
Health and Safety Management Arrangements

For Driving at Work

Management and Employee Guidance

Introduction

Wirral Council recognises its duty of care to employees and therefore will assess the risks employees may encounter when driving at work. These arrangements outline the roles and responsibilities of managers of employees that drive in work or as part of their work duties. 

Definitions

“Driving” - a person is driving even if the vehicle is stationary but the engine is running.

“Driving at work” covers use of all vehicles both fleet and private vehicles in any way during the working day (excluding commuting) whether the mileage is claimed under the corporate allowance scheme or not. 

This guidance recognises that there are distinct categories of employees who drive as part of their work activities:-

· Employees who are required to drive vehicles owned/ leased by Wirral MBC as an integral part of their employment

· Employees who use their own vehicles on an essential or casual basis to undertake their role.

These arrangements apply to both categories of drivers; more specific guidance relating to the categories is included in the appendices.

Manager Responsibilities

Managers at all levels within the Council will ensure that these arrangements are applied consistently within their work area of responsibility, ensuring that:

· An assessment is undertaken to ensure that risks on the road to drivers under their control are minimised as far as possible and, and that this policy is brought to their attention (including agile workers)
· Road risks are identified and assessed when planning journeys, including suitable rest breaks and not requiring employees to drive when dangerously fatigued.

· Managers should not permit anyone to drive on the Council’s behalf unless they have an appropriate licence.

· Documents are checked as set out in this guidance in appendix 4.

· They do not introduce systems of work which create pressures on drivers to drive faster than either the speed limit or the prevailing driving conditions

· They comply with the ‘Road Vehicles (Construction and Use) Regulations 2003’ which makes it an offence to “cause or permit” a driver to use a hand held mobile phone when driving.

· Investigations of all accidents/ near misses are carried out as necessary which have been reported on the M13 form by employees.

· They refer employees for a medical assessment via Occupational Health if they have reason to doubt their fitness to drive (e.g. epilepsy, diabetes, blurred vision or drug and alcohol problems.)

· They lead by personal example by the way they drive themselves.

Employees’ responsibilities

It is the responsibility of everyone who drives at work to ensure:

· Speed limits are obeyed and you do not drive faster that the road/ driving conditions allow.

· You are not tired at start of journeys and do not drive for excessive number of hours.

· Compliance with the Highway Code and take regular breaks on long journeys.

· You Inform your manager if you are too fatigued to drive due to factors outside of work e.g. from having disturbed night’s sleep, illness.

· You are medically fit to drive and your eye-sight meets the requirements of the Department of Transport driving test. If you are required to wear glasses or contact lenses you must do so whenever you drive.

· You must not drive if you are impaired through the effects of drugs or alcohol. Drivers should advise their line manager if they are taking prescription medication which may affect their driving.

· You are fit to drive. It is your responsibility as the driver under the Road Traffic Act 1991 to ensure that you are fit to drive. You have a duty to inform your line manager immediately of any convictions (including penalty points) or periods of disqualification.

· That you have a valid driving licence to drive both fleet and private vehicles which you must produce annually. In addition to this when driving your private vehicle you must produce the vehicles MOT if applicable and your insurance documents. Your insurance must cover you to drive your car for business use (class 1 cover).

· Comply with the Road Vehicles (Construction and Use) Regulations 2003 which prohibit the use of a hand held mobile phone when driving.

· You report all accidents and near misses that have occurred as a result of driving at work on the M13 form.

· That when using your private vehicle for work purposes it is safe and fit for use as per the legal requirement e.g. transporting service users, materials etc. A vehicle specific risk assessment may be appropriate in some cases.
Links to other policies & Arrangements

These arrangements should be read in conjunction with:

· Council Health and Safety Policy, which identifies the roles and responsibilities of all employees and managers.

· Health and Safety Management arrangements for Risk Assessment

· Health and Safety Management arrangements for Mobile Phone Usage

· Smoke free policy

· Fleet Vehicle Policy

· Health and Safety Management arrangements for Accident and Incident reporting.

Appendix 1

Dealing with medical conditions

Where employees are required to drive Council owned or their own vehicle as an essential part of their duties, they are duty bound to inform their line manager immediately of any medical condition which would prevent them from driving legally on the public highway.

Managers will relieve the person of all driving duties with immediate effect and in consultation with the individual, Occupation Health and Human Resources, identify suitable means by which they may continue to undertake their normal duties or alternative work.

Dealing with employees who have incurred conviction or disqualification

Where employees are required to drive Council owned or their own vehicle as an essential part of their duties, they are duty bound to inform their line manager immediately of any convictions including penalty points or periods of disqualification.

Advice should be sought from the Transport Manager and Human Resources, in consultation with the individual to identify the most appropriate course of action in the event of this occurring.

Appendix 2

Pre-use private vehicle 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.

It is recommended that drivers undertake appropriate checks prior to using their vehicles, such as:-

· Tyre tread

· Foot and hand brake operation

· Lights, indicators and hazard warning lights operate

· Horn operates

· Screen wash and wipers operate

· Seat belts functional

Additional checks for longer journeys are:-

· Fluid levels

· Tyre pressure

· Fuel level

It is not intended that checklists are provided and kept for private vehicles, as it is the responsibility of the driver.

Appendix 3

Controlling risks

When planning journeys, managers should take into account the following factors and implement suitable controls.

Avoid

· Is the journey really necessary? Or can it wait until better weather conditions prevail?

· Can a safer form of transport be used (e.g. rail)?

· Can other means of communication be used e.g. video or radio conferencing, email?

Control the risk at source

· When planning long journeys, can they be broken down to incorporate an overnight stay instead of attempting them in one day?

· Is a second driver available?

· Is extra time built into the journey to account for unexpected delays?

· Are any loads being carried or towed? Has the driver had the appropriate training via the Transport Manager to do so? 

Implement safe systems of work

· Drivers should avoid driving more than 250 miles in one day.

· Drivers should not engage in office tasks whilst driving or engage in other distracting activities.

· Routes should be planned out ahead of the journey with plenty of time to allow for breaks and delays.

· No attempt to contact employees via their mobile phone should be made unless completely necessary when they are known to be driving. Alternatively, phones must be set to go straight to voicemail in order that a message can be left.

· Consider the lone working implications, should the employee report to their line manager when they have successfully made it to their destination

Appendix 4

EMPLOYEE VEHICLE DETAILS
Internal Audit

Year 20____/20____

	Item
	Answer
	Document
	Seen

(please tick)

	Name
	
	n/a
	

	Job title
	
	n/a
	

	Type of car user
	Essential/Casual/Lease*
	n/a
	

	Division
	
	n/a
	

	Driving licence
	(____/____/____) (Expires)
	· Paper licence or

· Photo and Counterpart Driving licence
	

	Make and model of car
	
	Registration document
	

	Registration number
	
	Registration document
	

	Exact cc
	
	Registration document
	

	Insurance
	
	Document
	

	Indemnification of council included for “personal use on the employer’s business”
	Should state business use
	Document
	

	MOT (expires)
	(____/____/____) (Expires)
	Certificate
	

	Risk assessment required?
	Yes / No*
	
	

	Vehicle is suitable?
	Yes / No*
	n/a
	


*Please delete those that do not apply

Date documents checked/form completed ____________________________________

Signed _____________________________________

(This form should be updated every 12 months or when a change to the details shown above.  The form will be held on the employee’s personnel file)

DEPARTMENT OF TECHNICAL SERVICES
EMPLOYEE VEHICLE DETAILS SUMMARY (as at _____________________)

DIVISION/TEAM __________________________________________________

	Name
	Job Title
	Type of car user E/C/L
	Make and model of car
	Registration number
	Exact CC
	Driving licence
	Insurance
	Indemnification of council included (business use)
	MOT (expires)
	Vehicle is suitable

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


   This form should be kept with your Divisional Health & Safety file and may be requested to be seen by Health & Safety staff.
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