Policy. A copy of the Policy can be
fouwnd in the Policy librany at

httpfintranet nottsce. gov.ukfindexipolicies-and-perfommanceipoliciesipolicy-library

The Health and Safety (H&S) Policy documents reflect the ‘safiety culbure” of the County
Couwncil and define its broad H&S cbjectives, responsibilities and the OHSMS
(occupational health and safety management system). The policy has three sections;

A1 Statement of corporate commitment
A2: Definition of roles and responsibilities
AJ: Health and safety managemsnt system amangements

The policy is supported by a series of guidance documents. These prowvide information
to employees on the actions that are necessary to comply with the policy. Guidance
documents cover the OHSMS, specific hazards and specific legal or other standards.
There are also guidance documents that are designed to pull together information on a
subject, job or situation that might involve a number of dfferent HES issues.

Context

Managing the risks to employees who drive at work requires more than just comgliance
with road traffic legislation.

The Health and Safsty at Work ete. Act 1874 requires employers to take appropniate
steps to ensure the health and safety of their employees and others who may be
affected by their activities when at work. This includes the time when they are driving,
whether this is in an MCC, or hired wehiclke, or in the employes’s own vehicle.

There will always be risks associated with driving. Although these cannot be completely
controlled, Line Managers have a responsibdity o take all reasonable steps to manage
these risks and do everything reasonably practicable to protect people from ham in the
same way as they would in the workplace.

This guidance reflects the requirements of health and safety law and. as such, does not
apply to commuting from home to work and wice versa, unless the employee is travelling
from thedr home for a work activity to a bocation which is not their usual place of work.
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Nottinghamshire
County Council

B37: Occupational Rn}id Risk

Action to achieve required | Guidance
standard
Undertake a Risk The County Councd aims to mprove driving standards and reduce the incidence of injury and damage
Assassment due to accidents by assessing the risks from drving. It is the responsibility of Line Managers to ensure
that risks associated with drving within the scope of their operaions are propery assessed and the
risks minimised so far as is reasonably practicable.  In relation to work related joumeys the man nsks
that must be considered in the assessment are categorsed inte three main areas:-
= Driver {Fit and competent to drive safely}
= Vehicle {Fit for the purpose and in a safe condition}
= Joumey {Ensuring the joumey s safe fo undertake)}
Further guidance on the risk assessment process related specifically to occupational road sk can be
found in Appendix 1.
Gundance on driving 4x4 vehicles in snow and ice can be found on the Health and Safely Intranset
website.
Consideration should also be given to lone working. See Section B30 ‘Lone Working'
The Driver - Line Managers recruiting to a post which reguires the post holder to drve a wehicle, must ensure that
Driver Authorisation and | the standards, skill or expertise required are specfied at the time of recruitment and that pre-
Document Checks appointment checks are underiaken e.g. checking the drving licence covers the category of wehicle the
employes is required to drive and § there are any restrictions.
Dietalds of driving Beence categories are available at hiips:feveegov.ukidriving-licence-categones
The codes printed on the driving licence tell you what conditions must be met to drive. The codes and
their meanings are avalable at htips:iwww. gov.uk/driving-licence-codes
Paiga i Adesied AHANS Varsan 2
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Nottinghamshire
County Council

B37: Occupational Road Risk

Action to achieve required
standard

Guidance

Prior to employees undertaking driving activities for the first time Line Managers mast:

a} Complete a Driver's Record Form
« The driver record form for employess who drive any MEC wehicles[1] or

DUSINess use.

Further compdetion of the form should be undertiaken depending on the level of risk. For employees
who drive MCC vehicles this must be at least on an annual basis and could be more freguent
depending upon cperational activities.

Faor employees driving ther own vehicles on NCC business, the frequency should be proportional to
the level of risk 2.9 member of miles, record of accidents/incidents, camying passengers.  Refer o
Appendx 1 for additional factors that can increase the likelihood of an incident. Completion of the
form must not exceed a three year period and can be undertaken at the same time as the
employes performance and development review (EPDR).

b) Employees must hold a full, current and valid driving licence for the classes of wehicles
driven. NCC use an Electronic Driver Entitlement Checking Senvice (EDECS) which is a secure
online semvice providing a direct Fnk to the DVLA database for the purposes of checking individual
driving licences. To use this semice the employes must complete the consent form in Appendix 2
for the Line Manager to receive the indiwidual's drving licence details. The Line Manager showld
submit this form o Transport and Travel Services who will provide the results of the checks to the
relevant Line Manager.

1] Vehicle' constitutes any wehicle wered plant uipment or trailer, owned hired by or

loaned to NCC.
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Nottinghamshire
County Council

B37: Occupational Road Risk

Action to achieve required
standard

Guidance

)

d)

The above process should be used for all employees driving MCC wehicles. This is provided free
of charge through Transport and Travel Semvices. 1t should be noted the mandate is only walid for a
one-off check; hence Line Managers need to get the mandate completed sach time a check is
required.

Where employees are driving ther oen vehicle on MCC business (grey fieet drivers), Line Managers
can either use the above process for which there will be a cost or altematively:

« Line Managers can use a check-code provided by an employee. The employse will need o go
on the Gow.Uk website to obtan the check code which is valid for 21days.

= Altematively, the Line Manager can ask the employse fo access their driving licence information
on-line on the Gov. Lk website to allow the Line Managsr, togsether with the employes, to view
the required informaticn.

Line Managers must ensure employees who drive whilst on MCC business hawe been issued with a
copy of the NCC Driver's Handbook and any other relevant bocal information which has been issued.

Employses with in excess of 3 points on their licence mast consult their Senice Managsr, who will
in twrn, consult with Fleet Management Semwices. Where an employee receives a driving ban or
holds inappropriate insurance cover they must not dive on NCC business. In these circumstances,
it may be necessary to involve other Sections e.9. Human Resources.

The Driver —
Health Requirements

Any person who drives for NCC must be physically and mentally fit to do so safely. Drivers must report
to their Line Manaper any permanent or ternporary impaimment in their health: or i they are taking
prescribed medicines which could affect their ability to drive safely. Further imformation on the law
relating to drugs and driving. including legal drugs is available on the Gov.uk website.
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Nottinghamshire
County Council

B37: Occupational Road Risk]

Action to achisve required
standard

Guidance

For further information on driving with a disability or health condition, refer to the DVLA website.
Line Managers should also be alert for signs of ill health and stress which could impair the employes’s
abdity to drive safely.

Any concems that may affect or prewent an employee's ability to drive safely can be discussed with or
referred to the Oecupational Health Service who can be contacted on 01823 835880,

The Driver -
Alcohol and llegal Drugs

Cirivers mast not consume aleohol or illegal drugs before or duning driving for work. Those with alcohol
and drug preblems will b= treated sympathetically and in confidence i they come forward for
treatment. Employees with alcohol or drug problems should be stopped from driving for the Auwthonty
and refermed to the Occupational Health Service on 010623 635960,

¥Where appropriate. medical opinion should be souwght from Cccupational Health Senvice fo determine
fitness £o drive when staff are taking drugs for therapeutic purposes, whether abtained via a dochor's

prescription or otherwise. Further information on the law relating to drugs and driving, including legal
drugs is avalable on the Gov.uk website.

Cirivers who consume alcohol or illegal drugs before or during driving for work will be dealt with under
the County Council's disciplinary procedure.

The Driver - It is recognised that employees may be legally entithed to drive cerain categones of vehicles as
Competence identified on their driving licence and the standard of driving required for people to pass ther driving
test provides employees with the basic competences required to drive those categories of vehicles,
Pricr to driving for the County Councl and thereafter on the basis as determined abowve, Line
Managers must ensure the driver's record fomm in are completed and assess if any training is required.
For any other driving which falls cutside an employee's nomal driving activities e.g. driving large goods
Fraga Fi Adsied MAINS Wirson 2
Fuirfed irrboiramlban RN Al oS e e i Pl s e Pl Bk et

Newark Orchard School — School Expenses Policy — December 2018 Page 32




Nottinghamshire
County Council

B37: Occupational Road Risk

Action to achieve required
standard

Guidance

wehicles, passenger vehicles or off road wehicles, refer to their local cperational procedures or the
supplementary guidance at the back of this document.

Line Managers should also consider if drivers would benefit from underiaking a driver assessment, for
example, if the driver is young, mexpensnced, has penalty points on ther licence or if they are nvolved
in driving related accidentsiincidents.

Gundance on driving 2x4 wehicles in snow and ice can be found on the Health and Safety Intranet
website.

Cirivingg and Winter Driving e-leaming packages are available on Leaming Pool.

To ensure competence is mantained, Line Managers must consider the requirement for refresher
training on a programmed basis in accordance with teir sernvice area procedure. Where
assessment'raming is reguired it is the Line Manager's responsibility to organise this. Advice can be
provided from Transpot and Travel Senvices or the Health and Safety Tearn.

S1aff need to be made aware of the County Cowncil's Policy on work related road safety and the
requirement to comply with the organisation’s rules and procadures.

The Vehicle — It is impaortant the wehicle is fit for s purpose. Inappropriate vehicle selection is often identified as a
Suitability contrbutory factor in wehicle accidents. Consideration should therefore be given to safety features,
passenger and boad capacity, towing ability, ease of access to seats and kad arsas and ergonomics.
Al MCC wehicles must be procured through Transport and Travel Semvices to ensure that the wvehicle
Pags K Aeveiet HAINS Virssn: 2
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B37: Occupational Road Risk

Action to achieve required
standard

Guidance

mieets the relevant construction and safety standards, standardisation policy and are maintained to
VOSA standards.

HCC vehicles should not be sourced outside this procedure without written agreement from
Transport and Travel Services. Transport Services amange for the vehicle to be registered with
HCC insurance provider — any wehicles procured outside this arrangement will not be covered
by the County Council's insurance policy.

All hired vehicles should also go thropgh Fleet Management.
Employees selecting a bease wehicle must ensure that the wehicle is suitable for the range of tasks

camied out and Line Managers should camy cut a sk assessment to confirm this. Al such wehides
miust be procured through Transport and Travel Services.

The Vehicle -
Taxation, MOT, Servicing
and Maintenance

Line Managers must enswre 3l wehicles owned by, hired by or loaned to MCC are maintained in 3 safe
condition and hold approperiate road fund licence and MOT {where applicable). Transport and Travel
Services will maintain overall responsibility and give legal and operational advice as required.

Where the wehicle is privately owned by an individual, and is used for MCC business, it is the
employees responsibility to ensure the vehicle is in a safe condition and holds an appropriate road fund
licence and MOT {where applicable).

Under no circumstances must employees dive 3 wehicls that is deemed or suspected to be inan
unsafe or illegal condition.  Any fauts or defects affecting the roadworthiness of vehicles must be
comected before further use.

Amrangements have been established within NCC that allows all NCC vehitles o be seniced and
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B37: Occupational Road Risk

Action to achieve required
standard

Guidance

miaintained in accordance with manufaciurer's requirements at Transport and Travel Sernvices.

The Vehicle —
Daily Checks

Whilst Transport and Trawel Services have overall responsibility, Line Managers must enswre that
employees are aware of their responsibiliies to inspect the vehicles. In cases where the wehicle is
cwmied, hired or leaned by MCC, a Defect Report Book should be kept i the wvehicle. This book
contains a daily vehicle checklist which showld be completed by the Driver. Books can be obiained
from Fleet Management on 01823 B73380. Where defects are found a workshop Vehicle Defect
Report should be completed.

The abowe documents must be retained for a minimum of 4 years, but Line Managers should be
prepared to retamn them for longer where issues have been identfied and they may nesd to b= referred
io at a later date.

Al wehicles must be safe at all times and the driver is responsitke for checking, monitonng and
reporting wehice defects.

Pre-wse vehicle checks should be camed out by the driver in order to meet legal and'or duty of care
responsibilites. This aspect of wehicle mantenance s over and abowe preventative mamntenance
procedures and covers the wvehicle safety between periodic servicing. Suggested pre-use checks for
employees driving their own vehide are contained i the Driving Safely’ Handbook.

The Vehicle —
Fire Prewention and First
Aid Kits

MCC wehicles are equipped with fire extinguishers. Transport and Travel Senvices will ensure that the
fire extinguisher is of an appropriate size and type and are suitably placed for controliing the nsk.
Employees must b= conwersant with the use of the fire extinguisher. All fire extinguishers must
undergo annual inspection and maintenance. Records must be refained of the training given and the
inspecton/maintenance undertaken.

Where the risk assessment determines the need for 3 first aid kit these must be provided and
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B37: Occupational Road Risk

Action to achieve required
standard

Guidance

amangemsants made for instruction in their use and maintenance e.g. re-stocking.

The Journey

Aecidents associated with fatigue and lack of concentration whilst driving is common and measwnes
miust be established to minimise the lkelihood of this happening. Line Managers must recognise
driving as one element of a task and identify any additional control measures required in the task risk
assessment.

Line Managers must enswre that work schedules are always planned, with road safety in mind, allowing
sufficient time to enable the employeels to travel at safe speeds and to comply with speed limits -
taking account of reasonably foreseeable weather and rmoad traffic conditions and allowing sufficient
time fior rest breaks to avoid fatigue.

Line Managers must also ensure that all legal reguirements are coversd relating to specific vehids
ocperations, for examples Highways Operations, County Supplies and County Enterprise Foods need to
take special note of all conditions relating to the MCC HGW Operators Licence, TTS Bus Operations
nead to take special note of all conditions relating to the MCC PSV Operators Licence and OFT Section
18 and 22 Permit Operations and other Minibus operators within MCC also nesd to comply with the DFT
Sechon 19 Pemit Operations. On-going gudance is provided by the Fleet Management Service.

Ciuring adverse weather conditons, the Line Manager must decde if a joumey is absolutely essential or
iff it can be rescheduled. Further guidance on winier driving can be found at the back of this document

Guidance on driving 4x4 wehicles in snow and ic2 can b= found on the Health and Safety Infranst
website.

Fest is no substitute for sleep. Line Managers should alert employees to the dangers of fatigue and the
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B37: Occupational Road Risk

Action to achieve required
standard

Guidance

nesd to report if they feel dangerously fatigued.

Trawel information is available from a varety of sources incleding the internet, rafic master and local
radia.

Use of Mobile
PhonesiRadios

It's Begal io drive using hand-held phones or similar devices. The rules are the same i the driver is
stopped at traffic ights or guewing in raffic. Hands-free phones, sat navs and 2-way radios can legally
be used whilst driving, biut if the police think the driver is distracted and not in contred of the vehicle they
can still get stopped and penalised. Further informaton on the use of mobile phones can be found on

the Gov uk website.

The law incledes an offence of ‘causing or permitting” a driver to use 3 hand-held phone whist driving.
This can apply to managers who will be guilty of an offence i they require or pemit staff o use a hand-
held mobile phone whilst driving.

Line Managers would be urwise to respond by supplying staff with hands-free kits a5 Line Managers
could siill e held liable under health and safety law i an westigation determined the use of the phone
conimbuted to an accidentiincident. I it is imperative for business reasons to provide hands free kits,
these must be on a risk based approach and sirict guidelines provided o staff on their use ie.

Line Managers must ensure:

= siaff understand they must not use a hand-haeld phone whilst driving
staff are aware they are not expected to answer calls when they are driving
staff are instructed to switch phones to wicemail, or switch them off , whie driving, or ask a
passenger o use the phonse

= siaff plan joumeys to include rest stops which also provide opporiunities to check messages and
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B37: Occupational Road Risk

Action to achieve required | Guidance
standard
refum calls
= work practices do not pressurise staf to use a mobile phone while driving
= pompliance with the mobile phone policy s ndudsd in team mestings and supervision
= they follow monitoring, reporing and investigation procedures to help leam lessons which could
hielp improve future road safety perfommance
= they challenge unsafe attitedes and behaviours, encowrage staff to drive safely, and lead by
personal example by never themsehes using a phone when driving.
Employees must
= negeruse 3 hand-held phones whist driving
= switch hand-held and hands-free phones to voicemal or switch them off whilst driving or ask a
passenger to use the phone
= should also never make or receive calls, send or read texts or emails or surf the intemet on a mobile
phons, or amy similar device whilst driving.
plan joumeys so they include rest stops when messages can be checked and calls returned
co-pperate with moniboring, reporting and investgation procedures
nizt stop on the hand shoulder of a motonasy {which is illegal} or any other unsafe area to make or
receive calls.
= Switch off the phone whilst on a filling station forecourt. Mobile phones may initiate an intrinsic
spark that could ignite petrol vapours or fumes.
Failure to follow the abowe procedure could invoke disciplinary proceedings. Individuals are responsioke
for payment of any fine incumed.
Transpaorting Pecple, Where people. animals, goods or equipment are transported, Line Managers must ensure the vehicle is
Paga b At iMANS Virsan: 2
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B37: Occupational Road Risk

Action to achieve required | Guidance

standard

Animals, Goods or suitable for the purpose. Employess must be made aware of the legal requirements when ransporting
Equipment lxads and the requirements contained in the MCC Driver's Handbook_

Line Managers must consider the hazardous propertes of any goods proposed for camage and
determine whether or not they are ‘Dangerous Goods'. Dangerous goods require special precautions to
be taken. Further mfommation is avalable from the Health and Safety Team.

Employess may be required to ransport other employees or service users. In such cases

= Any necessary authonsation must be obfained from the Line Manager prior to the jowmsy.

= There must be a proper seat with seat belt for each passenger
If a senvice user is likely to cause a distrachion to the driver whilst driving then the Line Manager
maust determine via the risk assessment if an escort should also be n the vehicle.

= In cases where children are transporied n vehicles, please refer to the Gow Uk website for
information on child seat laws.

In nstances where highways staff use their own vehicles for operational site wisits, inspections and in
response to highways emergencies, the requirements under Chapter 8, Traffic Signs Manual apply.

Emergencies and
Reporting Incidents

Line Managers are responsible for ensuring there are clearly defined written procedures to b followed
in the event of an accdent, breakdowm or other emengency. Employess must be briefed on the
amangements which are in place. Factors which need o be considered incude:-

= Training in mitial accident response (incheding, where appropriate, first aid).
= Rapid means of communication with Line Managers in the event of an accident, breakdown or
sudden illness.
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B37: Occupational Road Risk

Action to achieve required
standard

Guidance

=  Onward communication with family, relatives etc,
Accident/incident data collection procedures,
= Prowision of vehicle/passenger recovery.

Employees must report all “at work” vehicle accidentsfincidents to their Line Manager in the first
instance and all reporting miust follow the requirements identfied within the County Councd's
accidentincident reporting procedure e reported on Welworker - full detads of which are contained in
Section AS of the Safety Manual A vehicle accident is defined as, an accident which causes:

injury o anyone

injury o an animal not camied in the vehicle
damage to other property on or adjacent to the road
damage to ancther vehicle

damage to own vehicks

damage to the environment including diesel spills.

At the same time as reporting all "at work' wehicke accidents to their Line Manager, employees diiving
MCC wehicles must-

=+ Ciomplete a Risk and Insurance Section claim formm which must be forwarded to their Line
Manager. Line Managers must ensure that this is sent to the Risk and Insurance Section within 4
days of the accident.

= Any cormespondence from solicitors and others must be sent by the Line Manager to the Risk and
Insurance Section without acknowlsdgement within 3 working days of its receipt. This is to ensure
all appropriate protocols are being adhernsed to.
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B37: Occupational Road Risk

Action to achieve required
standard

Guidance

= Failure to provide the information requested in a Bmely fashion or failure to assist the Risk and
Imsurance Section in dealing with claims is likely to result in the Department having to pay for any

lossas from its own budget.

If the wehicle is privately owned by an individual and is involeed in an accident whilst on HCC business,
it will not nomally be necessary to report the accident to MCC'S Risk and Insurance Section, but if you

do require adwice on this pleasa ring 0115 8773004,

Monitoring It is the Line Managers responsibility to conduct active monitoring which will inchede:-
* Periodic examination of the Driver's Record Form and where wehicles are owned, hired or koaned 1o
MCC that the Vehicle Checklists are being completed.
* Ensuring specific traming identfied at induction and in the EPDR's is being undertaken.
* Medicals are undertaken where reguired.
The Line Manager is also required to undertake reactive monitoring if the control measure put in place
fail. This will inchede:-
* [Inwestigating accidents or incidents which cause injury or other losses such as vehice and property
damage.
* [Investigating incidents which had the potential to cause injury or other losses,
* lising data from the Risk and Insurance Manager in respect of claims
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Further Guidance

General Guidance

HEE Guidsnce: Dnving at Work

HSE Website: Work Related Road Safety

Break: Advice for Drivers

Specific Guidance
Driving for Weork: Safer Joumey Planner

Driwing for Work: Own Vehicles

Guad bikes and all-temaim wehickes

ROSPA: Winter Drving Tips

ROSPA: Road Safety Advice and Information

Driwing 42 Vehicles in Snow and lce
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Appendix 1: Guidance on the Risk Assessment Process

Risk assessments for work-related drwing activities should follow the same principles
a5 risk assessments for any other work sctivity. Further detaills on the risk

assessment process can be found in Section B2 of the County Council's Safety
Manual.

Steps to risk assessment

Step 1 - Look for hazards that may result in hanm when drving on public roads.
Remember o ask employees, or their representatives, what they think as they will
hawe first-hand experience of what happens in practice. You need the views of those
who drive extensively, but also get the views of those who only use the mads
occasionally. The range of hazards will b2 wide but the main areas to think akbout are
the driver, the wehicke and the joumey (suggestions on areas to consider are shown
below).

Step 2 - Decide who might be hammed. In almost all cases this will be the driver, bat it
might also include passengers, ofer rosd users and’or pedestrians. You should also
consider whether there are any groups who may be particulary at risk. such as young
or newly qualfied drivers and those driving long distances.

Step 3 - Evaluate the risk and decide whether existing precavtions are adeguate or
more should b= done. You need io consider how likely it is that each hazard will
cause ham. This will determine whether or not you nesd to do more to reduce the
risk. It is likely that some risks will remain even after all precautions are taken. What
you hawe to decide for each significant hazard is whether the remaining risk is
accepiable.

Ask yourself whether you can elimnate the hazard, e.g. hold a telephone or wdeo-
conference mstead of making people travel to a meeting. F not, wou should think
about how to control the risk, to reduce the possibility of harm.

Step 4 - Record your findings and tell your employees about what you hawve done.
Your risk assessment must be switable and sufficient. You need to be able to show
that:

=« 3 proper check was made:
= you consulied those whio might be affected:
= you dealt with all the obwious hazamds.

Step 3 - Review your assessment and revise it if necessary. You will need to monitor
and review your assessment to ensure that the rsks to those whe drive, and others,
are suitably controlied.

For this o be effective road traffic incidents must be recorded on the Welworker
system with the exception of those who are commuting from home to work and vice
versa; unless the employee s travelling from their home for a work actvity to a
bzeation which is not their usual place of wark.
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Yiou may also need to review your assessment to take account of changing
circumstances, e.g. e introduction of new routes. new equipment or a change in

wehicle specification.

Such a review should seek the views of employses and safety representatives. Itis

good practice to review your assessment from time to time to ensure that precautions
are stll controdling the risks effectvely.

Suggestions on areas to consider in the rizk azsessment

If any of the factors listed below are Eable to ncrease the likelihood of an incident,
then this showld be recorded in your risk assessment and consideration given to the
bevel of risk, existing control measwres which are in place and if any additional action
i5 required.

The Driver

=« Age (insurance claims indicate that drivers under the age of 25 years old are
considered to be a high nsk of having an accdent, than say someone over the
age of 35).

=« Experience e.g. the length of time someone has driven.

Ciriving competence e.g. length of ime drving. familiarty with vehicle, crash and

enforcement histony.
= Azssociated skills eg. loading and checks.
= Health and fimess
= Siress and fatigue
«  Aftitude
The Vehicle
=« Maintenance to a suitable standard
=  Performance
= Crash resistance
= Oither safety festures =g air bags
« Disfractions e.g. service users, mobids phones
= Driver famiiarty with the vehicle
+  Loads to be camed e.g. weight, size, flammability. hazardows substances

The Journey

Road types e.g. urban, nral, motorsay
Distances to be covernsd

Reasonable time allocation

Alopwance for sufficient rest breaks
Traffic density .g. rural or urban
Areas with 3 high pedesinan density
Cirivingg at might'darkness

Piosor weather conditions

Time of driving
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Appendix 2: Completion of the D736 DVLA Driver Licence Checking

Form

PLEASE NOTE:

It is important that the information requested below is also provided and that both the
D796 and this form are sent i Fleet Management to commence the checking
process. Falure o provide the mformation on bobh forms could delay the result of the
check. For the DTEE formn please click here.

FLEASE INDICATE THE FOLLOWING:

CONFIRM NAME OF APPLICANT:

MAME OF LINE MANAGER:

DEFARTMENT BUDGET CODE:

WILL THE APPLICANT BE DRIVING AN:

NCC OWHNED VEHICLE OR OWN PERSOMAL VEHICLE

(Please indicate which applies)

FLEASE SEND BOTH COMPLETED FORMS TO:

By email to; paul.browndnottscc.gov.uk
Mandy.lecnardifnottsce. govuk

By post to: FLEET MANAGEMENT SERVICES
DVLA DRIVER LICENCE CHECK
BILSTHORPE DEPOT,
BILSTHORPE BUSINESS PARK,
BILSTHORPE, NOTTINGHAMSHIRE

NG22 85T
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APPENDIX 3

The Driver

Comments’
Action Required and by
Whom

Has the Drnver completed the D796 DWVLA Drver
Licence Checking Form [(Appendix 2)7

Does the drver hold & full cument and walid drving
licence for the classes of vehicles used?’

#* Current full entitlernent held for type of vehicle
driven

#» Endorsements: note total of penalty points
cumently in force.

Complete information on page 3 of this form.

Has the drver been reminded of the need to
immedistely report to their manager any changes in
their icence detsils, including impending prosecutions,
actual endorsements, fines or licence withdrawsal
[whether related to ‘st work’ driving or not)?

I= the drver aware of any health or fitness issues that

may affect their driving? driving with & disability or
heslth condition,

Does the driver know they must not drive whilst taking
medication which may impair their judgement? (in
caszes of doubt they should seek the view of their GP).

Has the drver been reminded of the requirement to
report accidents and incidents?

=l

Has the drver received information and instruction
reganding driving safely &.g. are they aware of Section
B37 of the Safety Manual, have they been izsued with
s copy of the MCC Drvers Handbook and any other
local procedures which may be in place?

Has the driver paricipated in any necessary driver
training?

Has the drver been reminded of the need to camy out
the melevant wehicle checks [complete the defect
report book in the wehicley and report defects?

Where applicable, has the driver been reminded of the
requirements for camying people, animals, goods and

Further information on driving licences can be obtained via the DVLA website at

hitps 2werer. gov.uk/drivine-licence-caterorias
hitps werer. gov.uk/drivine-licence-codes

https lerwrw gov . uk/ pensity-points-endorsements/endorsement-codes-and-penalty-points
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The Driver

fes

Cormments!

Action Required and by

Whom

equipment safaly?

11

Where provided, is the drver conversant with the use
of the fire extinguisher?

12

Where provided, does the drver know how to adjust
safety equipment comectly e.g. slings, wheel chair
equipment.

13

Has a nsk sssessment been camed out for the driving
sctivities?

14

Additional Commments (or changes made st review)

| confirmn that sll the necessany documentation listed has been checked as valid.

Signature of Managern ...

| have been made sware of the items listed sbove and cerify the docurmments provided are

cumant and walid.

Signature of Employee:

Newark Orchard School — School Expenses Policy — December 2018
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Driver's Licence Record Form

Oriver's Full Mame: Licenee Mo, _ __ _ /i
AUTHORISED' | EXFIRY DATE | EXFIRY DATE | EXFIRY DATE | DATE LICENCE | PENALITY? LICENCE CHECKED BY DATE
CATEGORIES | PLG(CAR) | LGV (TRUCK) | PSV [BUS) VALID TO POINTS HOLDER § SIGNATURE

ALL CATE CAT CICA CAT DID1 SIGNATURE ( )

This form must be reviewed on at least an annual basis
Ernployees are entitled to a copy.

The manager must retain the onginal checklist together in & lockable cabinet.

- Further information on driving licences can be obtained via the DWVLA website at http:/ferarer dvla. gov. ukidriversidrivers. htm

? [Licenses which have in excess of 3 points must be referred to the Risk and Inswrance Section via the Line Manger)

3 Adopiad
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SR64: Driver Record Form and Risk Assessment (For Employees Driving

their own Vehicle on Business Use)

Comments/Action
Driver's Name: Required and by
Whom

Document Checks

1. Has the Drver completed the D798 DWVLA Driver
Licence Checking Form [Appendix 2} or provided
the Line Manager with & check-codelacoess to
view their driving licence informnation on line?

2. Coes the drver hold & full cument and walid

driving licence for the classes of vehicles used?’

« Cument full entitiernent held for type of wehicle
driven

« Endorsements: note total of penalty points
cumenthy in force.

3. Has the drver confimned they hawe cument sdequate
insurance cover? [Dmvers who use their own vehicle for
work  joumeys  (excluding  comrmnuting)  must have
appropriate insurance cover. As a minimum this must be
third pary insursnce that includes business use for the
amount and type of business milkage undertaken. Whilst
the ©County Council cannot insist, comprehensive
insurance is highly desirable)

Lesse cars and cars purchased with & NCC car loan must
hawve comprehensive insurance.

4, Has the drver confimed the wehiclke they drve has a

cument MOT cedificate? (From their third bithday wehiclkes
must pass an MOT annualk).

5. Has the drver confimned that the vehicle has a cument
road fund licenca?

G. Haz the drver meceiwved informstion and instruction
regarding driving safely e.g. are they aware of B3T of the
Safety Manusal, have they been issued with & copy of the

CC  Drving Safely Booklet and any other local
procedures which may be in place?

=l

Has the drver been reminded of the need to report any
incident’acocidents which occur whilst they are at work?

a. |= the driver aware of any health or fitness issues that may
affect them dnving sefely? Drnving with & disability or
hesith condition

—_——

Further information on driving licences can be obtained via the DVLA website at

https werw pov.nk/drivine-licence-catesories

https 2wwrw. eov.uk/drivine-licence-codas

https:eerw . pov.uk ‘penaltr-points -endorsements/end orsement-codes-and-penalte-points
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Does the drwer know they must not drive whilst taking
medication which may impair their judgement? ([In cases
of doubt they should seek the view of their GP)

10.

Has the dnver been reminded of the need to report to their
manager 85 soon &8s possible of any impending or actusal
endorsements to their licence or i their licence is
suspended for any reason (whether related to st work
driving or not)?

The Vehicle

11.

|5 the vehicle sppropriate for the task being camed out?

12.

Where spplicable, does the driver know how to comectly
adjust safety equipment e.g. child seats?

13.

If goods and equipment are to be camed, can they be
properly secured?

The J

ourney

14,

Does the drver underske long joumeys? (Can these be
eliminated or reduced to combine with other modes of
transport. Can the drver stay owemight rather than
completing a long joumey?)

15.

Iz the drver ssked to drve when working exceptionsally
long days? ([Can these be eliminated or reduced to
combine with other modes of transport. Can the drver
stay ovemight rather than completing a long joumey after
8 long day?)

16.

Does the drver believe sufficient time is allowed to

complete jpumeys safely?

Does the driver know that they must not underske
jpumeys during adverse westher conditions unless it is
sbzolutely essentisl i.e. can the mesating be rescheduled?

18,

Iz the drver saware of the County Council's Travel and
Accommodsation Policy which is contained in Section DT of
the Personnel Handbook? This can be sccessed via the
intranet website.

18.

Additional Comments:

| confirmn that all the necessary documentation listed has been checked as valid.

Signature of Manager ... Date: ...

| have been made sware of the tems listed sbove and cerdify the documents provided
are current and valid.

Signature of Emiployee: e Date: ..
This form must be reviewed on a regular basis as determined by risk.

The manager must retain the onginal checklist in & lockable cabinet. Employees are
entitled to & copy.

....................
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