CORPFAC 11.2

NHS

Doncaster and Bassetlaw
Teaching Hospitals

NHS Foundation Trust

Use and Care of Trust Vehicles

This procedural document supersede€ORPFAC 11.1 - Use and Care of Trustehicles

g Did you print this document yourself?

The Trust discourages the retention of hard copies of policies and can only guarantee that
the policy on the Trust website is the most-tgedate versionlf, for exceptional reasons,
you need to print a policy offit is only valid for 24 hours.

Executive Sponsor(s): Alex Crickmag Acting Director of Finance
Author/reviewer: (this version) Wayne Bramhalt Transport and Car Park Contract Officer
Date written/revised: 20 May 2022

Approved by: EFM Committee

Date of approval: July 2022

Date issued: September2022

Next review date: May 2025

Target audience: Trust Wide

Pagel of 24



CORPFAC 11.2

Amendment Form

Please record brief details of the changes made alongside the next version number. If the

procedural document has been revieweathout change this information will still need to
be recorded although the version number will remain the same.

Version Date Brief Summary of Changes Author
Issued

Version2 | July 2022 | § Policy reiewed andtransferredinto up to date | W Bramhall
APD Trust format

Version 1 | November | § This is a new procedural document, W Bramhall
2018 (incorporatingCORP/FAC 5 w3
Occupational Driving ari@hreof Trust
Vehiclesplease read in full
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1 INTRODUCTION

Doncaster and Bassetlaw Teaching Hospitals NHS Foundation (DBTH) Trust fleet consists of
vehicles within the following categories: Cars, Patient Access Vehicles, Light Commercial
Vans, Car Derived Vans, and Horticultural VehiBlelcies and Procedures outlined are also
applicable to Hire Vehicles and Lease Vehicles

The dayto-day management and running of this fleet represent a significant cost to the
Trust, and there is a need to effectively manage and minimise these costgthfleet
management and value for money procurement and operational procedures.

DBTH acknowledges the inherent risks that driving poses to individuals, the organisation,
the provision of our services, and to the NHS overall and is committed to redueisg th

risks as far as is reasonably practicable.

At the very heart of this quality standard is the professionalism of its staff and the quality of
their driving skills.

This is underpinned by the selection process, driver training programmes, procedures for
managing accidents and the accident reduction strategy.

LEGISLATIOSCONSTANTIBEINGJPDATED

2 PURPOSE

T ¢2 NBRdzOS G(GKS ydzyoSNJI 2F w2l R ¢NIFFAO /2ffA
Trust activities.

1 To ensure that standards of driving withhne Trust are maintained to a high standard.

1 To ensure vehicles operated by the Trust are fit for purpose and maintained to a safe

standard.

¢2 SyadaNB (KFd GKS ¢NHzaiQa GSKAOES NBaz2dzND

To provide a consistent approatireporting and investigation of vehicle incidents.

To outline for staff and management their legal requirements and responsibilities with

regards to driving to deliver a consistent approach across all Departments, Directorates

and Divisions.

1 Reduce theisk of accidents tstaff, patients publicandproperty.

= =4

3 DUTIES AND RESPONBIBIES

This policy applies to all members of staff who are required to drive vehicles on behadf of th
Trust,it also applies tagency and volunteers driving privatehicles when acting on behalf
of the Trust.

Trust vehicles are only insured for Trust business usage and cannot be used for any private
work, hire or any use other than Trust business.
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3.1  Authorization to Drive Specific Trust Vehicles

Staff must hold the appropriate licence entitlementludingDriver Training and ADR if
needed, to drive any given vehicle within the Tr&aff must havetheir driving licence
checked (Seesection5.4)

Drivers from other departments cannot drive oth€rust vehicles without prior written
permission from the departmental manager and the Transport Manager.

3.2  Transport Department

1 Monitoring and managing the Maintenance Contracts.

1 Manage monthly recharges and raise purchase orders in respecepéirs and any
work/training undertook by the Transport department.

1 Maintenance of vehicle records.

1 Review and agree Performance Measures in accordance with the Maintenance

Contract.
1 Analyse the causes of vehicle accidents and propose corrective aaioaduce/
eliminate such occurrences.
Provision of Management Information Reports.
Manage driving licence checks.
Oversee the progress of insurance claims.
Oversee driver training qualifications including introduction of Certificate of
Professional Competee (CPC).
Manage vehicle mileages via the controlledp@sitioning of high mileage vehicles.
Advise of drivers legal responsibilities and ensure they comply with Company transport
and equipment procedures.
Improve asset utilisation to lower operatimgsts.
Manage the issue of fuel cards, to include security and use.
Trust vehicles are not for personal use and loyalty points should not be collected by
AYRAGARdzZ £ Q@
Ensure communication systems are effective.
Conduct monthly audits of mobile telephonsauto identify high spending handsets and
any misuse.
1 Conduct regular audits on vehicles and operational bases to ensure vehicle checks are
carried out by staff, cleaning is effectively carried out andisellp maintenance is
being performed.
Investigateand report on complaints and accidents.
Establish good relationships and communications with those agencies associated with
and providing the service.
1 Raise purchase orders in respect of supplies required to maintain vehicle systems and
communications.

= =4 -4 = = = =4 -4

= =

= =
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3.3  Heads of Department

Heads of departments are responsible for the implementation of safe driving practices,
This is to include:

1 Ensuring that their staff are made aware of this policy, and that it is known to staff on
induction.

Keeping their staffip to date on any changes within this policy.

Ensuring their staff adhere to this policy.

Ensuring that all vehicle incidents relating to this policy are reported appropriately.
Reviewing and classifying incidents in a timely manner and in accordancehevitinusts
incidents reporting procedures.

1 Ensuring that vehicle daily inspections are carried out. Your department will be
responsible for any associated costs if not reported.

9y adzNAYy 3 GKIFIG GKSANI adlFr¥F A& aQkve. Chw 5! ¢, ¢
You are responsible for your drivers.

4 DRIVING LEGISATION

4.1  Driving at Work

= =4 -4 -4

= =

f Itis an offence under Section 87 of the Road Traffic Act 49882 NJ I LISNBR 2y ({2
road a motor vehicle of any class otherwise than in accordance with a licence
authorising him/her to drive a motor vehicle of that clagd@'he Act also creates the
2FFSYyOS 2F WOl dzaAy3a 2N LISNY¥AGOGAY T | y2i1KSNI
f AOSYyOSQo {2 |y 2FFSyOS YlIe 06S O2YYAUGUSR d:
eYL) 28SNJ 6K2 aOl dzaSa 2NJ LISNYAG&AE | RNRARGDSNI
{ The Health and Safety at Work Act 1974 requires empldydis2 Sy a dzNB & FI NJ
reasonably practicable, the healttsafety,F YR ¢St FF NB G 62NJ] 27F | 1
1 The Act makes specifieference to ensuring that employees are properly instructed,
trained, and supervised. Plant and equipment should be properly maintained and
reasonably safe to use
f The Health and Safety Executive in their published guidghseN AadMogk:3
ManagingWot wSft I 0 SR makelit Rleaf thaffaByivénhi@le used for work
should be properly maintained and safe for the purpose (irrespective of its ownership)
and that checks should be implemented to ensure that drivers are properly qualified
and entitled to dive the vehicle in question.

4.2 Road Safety Duty of care

The law requires that yoalways have proper control of your vehieed that you should
not: drink and drive, be under the influence of drugs, use mobile phone whilst behind the
wheel of the vehicle, smoke in Trust vehicles.
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LG Aada GKS RNAGSNDNA NBalLlRyaArAoAfAde (G2 RNAROS
reduce tiredness. When planning journeys always allow for likely congestion and weather
conditions. Sufficient time should be allowed to make journeys as stress free as possible.

The driver must be aware of the relevant content of:

The Highway Code

The Heah and Safety at Work Act Inc. Lone Working

Road Safety Act 2006

Corporate Manslaughter and Corporate Homicide Act 2007

European Agreement Concerning the International Carriage of Dangerous Goods by
Road ADR 2017

Many of the rules in The Highway Code gal requirements and make essential reading.
Copies can be obtained for reference from the Transport Department.

43 Health & Safety at Work Act.

TheActsii I 1 Sa (KI G -BosdtevBtiNtie@mplogzd td en€uge Health and Safety
compliance.

Staff driving Trust vehicles musivayswear appropriate personal protective equipment

(PPE) HV Vest or HV coat whilst on driving dutieden driving, working on/around the
vehicle, highways, high traffic areasght-time, and limited visibility aregqPlease

remember Hospital Sites are classed as the highway, as it is a public thoroughfare, and has
road sign}.

44  Road SafetyAct 2006

The Act containseveralmeasures aimed at helping to improve safety on the roads of Great
Britain and to help achieve targets for the reduction of casualty frequency and in particular
revisions to the law relative to the use of mobile phones, which is covered under the

G 5 NRA ge&ibi®otthis document.

45  Corporate Manslaughter and Corporate Homicide Act 2007

The Act introduce@ new offence, across the UK, for prosecuting companies and other
organisations where there has been a gross failing, throughout the organisation, in the
management of health and safety with fatal consequences.

) DRIVINGPROCEDURE STAFF

51 Authorisation to Drive Process

1 Must be over 21 with a full UK driving licence (over 25 for minibus)
1 Not currently banned or suspended licence
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No more than 6 points (dependent on dates and convictions)

' G0SYR hOOdzLJ GA2y L | $assessiens hl 0 F2NJ RNADSN.
Attend Transport Department for licence check

lGGSYR ¢NFYYALR2NI 5SLINIYSYyd F2NI RNAGSNDaA |
Complete Authorisation to Drive Declaratigeé Appendix J1

= =4 =4 4 A

Departmental requirements differ; please check wittK S ¢ NHza G Qa ¢ NJ y & LJ2 NI
licence categories and additional licences that may be required.

This applies to staff that drive as part of their duties and drive Trust owned/leased/hired
GSKAOf Sa GKIFG FNB € AaidSR ringuraick Batabablza 6 Q& Ly ad

5.2 Drivers Medical Assessment

Groupl1 DriversMedical

- Fitto DriveunderRoadTrafficRegulations
- Drivingin accordancewith the CorporateManslaughterAct
- Drivingin accordancevith HSEDrivingForWork

All applicants to th@rust who are required to drive Trust vehicles (Inc. tugs) will have a
RNAOSNRAE YSRAOFIfT O2yRdzOGSR o6& (GKS hOOdzLJ A2y
be carried out on a 3 yearly basis.

All drivers need to satisfy the eyesight and other health requirements of the Highway Code
and DVLA medical fithess standards. Trust drivers must make their managers aware if they
develop a health condition or are taking medication for a health conditibithvmay

impact on their ability to drive safely. Fitness to drive will need to be reassessed by OH. For
long term absences and sorshortterm health conditions which may impact on ability to
drive a referral to Ohvill be necessary to ensure employeesian safe to drive Trust

Vehicles through the course of their work. They may also be referred to OH at any point
where there are concerns that they may not be fit to drive safely when at work.

Trust drivers should not drive while taking medicine that rhigipair their judgement.

Issues around tiredness and feeling sleepy need to be raised with managers to ensure safety
is maintained. All drivers should raise any health concerns with their manager and a referral
to OH will be made.

All employees who neetb drive through the course of their work activities have a
responsibility as a road user to drive safely. If they develop a health condition or take
medication which impacts on their ability to drive safely, they should ask their doctor for
advice and naty the DVLA if necessary.

Adjustmentsto work may needto be consideredand this will be assessedy OH.

53 Drivers Risk Assessment

9PSNE2YSQa RNAQGAY3I OKIFIy3aSa 20SNI GAYSI Ay RAT
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The aim of an assessment is to cheoflnitive ability to drive a vehicle in safety and

comfort and to offer advice that may assist driving.

By law the Trust to assess the risks to anyone who might be affected by their work activity
and take appropriate preventive and protective steps totcohthese risks

Leading psychometric assessment software

Featuring a series of online tests with multiple choice, interactive and video
assessments information

1 Covers road knowledge, observation, hazard perception, distance following, reaction
and safe dving policy knowledge

20-30 minute webbased survey and assessment

Rapidly profiles the risk of your drivers flagging them as mgdium,or low risk
Identifies the drivers that need further support and training

Establishes a safer driver network

Helpsyou to protect the safety of your employees and members of the public
Risk scores are logged against a driver profile

T
T

= =4 -4 48 -8 -

5.4  Driving Licence Check System

The Trust Driving Licence Checking SyskemV-I-S(Driver and Vehiclelnformation
Solutions) has @irect Link with the DVLA,

This System allows authorised memberstaff to instantly check if:

Checks the driver has the correct category entitlement and eligibility to drive

Checks the licence for current endorsements penalty points and convictions
RSYUGAFTFASAE YR ReylFrYAOFffe Y2yAU2NAR WKAIK N
Analyses data provided by the DVLA

Automatic scheduling of driving licence rechecks (every 12 Months)

Providing results in seconds

Manages the full driver permission process, witagproval option, with is valid for 3

years

1 Triggers comprehensive notifications and immediate warnings.

= =4 -8 48 -8 -4 -9
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Driving Licence Categories

RNAGDS | LI NIAOdzf I NJ Gel)S 2F OSKAOtf S

driving licence.
Staff must hold the appropriate licence entitlement Inc. Driver Training and ADR if needed,
to drive any given vehicle within the Trusiiso,must havedrivinglicencechecked.

Category

B Auto

Z - XITOT

Bl

B +E

C1

Cl1+E

C+E

D1

D1+E

D+E

Description

Motor vehicles with a MAM not exceedir8500kg having not more than 8 passeng
seatswith a trailer up to 750kg. Combinations of towing vehicles in category B a
trailer, wherethe MAM of the combination does not exceed 3500kg and the MAM of
trailer does notexceedhe unladenmassof the towing vehicle.

Ascars,but with automatictransmission

Motor tricycles/ quadcycles3 or 4 wheeledvehicleswith an un-ladenweight not
exceedin®50kg.

Combinationf vehiclesconsistingof a vehiclein categoryB and a trailer, wherethe
combinationdoesnot comewithin category B.

Vehiclesover 3500kgwith atrailer up to 750kg.
Lorriesbetween3500kgand 7500kgwith atrailer up to750kg.

Lorries between 3500kg and 7500kg with a tradeer 750kg- total weight not more
than 12000Kkg (if you passed your category B test prior to 1.1.1997 you will be resti
to a totalweightnot morethan 8250kg).

Vehiclesover 3500kgwith atrailer over 750kg.

Vehiclesvith between9 and 16 passengeseatswith atrailer up to 750g

Combinations of vehicles where the towing vehicle is in subcategory D1 and its trail
aMAM of over 750kg, provideithat the MAMof the combination thus formedioes not
exceed12000kg,and theMAM of the trailer doesnot exceed theunladen mass athe

towing

vehicle.

Anybuswith morethan 8 passenger seatsith atrailer upto 750kg.

Anybuswith morethan 8 passengeseats witha trailer over 750kg.

Agriculturaltractor

Roadroller

Trackedvehicles

Mowingmachineor pedestriancontrolledvehicle
Electricallypropelledvehicle

Trolleyvehicles

Exemptfrom duty

Pagellof 24
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17

17

17
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18
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6 VEHICLPROCEDURE

By law, the Trust must make sure that work equipmemb&ntained in an efficient state, in
efficient working order and in good repair.

It is important that vehicles are maintained so that they are mechanically in good condition.
Planned maintenance should be thorougégular,and frequent enough to meet the

6.1 ComplianceChecks & Responsibilities

Trust Compliance:

Vehicles are fully Insured

Vehicles are road worthy

Vehicles are fit for purpose

All service and repairs are done in a timely manner
Owned / lease vehicles are fitted with a tracking device
Owned / leased vehicles will be fitted with driver ID fobs
Duty of care

= =4 4 -4 -8 -9 -9

Driver Compliance (Compulsory)

Vehicle checks (15 min walk rourgdjSee Appendix)2

Recording daily mileage

Completing documents or app

Records must be keptf the driver at any one time

Reporting any damage

Reporting incidents / road traffic incidents

Reporting speeding /parking fines

The driver is responsible by law

The driver is responsible for driving behaviour

The driver is responsible for reporting amgdical conditions

The driver is responsible or their own actions

The driver is responsible for any road traffic or driving offences
The driver is responsible for safe and secure loads

The driver will pay own fines (the Trust will not pay any fines whenngy on Trust
business)

= =4 8 -8 -8 _9_95_49_°_2_-2_-2-_-2._-2-

All vehicles must be checked, mileage & driver recorded
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6.2  Transport of Dangerous Goods (TODG)

lye SYLX 28S8SS NBI|jdzSaiSR G2 GNIFyaLR2NI YIFOGSNAIE
should first check with theidepartmental manager and seek advice from the Transport
Department TODG Lead as deemed necessary.

Vehicle Compliance (dependent on vehicle usage)

FireExtinguisher

FirstAid Kit*

TREMDocuments
CompliantTransitContainers
DBTHPhoto ID
ADRDriverQualification
CPQ.icence
DriverAwarenessCoursgUnderScopeof ADR)
BiohazardSpillKit*
WheelChocks
WarningTriangle/ TrafficCone$
HV Vest Jacket
ADRVehicleSignage

=4 =2 =8 8 -8 _9_95_4_9_2°._-2_-2-_-2-

*BasidRequirement®n all DBTHVehicles

All members of staff that Transport samples/specimens which are classBdagerous
Goodgxhould attend arannualdriver awarenesscourse.

It is the responsibility of the Department Managers to make sure their vehicles are
compliant

6.3  Mobile DeviceDriving Laws

Using a handheld mobile phone while driving is illegal.

The penalty for using a mobile phone while driving is now £200 including a six penalty points
on your licence.

Drivers will have their licences revoked if they clock up six pepaltits in their first two

years of driving, rather than the normal twelve points.

Additionally, if your case goes to court, you could face disqualification and up to a £1,000
fine. HGV and bus drivers could get a fine of up to £2,500.

Hands free and usaf navigation apps can be used if the phone is mounted into a holder.
Even if the phone is mounted, drivers can still be pulled over and fined if the device can be
deemed to be distracting them.

The rule is that motorists must not touch their phone atvdtlile behind the steering wheel.
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The driver is responsible for any Notice of Impending Prosecutions the Trust will not pay any
individual fines.

6.4  Vehicle Tracking

All Trust vehicles, owned, leased and ldagn hire, are fitted with trackerdjrstly for
insurance purposes, monitoring and controlling the safe running of our fleet.

Managing work related vehicle and road safety enables better control over costs, from
insurance premiums and legal fees to vehicle wear and tear and fuel use, geffierahcy,
and productivity.

Driver ID fobs have been introduced enabling the Transpegartment to monitor who is
driving specific vehicles.

6.5 Dash Cams

Dash Cams are installed in all fleet vehicles for the following reasons:

Protectagainstcrashfor-cashscams
Evidencdor road accidentinsuranceclaims
Evidencdor parkingaccidentinsuranceclaims
Help toreduceinsurancepremiums
Promotesaferdriving

Assistingwith drivertraining

Assistingwith internal auditing.

= =4 4 4 -8 -4 -9

6.6 Speeding Fines

Drivers can be charged up to 175% of their weekly wage/income under speeding fine rules.
There is a cap of £1,000 on minor speeding offences or up to £2,500 for major ones.
Athree-bandsystem will determine the severity of an offence and corresponds to different
charges.

These charges are calculated on a percentza@s

A minor offenceconstitutes a band A charge. Band A charges are for drivers who exceed the
stated speed limit between one and 10mph.

So, if a driver travels 31mph up to 40mph in a 30mph zone, they can be charged between
25% and 75% of their weekly income.

Drivers who exced the stated speed limit by 11mph up to 20mph will be charged between
75% and 125% of their wage.

Major offences, which are for speed limit breaches of up 22mph and above, will be charged
between 125% and 175% of their week wage.
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In addition to the variale fee motorists could also receive a driving offence of this nature,
they could also receive between three and six penalty points.

The driver is responsible for Speeding Fines or Notice of Impending Prosecutions the Trust
will not pay individual Fines.

6.7 Seatbelts

The law requires that drivers and passengers aged 14 and over in cars, vans and other
commercial vehicles must wear a seatbelt, if available. As a driver you are responsible for
ensuring that anyone under the age of 14 wears a seat belses an appropriate child
restraint as required by law.

6.8  Smoking

In the interest of Trust Drivers and their passengers, smoking in DBTH vehicles is NOT
permitted.

DBTH operates #lo Smokingpolicy restricting smoking whilst on duty or in and around
DBTH sites.

7 VEHICLEXTERNAUNTERNAL CHECKS

Vehiclechecks are to be dondailywith vehicle documents completed and report any
issues/damage to your head of Department or the Transport Department.

7.1 External Vehicle Checks

Fuel Haveyou enoughfuel for your journey?

Oil Checkthe oil level.Do thiswhenthe engineis coldandon levelground

Water | Checkthe coolantreservoirlevelandwindscreenwasherfluid,

Damagel Checloutsideof vehicle forany sign®f damagegcheck light lenses angindow
condition

Electrics CheckALLLightsare workingalsocheckthe horn andwindscreen wipecontrolsare
functioningcorrectly

Tyres CheckALLTyresfor signsof damageor wearand pressure Alsocheck theWiperBlades
arenot worn, damagear dirty

You Areyoufit enoughto drive?Not underinfluence ofdrink or drugs,not too tired to
drive?

7.2 Internal Vehicle Checks

Doors Makesurethat alldoors,Inc. bonnet andboot are closed

Seats Adjustthe heightof the seatto suit. Forthe correctdrivingposition
Steering | Adjustthe steeringwheelto suit. Forthe correctdrivingposition
Seatbelts| Everyonedn the vehiclemustbe wearinga seatbelt
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Mirrors | AdjustMirrors for the correctdrivingposition
Brakes | Ensureboth FootandHandbrakesare workingcorrectly

7.3 Vehicle Monthly Record and Check Sheets

Every department must record;

1 Who the driver is on evefpurney?
1 Daily mileage & fuel for Servicing / AdBlue Consumption and record Carbon Faotprint
1 Vehicle checks in damageport.

Dueof the continuous update of documents with ref to ADR and fleet compliaaice
vehicle documents can be obtained from the Transport Department

All vehicles will be supplied with current documentation and replaced at time of updates.
If anyone requires any further information, please do not hesitate to contact the Transport
Department.

8 ACCIDENT/INCIDENT®®EDURE

The driver should, immediately notify their manager if:

1 There is involvement in road rage incident either on the Trust estates or on the public
highwayduringtheir duty.

1 The driver is involved in a Road Traffic Collision (RTC) or Road Traffic Accident (RTA).

1 The driver, or any person involved with a cargo/lashjured as it is being loaded or
offloaded from the vehicle as a cause of not exercising Manual Handling sensibilities.

1 The driver must advise their manager of any disqualification or penalties incurred on a
driving licence.

1 Itis the responsibility athe driver for ensuring the incident and near misses are reported
as directed in CORP/RISKc38cident Management Policy.

1 Departments are responsible for the cost of the insurance excess and hire of replacement

vehicle.

1 The transport department will beesponsible in some instances for vehicle provision
relating to other departments direct use. We are not however responsible for the staff
deployed to drive these vehicles and relevant departments must ensure that all staff are
suitably checked and autheed to carry out driving duties on behalf of the Trust. The
Transport Department is not responsible for the damage caused by other departmental
drivers,these types of costsaused with be paid for by the relevant dept.

1 Any cost associated with tneported damage, speeding or incident (Inc. hire costs) that
is the fault of the driver will be recharged to relevant departments.
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8.1 Reporting Process
LG Aada GKS RNAGSNDA NBalLlRyaArAoAfAde G2V

1 Report accident/incident to the Transport Department

1 Completeaccident/incident form

1 Inform Trust Accident Management Company

1 Dependent on circumstances complete the Official DVSA Theory Test

8.2 Breakdown

9 All Trust owned vehicles are covered under &k Fleet Breakdown.

1 Leased and hire vehicles have their dwrakdown and recover, in the first instance to
contact the Transport Department.

TLG Aa G0KS RNAOGSNNDA NBAaALRYyaAoAf Al eocdich, O2y il (
and fault/incident.

1 Then to contact the Transport Department and their own diypent.

9 HIRE AND REPLACEMBNEHICLES

Hire and replacement vehicles including costs are the responsibility of the relevant
departments.

The Transport Department must be informed when a department hires a vehicle so we can
confirm that the vehicle is @rded on both Motor Insurance Database (MID Legal
Requirement) and Fleet Management System.

If no information is passed to the Transport Department both the driver and the
department are liable for prosecution.

Any vehicle damage whilst in trust usdl be the responsibility of the Department hiring,
and cost of such repairs will be treated likewise.

The Transport Department is not responsible for the actions of the drivers of other
departments

10 TRAINING/SUPPORT

The Transport Department has a Hdtlver Training Programme

1 Emergency First Aid at Work

1 Moving & Handling

1 ADR Core Certificate (dependent on service requirements)
9 Minibus Driver Awareness Scheme
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1 Transport of Dangerous Goods
1 Job Shadow Program

All newly appointedttaff that drive Trust aned,leased or hire vehicles will undertake

some form of Driver Training. Dependent on departmental requirements training can range
from Standard Driver Theory Test to Full Driver Training Programe#dR Categories set

out by the Transport Department

Dependent on circumstances after an incident/accident the driver will take the complete
DVSA Theory Test.

Please note: The training requirements of staff will be identified through a learning needs
analysis (LNA). Role specific education will berdmnated/delivered by the topic lead.
Alternatively, training may be accessed via an approvkzhming platfom where available.

11 MONITORING COMPLIAEQVITH THE PROCEDURA
DOCUMENT

1 Mileagehas to be recorded for contractual reasons, servicing intervals, AdBlue emissions
control, carborfootprint & MPG costs

1 Vehicle Checkmustbe carried out on a daily basisder H&S & Corporate
Manslaughter Act

1 Fuel Costsire recorded for financial reasons & MPG

What is being| Who will carry out How often How Reviewed/
Monitored the Monitoring Where Reported to
Mileage The driver of the | All recorded Completed daily/weekly

vehiclemust documents aralata documentsare handed
record mileage ang recorded on a into department and will
return details to daily/weekly/monthly| address any shortfalls
the Transport basis and issuesnd
departmentwho recorded/inputonto
will monitor and FleetCheck (Fleet
recordMileage ManagementSystem)
Vehicle The driver of the | All recorded Completed daily/weekly
Checks vehiclanust documents aredata documentsare handed
complete a vehicle| recorded on a into department and will
check form and daily/weekly/monthly| address any shortfalls
return details to basis and issues and
the Transport recorded/input onto
department who FleetCheck (Fleet
will monitor any ManagementSystem)
damageetc.
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Fuel The driver of the | All recorded Completed daily/weekly
vehiclewill record | documents are data | documentsare handed
fueltransaction by | recorded on a into department and will
way of areceipt daily/weekly/monthly| address any shortfts
and return to basis and issues and
transport recorded/input onto
departmentwho FleetCheck (Fleet
will monitor fuel ManagementSystem)
Ccost.

12 AUDITING

Under CQC Regulations the Trust can be audited at any time without invitation by the CQC,

VOSA, Police, HSE, Dangerous Goods Safety Advisor and DBTH Mandgjers@mdental
and Government Agencies.

The lease and hire companies request a monthly Mileage and Damage Report as per their

compliance reports.

Pathology requires monthly reports as to specimen activity and compliance under the
Transport of Dangerous @ds (ADR).

13 EQUALITY IMPACT ASSIMENT

The Trust aims to design and implement services, policies and measures that meet the
diverse needs of our service, population and workforce, ensuring that none are
disadvantaged over others. Our objectives and resalities relating to equality and
diversity are outlined within our equality schemes. When considering the needs and
assessing the impact of a procedural document any discriminatory factors must be
identified.

An Equality Impact Assessment (ElA9 baen conducted on this procedural document in
line with the principles of the Equality Analysis Policy (CBRP/27) and the Fair
Treatmentf  or All Policy (CORP/EMP 4).

The purpose of the EIA is to minimise and if possible removeliapyoportionate impact
on employees on the grounds of race, sex, disability, age, sexual orientation or religious
belief. No detriment was identified. Sée Appendif)

14 ASSOCIATED TRUST EEDURAL DOCUMENTS

Disciplinary PolicyCORP/EMP 2

Fair Treatment for All PolicyCORP/EMP 4
Incident Management PolicyCORP/RISK 33
Smoke Free PoliecfCORP/COMM 2
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15 DATA PROTECTION
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For further information on data procesgjrcarried out by the trust, please refer to our
Privacy Notices and other information which you can find on the trust website:
https://www.dbth.nhs.uk/aboutus/our-publications/ukdata-protection-legislationeu-
generaldata-protectionreqgulationgdpr/

16 REFERENCES

SpeedCamerasnd Fines
www.speedcamerasuk.com/speediiiges
2017.htm

Usinga Phone, Sat Nasor Other Device When Driving
https://www.gov.uk/usingmobile-phoneswhen-drivingthe-law

Gov Uk speeding penalties
www.gov.uk/speedingpenalties

Gov Uk MedicalConditions, Disabilitieand Driving
www.gov.uk/drivingmedicatconditions

Gov UK; Check If a Health Condition Affects Your Driving
www.gov.uk/healthconditionsand-driving

Health and Safety ExegWork Related Road Safet
www.hse.gov.uk/roadsafety

Health and Safety ExegHealth and Safety at Work etc. Act 1974
www.hse.gov.uk/legislation/hswa.htm

LegislationGov UK; Road Traffic Act 1988
www.leqislation.gov.uk/ukpga/1988/52/section/87

Health and Safety ExegVehicle Maintenance
www.hse.gov.uk/workplacetransport/factsheets/vehicle.htm

Health and Safety ExegCorporate Manslaughter
www.hse.gov.uk/corpmanslaughter/index.htm

Gov Uk The Highway Code Road Safety and Vehicle Rules
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www.goVv.uk/browse/driving/highwayxoderoad-safety

European Agreement concermgjrihe International Carriage of Dangerous Goods by Road
www.unece.org/trans/danger/publi/adr/adr2017/17contentse0.html

Health and Safety Exed-igh Visibility Cldting
www.hse.gov.uk/workplacetransport/factsheets/clothing.htm

Gov UK Guide to the General Data Protection Regulation
www.gov.uk/government/publications/quidé-the-generatdata-protectionrequlation
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APPENDIX & AUTHORISATION TO MEIDECLARATION
@ Doncaster and Bassetlaw

Teaching Hospitals

NHS Foundation Trust

Authorisationto Drive Declaration

Agreement

To conform with compliance under Corporate Manslaughter Act & Road Traffic Regulations
includingHealth& Safety atwork act,you must agreeand undertakethe following:

1 5 NR @nsdicBlassessmenat the OccupationaHealthDepartment
9 Drivinglicencecheckat the Transport Department

1 Undergo driveriskassessmenrdt the TransporDepartment

T Completevehiclecheclsandreportissues

It is your responsibility to inform your Departmental Managers/Transport
Management and/oDVLA ifjou:

DevelopaWy 2 (i Anfedidal@dnditi@ror disability

A conditionor disabilityhas gotworse

Notifiable conditionsare anythingthat couldaffectyour ability to drive safely
Receivespeeding/parking/noticef intendedprosecution

Reportany RTA/drivingncidents/collisions/damage

= =4 -8 -8 -9

Failureto inform/complywill resultin disciplinaryaction/dismissal/prosecution

The Trust

Hasthe right to amend/change procedures followirfpangesn the law
Hasthe rightto askyouto take a breathalyseitest

Hasthe right to askyou to take a drugstest

Hasthe right to stop/suspend/refusarivingduties

Will not payspeedingparking/noticeof intendedprosecution/fines

=A =4 4 -8 A

Any member of staff who refuses/disagrees to comply/sign will nadutorised to drive
any Trustease/owned/hiredvehicles.

(Printb I YSU XX XXX XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX

O5SLI NIYSYGTOXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX)>

| understand that | am personally responsible for my own actions. | agree amderstand that
failure to inform and comply will result in disciplinary action/dismissal/prosecution
(CORP/EMR ¢ Disciplinary Policy)

5FHSEXXXXXXXXXXXXXX DD [ATYSRXXXXXXXXXXXXXX)
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APPENDI® - VEHICLE CHECKS (15 MVALK ROUND)

Page23o0f 24






