DRIVING TO WORK POLICY

Driving for work includes any person who drives on a road as part of their work either in:
•     A vehicle provided by their employer; or
•	Their own vehicle and receives an allowance or payment from their employer for distances driven.

Commuting to work is not generally classified as driving for work, except where the person’s journey starts from their home and they are travelling to a work location that is not their normal place of work.

Policy Objective
The main objective of this policy is to outline the ways that Rape Crisis North East managed those involved in Driving for work with a view to ensuring that all drivers perform their duties without causing harm to themselves or other road users.

Policy Statement
Driving is the greatest risk faced by our employees and this policy covers the use of all vehicles both on and off the road.  We are committed to the prevention of loss to life and property from driving incidents, both on and off duty, through:
•     Strict adherence to this Driving for Work Policy
•     Adopting other strategies which combine to minimise incident rates
•	All employees are considered as ambassadors for the organisation and their behaviour whilst driving is a reflection on the organisation’s corporate image. As such, drivers are expected to be courteous and abide by the Rules of the Road and other traffic laws and regulations.  This is particularly important for drivers of liveried vehicles.

Rape Crisis North East is committed to undertaking continuous improvement with regard to this policy and will consider what improvements can be made to driving for work as it exists in Rape Crisis North East and will regularly schedule risk assessments and evaluate the effectiveness of the existing programme.

It is policy of the Company that all transport is of sound condition and suitable for the purpose for which it is provided.  The Company will ensure that all transport is used by competent persons and that regular maintenance and inspections are carried out to ensure safe operation.  Where practicable, suitable procedures shall be designed and communicated to employees to eliminate or sufficiently reduce the risk of harm to anyone working on or near the transport operations.

Transport means any vehicle or item of mobile equipment, including cars, vans, lorries, mobile plant or rubber tyre platforms.

There are three main factors that this Driving for Work Policy needs to address:

1.   Drivers: each driver should be identified and assessed in terms of competency, training and health.
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2.  Journeys: each route should be identified and its planning, scheduling, timing, distance, and            relationship to weather conditions should be assessed.
3.   Vehicles:  each  vehicle's  suitability,  condition,  ergonomic  factors,  safety  equipment  and information should be assessed

Safe Driver
Drivers must hold a valid driving licence for the vehicle being driven and carry it while driving.  It is vitally important to understand and obey all the rules of the road and to keep yourself regularly updated on road safety.  Drivers have an individual responsibility for their driving behaviour. Drivers must assess their fitness to drive. Never drink and drive. Never drive under the influence of drugs (prescribed or over-the counter). Never drive when tired. Drivers must wear a seat belt on every journey.

As a driver, you must play your part by making sure that you are fit to carry out your driving duties. You should plan your journeys safely and obey occupational health and safety, and road traffic laws when driving for work.  You also need to understand and follow Rape Crisis North East’s driving for work policies, procedures and rules.

All persons driving on behalf of the Company must do so in accordance with the Road Traffic Act. At no time, during business or private use, will the Company accept responsibility for any offences committed.  If an offence is committed, the employee will be responsible for any fines imposed and may be subject to disciplinary action, which may result in their dismissal.

The Company does not allow any person to use a mobile phone whilst driving unless it is a total hands-free set.  Any hands-free kits fitted to vehicles owned by the Company must only be done so with the approval of the Owner/Manager.

Safe Journey
Before setting off, always plan your route and check for weather and traffic updates. Always drive at the appropriate speed for the prevailing conditions.  Always use daytime running lights and slow down or even cancel your journey in severe weather conditions (extreme rain, fog, high winds, ice or snow)

Before driving for work you must focus on the task, prepare for the journey and always give it your full attention.

Plan your journey to allow time to complete it (including rest breaks and foreseeable weather and traffic conditions) at safe speeds and without needing to exceed speed limits. Your journey time is determined much more by your average speed during the whole journey than your maximum speed for part of it.  This is especially the case in urban areas, where you constantly have to slow down for junctions, traffic lights and other road users.  Knowing that you have plenty of time to complete your journey will help you to relax and avoid the temptation to push your speed.

Safe Vehicle
Always carry out a vehicle pre-check before using your vehicle.  This should be done daily and a more detailed check should be carried out weekly or as prescribed by management.  Make sure loads are securely stowed or fastened in the vehicle.  If carrying loads on the vehicle, loads must be appropriately stowed and restrained to prevent any movement during transit.

Any vehicle that is, or suspected to be, in an unsafe or illegal condition must not be used until all necessary repairs have been completed.  As a driver, you are responsible for ensuring that the

vehicle you are driving is safe to use on the Road and meets all legal requirements.  This is regardless of ownership.

All persons driving or carrying out maintenance on transport are to ensure that they use safety devices, e.g. seat belts, reversing mirrors, cameras, lights, horns, amber flashing lights, body props, anti-slew bars, etc. Safety devices are never to be intentionally damaged, disconnected or abused.

Using your own vehicle
If you are using your own vehicle for work purposes, then you are responsible for its roadworthiness, motor tax, insurance and condition.  It is essential that if you use your own vehicle for work (excluding commuting), your motor insurance policy includes cover for business use.  Make sure you inform your insurers that you use the vehicle for work, and how you do so.

Competence
All persons required to drive or operate any form of transport owned by or hired by the Company to carry out its undertakings must be suitably competent and, as a minimum, hold a full EU driving licence. Operators of mobile plant, unless under training, must also have a relevant certificate of competence.

When a new vehicle is purchased which is different from the one it is replacing, adequate training will be given by a competent person as nominated by the Managing Director.

Whichever form of license or certificate held by a driver must be produced when requested by the Company.  Only originals will be accepted and a photocopy will be taken. Copies will be held at Head Office and the original checked on an annual basis.

It is the responsibility of any driver to inform their Manager / Supervisor if they are convicted of any offence in relation to their driving license and penalties bestowed upon them.  Failure to do this could result in disciplinary action up to and including dismissal.

Driver Training and Qualifications
•     Only approved personnel and contractors are allowed to drive vehicles on behalf of Rape
Crisis North East.
•     An employee not on the list of approved drivers cannot drive on behalf of Rape Crisis North
East.
•	All approved drivers must undergo a licence audit and review this policy annually.  In cases where the licence is not in line with our requirements, permission may not be granted for the employee to continue to drive on behalf of Rape Crisis North East unless authorised by the Managing Director. A photocopy of the complete driving licence will be attached to the audit form.
•     Drivers may only drive vehicles for which they hold the appropriate licences.
•	Drivers have no authority to allow anyone to drive their vehicle unless they are on the approved drivers list.

Excluded Drivers
The following people are specifically excluded from driving our company vehicles (whether employees or not):

•	Anyone not in possession of a full, valid EU licence for the category of vehicle being driven (or not in possession of a relevant foreign or international licence that would permit them to drive in the EU)
•     Learner drivers (other than with the written permission of the Managing Director)
•     Anyone who is known to be a dangerous or reckless driver
•	Anyone who has been convicted of or who has pending any prosecution for a motoring offence in the following categories:
•	Dangerous driving, causing death by dangerous driving or manslaughter
•	Driving under the influence of drink or drugs
•	Failing to stop after an accident
•	Any  other  offence  or  combination  of  offences  which  has  or  might  result  in disqualification
•     Anyone who has been refused motor insurance (or renewal) or had a policy cancelled
•	Anyone who suffers from a condition that would disqualify them from holding or obtaining a relevant current driving licence.

It is the vehicle user’s responsibility to ensure that any person driving their vehicle is not excluded by virtue of any of the above exclusions.

Legal Responsibility
Drivers are legally responsible for their actions on the road, and for their compliance with all Traffic Regulations. Drivers are responsible for reporting all defects on their vehicle, which cause the vehicle to contravene regulations.  If there is any doubt about a vehicle’s roadworthiness, it should not be driven on public roads or sites until the problem has been resolved.

Rape Crisis North East is committed to complying with the following types of ‘Driving for Work’
legislation:

•     Road traffic legislation
•     Health & Safety legislation
•     EU rules on driving time

Security
All drivers are responsible for the safety of their own vehicles.  They must ensure that they leave their vehicles / machines in a safe condition whereby unauthorised start-up is prevented.  Each vehicle / machine must be parked in a sensible area where it does not present a hazard to other people.  Keys must be removed and the vehicle / machine locked.  Any other safety devices or immobilisers that are supplied by the Company or manufacturer must be fitted.  If the vehicle or machine is left in the yard over a non-working period, the keys must be placed in the office.

Incident Reporting
All incidents, whether occurring within or outside working hours (and whether involving the employee or another driver of the employee’s vehicle) and including potentially serious ‘near misses’, must be reported to line managers and the <Title>. It is the employee’s responsibility to ensure that these parties are informed.  In the event of an incident, drivers must complete an Incident Reporting Form.

Although the driver is ultimately responsible for how a vehicle is driven on the road, Rape Crisis
North East can have a significant influence on the driver, the vehicle and the journey.  Naturally,

Rape Crisis North East will not have the same degree of direct control over driving for work whilst it is being carried out on the road, as we would have in the workplace.  However, we can take action beforehand to ensure that the risks associated with driving for work are properly controlled.  Such actions will include:

•	Driver selection, vetting and licence checks, for example, ensuring that drivers have the correct licence for the vehicle being driven
•     Selecting the safest company vehicles possible and ensuring that they are fit for purpose
•     Maintaining company vehicles
•     Risk assessing driving for work activities
•     Providing instruction, training and information such as a driver’s handbook
•	Providing safety and personal protective equipment, for example, high visibility jackets and warning triangles in case of a vehicle breakdown and as appropriate, suitable safety footwear and weather proof clothing
•     Promoting good driver behaviour amongst staff
•	Safe scheduling and planning of journeys so that drivers have enough time to carry out the journey safely.  Inadequate planning can result in poor driver behaviour, speeding and driver fatigue.
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