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Hull City Council

CORPORATE DRIVING POLICY
INTRODUCTION
1.
This policy aims to make managers, supervisors and drivers aware of their responsibilities when driving and operating a council provided vehicle, and to promote high standards of driving and safe working practices.

2.
The Hull City Council’s Corporate Driving Policy is retained under the umbrella of the Council’s Vehicle Management Code of Practice, which also includes the Council’s Corporate Fleet Policy and Driving & Transport Operations Handbook. Managers and drivers must be knowledgeable of  these policies/handbook and other related policies in order to professionally fulfil their obligations within this Driving Policy.

3.
The Council has a responsibility to look after its employees whilst they are driving on the Council’s business. The Council is therefore committed to ensuring that all of its employees, who drive as part of their duties, are regularly assessed and if necessary appropriately trained in the use of the Council’s hired and or loaned vehicles. 

4.
Driving needs to be pro-actively ‘risk managed’, this will in turn:

a)
Provide better control over costs eg. wear and tear, residual values, hire vehicle charges, fuel, insurance premiums, legal fees and claims from employees and third parties.

b)
Promote informed decision making about driver training and vehicle selection, as well as helping identify where Health and Safety improvements can be made.

c) 
Reduce the number of days lost due to injury and work related ill health.

d) 
Reduce the need for investigations and the associated paperwork.

e)
 Improve fleet up-time and staff morale.

f) 
Minimise lost time and the need for re-scheduling.

g) 
Minimise the lost business opportunities and customer goodwill.

h) 
Promote individual accountability.

5.
The Council is also concerned with both the human and financial costs of driving accidents. Costs not only to vehicles but also to its employees, members of the public and property. On some occasions the cost is met by the vehicle insurers, however, the physical and mental trauma suffered is not so easily remedied.

6.
Insurance claims carry a potential cost to the Council as premiums are based on, amongst other things, our operator claims history. As the cost of transport increases, the ability to provide cost effective services reduce and in the case of areas subject to tender, the ability to win contracts can be effected. 

FLEET MANAGEMENT RESPONSIBILITIES
7.
Fleet Management will provide all driver permit assessments, re-assessments and continuous development training for all drivers of Council provided fleet vehicles upon request. Permits will normally be valid for five years for Council/Education (LEA) paid ‘employee status’ individuals. The duration of the new permit may vary in order to comply with the five-year reassessment programme and or additional assessment and development training. 

8.
All permit assessments are subject to the completion of a Motor Insurance Driver Questionnaire and will include a number plate eyesight read test which will be based upon the prevailing Driving Standards Agency eyesight assessment requirement.

9.
Driving permit assessments and training, for all paid ‘employee status’ drivers of Council vehicles and or vehicles which are to be driven on behalf of the Council on official Council business, will be based upon a five yearly cycle to coincide with each individual’s fifth ‘rolling’ birthday e.g. 25, 30, 35. In order to facilitate this process, the cycle will include a two/seven year initial issue/re-assessment threshold. Re-assessments and continuous development re-fresher training can be taken and on-dated three months prior to the cessation of a current permit.

10.
In all other circumstances, outside of the above arrangements, Council Fleet and Engineering Division (F&ED) permits will be valid for a two year period only. This will include any Council authorised/approved peripheral interest groups and or bodies for which they have an association e.g. foster carers, youth, and or community partnering groups etc.

11.
Permits for all drivers of vehicles, within which the Council has an interest, can only be issued and authorised by the Council’s Fleet & Engineering Division  (Fleet Management).
12.
Permit assessments will be carried out by a Council - Fleet Management approved competent person. Such a person will hold the appropriate vocational licence covering the assessment to be undertaken and will, normally, be government licenced to give instruction and supervision.

13.
Fleet Management will issue continuous development training to all managers/supervisors who have direct hands-on responsibilities for the control of vehicles on behalf of the Council. This will be on a three yearly cycle and will cover appropriate Council transport policies and general guidance aspects of UK national transport operations.

14.
Fleet Management will carry out regular random spot checks to ensure procedural compliance with the requirements of the Council’s Operators Licence. This will include driving licences and permits, driver’s daily vehicle roadworthiness checks and defect reporting, and driver’s hour’s activities. These checks and any remedial actions will be recorded by Fleet Management.

OPERATIONAL MANAGEMENT RESPONSIBILITIES
15.
All managers and supervisors must be familiar with the Council’s Vehicle Management Code of Practice and all of the policies/documents contained therein and where applicable ensure compliant implementation.
16.
When employing people, who are required to drive as part of their duties, management must obtain references from previous employers regarding their driving ability. The details should include any previous driving offences, convictions and any ‘verifiable’ driver training undertaken. Where appropriate, Criminal Records Bureau (CRB) checks must also be carried out.
17.
Managers must evaluate the associate risks relating to their vehicle operations in order to assess and effectively action the management of work related road safety, this should pro-actively include consideration of the;

Drivers:
a)
Competency - Do they have the relevant experience?
b) 
Assessment and Training - Have they been assessed and suitably trained for the specific job they will be tasked to undertake with the vehicle(s) and equipment they will use?
c)
Fitness and Health - Have they had any necessary health checks and or eyesight checks?


Vehicles:
a)
Suitability - Consideration of the suitability for the purpose of work for which the vehicle is to be used?
b)
Condition - Is the vehicle maintained correctly?
c)
Safety - Proactive drivers daily checking procedures?

18.
Management must ensure all drivers, within their operating area, hold a valid and relevant DVLA vocational licence for the classification of vehicle to be driven prior to any permit assessment taking place. This must be a full paper and photo-card driving licence (photocopies are not acceptable).

19.
Operational managers must ensure that all Council drivers for whom they have a responsibility, participate in continuous professional development to include; driving permit assessments and training, regular permit re-assessments and re-fresher training for the class of vehicle(s) to be driven, which, must be successfully completed prior to the issuing and or continued authorisation of a Council F&ED issued driving permit.

20.
Fleet vehicles are only provided directly to Council departments. Therefore managers and supervisors of sections which provide any vehicles within which the Council has an interest, to any Council authorised/approved peripheral interest groups and or bodies for which they have an association e.g. W.R.V.S, foster carers, youth, and or community partnering groups etc., must ensure that the transport operations of such groups and the activities of their drivers, at all times, complies with the law and appropriate Council policies and procedures. 

This must include, amongst other things, compliance to; driver’s daily vehicle roadworthiness checks and defect reporting procedures, regular checks to qualify the validity of any individual’s vocational driving licences and currency of their Council F&ED issued driver permit. Such permits will be valid for a two year period only.

21.
On successfully completing the assessment, a limited permit for that class of vehicle will be issued by the Council’s F&ED.

22.
The permit only allows the named driver to drive the classification of vehicle as specified. This means that the driver has not been assessed in any other permit category groups, even if their vocational licence makes provision, and has not been assessed or trained in the operation of equipment incorporated in or on the vehicle, this is the direct responsibility of the service user.

23.
The issuing and retention of a driving permit, may, be subject to a satisfactory medical examination where statutorily required or otherwise considered appropriate. Validation will be subject to a referral to the Occupational Health and Safety Unit or individuals GP.

24.
Management must ensure that each driver produces their full paper and photo-card driving licence (photocopies are not acceptable) which must be checked for currency and endorsements on an annual basis. A record of these checks must be identified upon each drivers permit and separate records kept on file. If the driving licence and or permit are no longer current, the driving permit is no longer valid and is therefore classified as withdrawn. Motor fleet insurance cover is only valid where a current/approved Council F&ED issued driving permit is in use.

25.
Managers and supervisors must consider the frequency of continuous development and re-assessments, which can be increased at the service users request and or for individual drivers whose actions raise concerns about their driving ability and or knowledge. 

26.
Management must ensure that appropriate training and assessment is issued to all operators of specialist/ancillary equipment as fitted to vehicles prior to use 
eg.; refuse bodies/bin lifters, goods tail-lifts, manual handling lifts/aids, cranes, passenger lifts, ramps, access platforms, jetter/vacuum tankers, sweepers, road breakers and compressors/equipment etc.

27.
Management should create and implement sectional ‘drivers handbooks’ to compliment their operations, these should be in harmony with this policy and refer to the Council’s Driving & Transport Operations Handbook. These handbooks should also provide line management/supervision contact names and phone numbers, guidance on personal safety and what to do in the event of feeling unwell whilst at work.

28.
Regular vehicle maintenance is one of the key cornerstones of any transport operation. Management must ensure that the requirements of the F&ED issued maintenance programme, is fully enacted and adhered to at all times.  In any circumstance, operational needs must not override safety considerations, operator licence requirements or the law.
29.
Management must ensure that the vehicle operations, for which they are responsible, comply with and are at all times within the law, this must also include vigorous checks to ensure that the vehicles for which they have a responsibility, do not at any time exceed the legal plated weights and as part of a vehicle’s overall maintenance regime, drivers daily vehicle roadworthiness checks and defect reporting procedures are adhered to.

30.
Management must ensure that adequate training is undertaken before items of plant and equipment are taken into use. Where a vocational driving and or operators licence is not required by law, managers should introduce an assessment and permit scheme, listing each piece of equipment and those trained in its operation. Regular re-assessment and permit validation should also be carried out. Employees must only operate such equipment as identified upon any issued permit

31.
The Certification of Training Achievement of Construction Plant Operatives has been organised by the Construction Industry Training Board for the Building Employers Confederation, the Federation of Civil Engineering Contractors and the Construction Hire Association. Relevant department/section managers, supervisors and plant operators should participate in this and or any other relevant in-house training scheme as considered necessary.

32.
Where considered appropriate, management should adopt, define and operate speed restricted one way systems and clearly identify parking areas within depots for which they have jurisdiction.
33.
Management/supervisors whom have direct hands-on responsibilities for the control of vehicles on the behalf of the Council, must make arrangements with the F&ED to regularly attend, on a three yearly cycle, continuous development training sessions covering appropriate Council transport policies and general guidance aspects of UK national transport operations. 
DRIVER RESPONSIBILITIES
34.
All drivers must be familiar with the Council’s Vehicle Management Code of Practice and all of the policies/documents contained therein and where applicable ensure compliant implementation.

35.
Drivers must accurately fill in a motor vehicle insurance questionnaire for all permit assessments and continuous development re-assessments. If, at any time during an issued driving permits currency, there are any changes to the material facts from those as initially disclosed upon the motor insurance driver questionnaire eg. endorsements, loss of and or restrictions to the DVLA issued vocational licence, then these must be reported in writing to the appropriate manager/supervisor, the driver must also submit a further insurance questionnaire for consideration.

36.
The granting/retention of a vocational driving licence and or the issuing/retention of a permit, may, be subject to a satisfactory medical examination where statutorily required or otherwise considered appropriate. Validation will be subject to a referral to the Occupational Health and Safety Unit or individual’s GP.

37.
Prior to the driving assessment, drivers will be given an introductory preview of the ‘drivers daily vehicle roadworthiness checks and defect reporting procedure’ and will be given sufficient time to familiarise themselves with the vehicles overall size, gears, turning circle, controls and safety features etc.

38.
Drivers are responsible for ensuring the vehicle is in a roadworthy condition, any defect, which makes the vehicle un-roadworthy, must be reported immediately to the appropriate supervisor/manager and repairs carried out with immediate effect. Any other defects must be reported by the end of the day. P&S 18 ‘Driver’s Daily Vehicle Roadworthiness Check & Defect Report Book’ is available for this purpose. Drivers must ensure that such repairs are completed prior to taking the vehicle back into service.

39.
Drivers should not drive any vehicle they consider not to be roadworthy. If it is disputed that the vehicle is in a roadworthy condition, the driver may seek the advice of their Trade Union, health and safety representative and or a vehicle technician from the Council’s Fleet & Engineering Division. No other person should drive the vehicle until advice has been sought from the F&ED and or it has been examined by an F&ED approved vehicle technician, defects rectified as necessary and passed as roadworthy.

40.
It is the driver’s responsibility to ensure that the vehicle and its load, for which they have responsibility, is within the vehicles legal/plated carrying capacity and such loads are correctly stowed and secured at all times.

41.
All fines etc. issued against any Council vehicle or vehicle being driven on behalf of the Council must be paid by the individual responsible. It must also be noted that the driver may receive penalty points as a result of an infringement of the Road Traffic Act.

42.
Drivers must not carry unauthorised passengers within the vehicle for which they have responsibility.
43.
All employees are specifically reminded of the dangers and legal implications of driving whilst under the influence of drugs and or alcohol. Prescribed medication can also affect driving standards and medical advice should be sought as necessary.

44.
Drivers must ensure that the vehicle driving operations, for which they are responsible, comply with and are at all times within the law, this must also include vigorous checks to ensure compliance with the appropriate driver’s hours rules and necessary record keeping procedures at all times and do not at any time exceed the legal plated weights.

DRIVING STANDARDS
45.
The records of all drivers will be monitored. In situations where the driver’s performance is causing concern, where the driver’s conduct is not a contributory factor, in the first instance continuous development re-training will be provided to assist in affecting an improvement. Where the driver’s conduct is a contributory factor, as considered not to meet with acceptable standards, this may be dealt with under the Council’s Disciplinary Procedure.

46.
Any driver who is concerned about the standards of their driving or particular aspects of their driving ability is encouraged to seek continuous development training, through their manager/supervisor.

47.
Drivers, managers and supervisors who are found to damage, misuse and/or not comply with the Law and/or the Council’s Policies and Procedures relating to the use of a Council provided vehicle to which they are responsible including; daily checks, defect reporting, driver’s hours regulations, driver licencing issues, overloading, correct stowage and retentive security of the load etc. are at risk of prosecution and/or disciplinary action. Considered action also includes permit suspension, curtailment or withdrawal.

48. Drivers must not drive whilst under the influence of alcohol or drugs, this also includes over the counter medication which can affect a person’s driving ability. Drivers, managers and supervisors should at all times ensure compliance to the HCC Substance Misuse Policy.

49. The Council operates an in-house ‘Driven Well’ scheme, which invites members of the public to comment on driving/operating standards. All comments received will be discussed with the driver and if considered necessary, counselling and or training will be issued. 
VEHICLE INSURANCE
50.

All fleet vehicles are provided on the basis of inclusive excess motor vehicle insurance cover. The operative limits of the excess can be advised upon request from Fleet Management and or the Council’s Risk Management Section. Such cover remains effective provided;

a)
The work being progressed in/and or the use of the vehicle is legitimately authorised by the Council.



b)
The vehicle is registered/loaned to or spot hired by the Council through the F&ED.

c)
The driver holds a valid vocational driving licence and Council F&ED issued permit for the class of vehicle to be driven.


d)
The vehicle’s maintenance regime is within appropriate and approved standards.
RISK ASSESSMENT AND SAFE WORKING PROCEDURES
51.
It is the responsibility of every individual involved with any work activity, whether planning or implementation, to limit any risks that may arise. Any risk of exposure to possible harm should be reported to your manager/supervisor who will action, develop, and implement safe working procedures as necessary. The identification of new risks due to changes in work will be ongoing, but in any event should be reviewed annually. Service user departments should make available and brief all drivers and operators on the pre-requisite safe working procedures, these procedures must be observed and adhered to at all times
CONTINUOUS PROFESSIONAL DEVELOPMENT
52.
The Council recognises that training and development is a fundamental factor that influences good vehicle management. Departments and section managers must ensure that appropriate assessments and training is supported and issued in accordance with this policy, in conjunction with the Council’s Vehicle Management Code of Practice and Driving & Transport Operations Handbook. Managers are responsible for ensuring that their operational managers, supervisors and drivers receive sufficient training to cover their operational activities, including specialist/ancillary equipment and ensure records are maintained indicating training given and dates issued. Employee development reviews will help identify and improve operator skills.





















