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Executive Summary
Sussex Partnership NHS Foundation Trust (the Trust) takes extremely seriously the health, safety
and welfare of its entire staff. It recognises the risks to staff that need to drive in connection with
work and is committed to the prevention of injury, loss of life and damage to property from workrelated driving incidents. The purpose of this policy is to enable the Trust to meet its obligation to
protect staff so far as is reasonably practicable from occupational road risks associated with workrelated driving.

Key Policy Issues:
Identifying and assessing risk
Identify responsibilities
Managing the risks
Reporting and recording incidents

If you require this document in another format such as large
print, audio or other community language please contact the
Corporate Governance Team on 01903 843041 or email
policies@sussexpartnership.nhs.uk

Driving Safely at Work Policy & Procedure

A Guide to Following the Driving at Work Policy
Managers and Staff – Who Does What, When and How Often

Managers must:
1. At least Annually review and update as necessary the Localised Policy and procedure /
Risk assessment which will be located on the risk Register for each team, if any change of
circumstances or change in procedure, Risk assessment should be updated reflecting such
a change. (See Appendix 1 for process)
2. Once the checklist Appendix 5 has been completed with each staff member, complete
Appendix 4 with all members of staff who travel regularly on Trust business. This is
required to be Completed at least once a year (or when the driving activities or fitness of
staff changes). Answer questions on Appendix 3 and 4.
3. Depending on the risk assessment results, put in place any procedures necessary to
reduce/eliminate work-related driving incidents. This may include reducing travelling time
through the use of conference call facilities or changing other elements of the working day.
Ensure minibus drivers are referred to Occupational Health for health surveillance. Ensure
drivers have valid licence, insurance and MOT Certificate (remember when you sign
expenses you are confirming that you know these are valid).
4. If driving Trust Fleet Vehicle ensure process in Fleet Appendix 1 is followed.
5. If driving a Privately-owned vehicle ensure Appendix 3 Flow chart is followed.

All Staff must:
- provide complete necessary documents upon request to ensure they are legal to drive a
vehicle for use at work.
- ensure that the vehicle is in a Fit for Purpose and in a safe usable condition by
undertaking Visual vehicle check prior to using the designated vehicle.
- Ensure that they are fit to drive considering their physical, Mental wellbeing whilst also
considering any treatment such as medication they are currently in receipt of that may
affect there driving ability, and would satisfy an alcohol/ drug screen in line with the UK
Law.
- If there are any concerns surrounding your ability to drive or the vehicles safety then you
should refrain from driving until advice or guidance is sort from appropriate person.
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1.

Introduction
Sussex Partnership NHS Foundation Trust (the Trust) takes extremely seriously the health,
safety and welfare of its entire staff. It recognises the risks to staff that need to drive in
connection with work and is committed to the prevention of injury, loss of life and damage to
property from work-related driving incidents. The purpose of this policy is to enable the
Trust to meet its obligation to protect staff so far as is reasonably practicable from
occupational road risks associated with work-related driving.
This policy does not apply to Trust staff driving their own vehicles solely for the purpose of
driving to and from their single designated place of work (Commuting).
For the purposes of this policy, “staff” refers to all employees of the Trust and includes,
Bank Staff and Volunteers carrying out driving activities / duties on behalf of the Trust.
For Agency Staff, it will be seen as the duty of the Agency to ensure that all relevant
documentation is in place and assure the Trust on the fitness to drive of the workers they
provide.

1.1

Purpose of the policy
This policy aims to:

1.2

•

Increase staff awareness of safety issues associated with work-related driving risks;

•

Ensure that managers are aware that risk in relation to work-related driving is
assessed in a systematic and ongoing way, and that safe systems and methods of
work are to be put in place to reduce the risk, as far as is reasonably practicable;

•

Make sure that appropriate information/ equipment is available to staff in all areas,
which equips them to appreciate the risks from their driving activity and that practical
advice on preventing and managing occupational road risks is provided;

•

Make sure that staff are aware that appropriate support is available to staff involved in
work-related driving incidents through Occupational Health, Human Resources, Risk
& Safety and Staff Counselling;

•

Encourage full reporting and recording of all incidents of road traffic accidents and
near misses arising in the course of work-related driving.

Definition of work-related driving
The Trust defines work-related driving as:
'Any driving activities carried out by employees in the course of their work on behalf
of Sussex Partnership NHS Foundation Trust '.

1.3

Scope of the Policy
This policy applies to all Trust staff, Bank staff and Volunteers involved in work-related
driving activities for the Trust, including drivers of leased-cars, employee owned vehicles,
and Trust owned or leased vehicles.
The policy applies to all work-related driving arising in connection with the duties and.
activities of our staff.
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For managers employing Agency Staff, a copy of this policy should be shared with the
Agency.

1.4 Principals – Legislation & Guidance
Managers and Staff should be aware that there are several legislative and guidance
documents that are applicable to them whilst driving on work activities. The following are
the main Acts, Regulation and Guidance that apply:
-

The Highway Code https://www.gov.uk/browse/driving/highway-code-road-safety

-

Road Traffic Regulations Act - 1984 https://www.legislation.gov.uk/ukpga/1984/27/contents

-

Health & Safety at Work etc Act - 1974 https://www.legislation.gov.uk/ukpga/1974/37/contents

-

Management of H&S at Work Regulations 1999

-

Workplace (H/S/W) Regulations 1992 https://www.legislation.gov.uk/uksi/1992/3004/contents/made

-

Working Time Regulations – 1998 https://www.legislation.gov.uk/uksi/1998/1833/contents/made

-

Road Vehicle (Construction and Use) (Amendments) (No 4) Regulations – 2003

https://www.legislation.gov.uk/uksi/1999/3242/contents/made

https://www.legislation.gov.uk/uksi/2003/2695/made

-

Driving at Work INDG382 https://www.hse.gov.uk/pubns/indg382.htm

-

A guide to workplace Transport Safety https://www.hse.gov.uk/pubns/books/hsg136.htm

1.5

The risks of work-related driving
The number of people who are required to drive as part of their work role is increasing. The
risks to drivers will depend on the nature of the driving activity that they are expected to
carry out. Many staff that drive, will carry out these activities alone and the risks associated
with work-related driving, along with the risks of lone working, must be considered by the
driver’s manager or supervisor.
The Hazards include:
•

Driving in poor weather conditions.

•

Driving for long periods over long journeys.

•

The vulnerability of travelling alone.
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2.

•

Driving in unfamiliar or isolated rural areas.

•

Driving in high-risk locations.

•

Isolated parking facilities.

•

Vehicle breakdowns.

•

Driving unfamiliar vehicles.

•

Transportation of Service Users, Clients and Patients

•

Driving whilst tired

•

Driving whilst under the influence of any substances/medications (Prescribed or
otherwise) including on the following day

Policy Statement
The Trust takes extremely seriously the health, safety and welfare of its entire staff. It
recognises the risks to staff that need to drive in connection with work and is committed to
the prevention of injury, loss of life and damage to property from work-related driving
incidents. The purpose of this policy is to enable the Trust to meet its obligation to protect
staff so far as is reasonably practicable from all occupational road risks associated with
work-related driving.

3.
3.1.

3.2

Duties
The Chief Executive
•

Responsible for the Health and Safety of all employees, however the responsibility for
ensuring adequate arrangements for staff driving at work has been delegated to the
Executive Director of Finance and Performance

•

Responsible for providing resources for putting the policy into practice.

The Executive Director of Finance and Performance
•

3.3

3.4

Responsible for the effective implementation of this policy.

Head of Procurement
•

Responsible for ensuring that there are arrangements for identifying, evaluating and
managing risk associated with work-related driving

•

Drafting amendments to this policy

•

Making sure that there are arrangements for monitoring incidents linked to workrelated driving.

•

Regularly reviews the effectiveness of the policy.

•

Ensure that staff do not drive Trust or lease vehicles, whose performance
characteristics are not matched by their experience and capabilities and that they
always receive familiarisation briefing when using vehicles. (This is most applicable to
Young Persons, employees up to the age of 21, as under the Regulations they are
deemed to be less risk aware than older employees).

Head of Risk & Safety
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3.5

•

Assist the Head of Procurement in drafting amendments to this policy.

•

Assist the Head of Procurement to facilitate the implementation of this policy.

•

Provide appropriate advice, guidance and support to managers and staff in relation to
risk

•

Provide related incident statistics and information to appropriate Committees,
Managers and staff as and when required.

Occupational Health
Where appropriate will conduct pre-employment health screening process where a staff
member has an identified ‘work-related driving’ risk factor

3.6

3.7

•

Providing appropriate ‘health surveillance’ for staff who drive minibuses that carry
passengers in connection with their work

•

Advising managers and staff of outcomes of ‘health surveillance’ and the need to
resolve issues arising.

•

Will support staff who may have been injured or traumatised as the result of a workrelated road traffic accident or incident in conjunction with the Trust’s Sickness
Absence Management policy (employees can also access the employee assistance
scheme).

Fleet/ Logistics Manager
•

Assisting Managers/ appointed person with Compliance with driving at work Policy
and procedure

•

Feeding back information gained from Fleet Trackers to assist in Driver safety whilst
also ensuring Workforce and those affected safety.

•

Undertake Fleet/ Driver Audits as and when deemed necessary.

All Managers (Inc. Fleet Manager)
•

Responsible for ensuring that all their staff who drive on work related business are
aware of this policy.

•

Complete an Occupational Road Risk Assessment Record on all members of staff
and reviewed annually or whenever the driving activities of their staff change or their
fitness to drive changes (see Appendix 2)

•

Put into place procedures and safe systems of work using the risk assessment
template on the Risk register to eliminate or reduce the likelihood of work-related
driving incidents to their staff (see Section 4.1 – Managing the Risk).

•

Ensure that the requirements of this policy are met and maintain appropriate records.

•

Ensure that their staff groups and individuals identified as drivers who drive on Trust
business are given appropriate information on what is expected of them as Trust
drivers. (See section 4.3 – Specific Measures) and complete the drivers’ checklist
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with all staff members (Appendix 4).

3.8

•

Ensure that appropriate support is provided to staff involved in any incident
associated with work-related driving, and also ensure incident is reported via the
incident report system

•

Ensure that appropriate support is provided to staff, whose driving license has been
withdrawn (for medical reasons or other reasons), cannot continue to use a vehicle
for work-related driving.

•

Refer to the relevant Workforce Policy if any aspect of driving at work may be
affecting their staffs’ ability to carry out their normal duties.

Staff
Responsible for ensuring they are familiar with Driving Safely at Work Policy.
Cooperate with and follow their local driving safely procedure and risk assessment(s).
Carry out a simple self-assessment before beginning any journey on the journey to be
undertaken, such as;
•

weather conditions (high winds, ice, snow, etc) – consult trust adverse weather policy

•

review the condition of the vehicle using checklist tool (Appendix 6)

•

distance of travel,

•

planned route (accident black spots, speed limits, local flooding, etc)

•

time to undertake the journey (adverse weather, night driving, etc)

•

own fitness to drive (medication, sickness, tiredness, etc).

Also, staff must:
•

Obey the highway code

•

Take reasonable care of themselves and other road users or people who may be
affected by their actions and/or omissions.

•

Report all incidents in relation to work-related driving (via the Trusts incident report
form).

•

Take part in information and instruction provided by their manager, supervisor or the
Trust to meet the requirements of this policy.

•

Report any dangers they identify or any concerns they might have about their fitness
to drive their own vehicle, Trust or lease vehicles or work-related driving activities to
their manager.

Drivers should consider whether any vehicle they are intending to purchase or lease to
enable them to drive whilst on Trust business has the necessary seating and steering wheel
adjustments to provide a suitable ergonomic fit to reach all controls safely and in relative
comfort.
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Guidance on musculo-skeletal conditions associated with driving can be sought from
Occupational Health

4.0 PROCEDURE
4.1 Managing the Risk
It is important that all team leaders, managers or persons identified by the operational manager,
take into consideration the below information when producing a localised team driving procedure/
risk assessment.

4.2 Assessing risk
Assessing risk is undertaken by means of a Risk Assessment, this involves identification of
hazards, considering their risk factors, intervening with sensible Measures with the aim to control
that risk to a level that is reasonably practicable.
The steps involved in risk assessment are:
-

Identify the Hazard
Who might be harmed and How?
Evaluate the risk
Record your findings
Regularly review your risk assessment

See (Appendix 2) for an explanation of each section of assessing the risk.
Each employee who drives must be risk assessed and this documented by their line manager (see
Appendix 4 occupational road risk assesment form) this is required as a minimum to be
undertaken yearly or if there is any significant changes, earlier.
Team leads/ Managers also need to undertake a Service risk Assessment considering the risk as a
whole which will then assist us in implementation of our local Procedures for Driving safety at work,
(Appendix 1- procedure for making localized policy) this will be undertaken by inputting onto
the risk register (Template) “Ulysses” which will then require sign off from service manager to
identify that the documentation supplied is suitable and sufficient. This will be required to be
reviewed on a minimum of a yearly basis or when any significant change has been identified.
For further information on the principles of risk assessment, see the Trust’s Risk Management and
Strategy Policy. Reference should also be made to the New, Expectant & Nursing Mothers Policy
and Procedure.
All drivers must Carry out a Self-assessment and visual vehicle checks before beginning any
journey, taking into consideration the journey, the environmental factors that they face such as
weather conditions, condition of the vehicle, other considerations may be distance of travel, their
fitness to drive, requirement of technology during their journey such as phones Satellite navigation
systems etc,
If the driver feels that any of these factors present a risk to theirs or others safety then they do no
proceed with their journey and alert their line manager or other nominated person of their
concerns.
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4.3 Identifying the Hazards/ Risks
A template risk assessment including potential risks that may be faced by you service/ team have
been placed onto the risk register, this document has been populated with potential risks and ideas
of control measures, it is the responsibility of the Manager or appointed person to read/ amend the
document to meet the requirements for your services/ team.
This document will then form your localised procedure for driving at work, the risk register entry is
required to be reviewed on a minimum of a yearly basis or when additional hazards/ risks are
identified. (see Appendix- 1 Procedure for making a localised procedure)

5.0 Mileage Claims
See the trust Travel Costs Reimbursement Policy located on the trust Intranet.

6.0 Carbon footprint/ renewal of lease vehicles
As a trust we are aware of the effect of global warming linked to driving at work and were
possible would like to take positive steps in lowering our carbon footprint.

(role of manager/ team leader/ appointed person)
- When trust leased vehicles are due for renewal the following process for renewal needs to
be followed, contact is to be made with the trust fleet manager
Mark.gordon@sussexpartnership.nhs.uk
Mark will discuss your requirements, consideration of electric and hybrid vehicles will be
considered. once agreement of the type of vehicle has been meet it will be the trust fleet
manager who will procure the vehicle on the service behalf.

7.0 Tracking of trust fleet and owned vehicles,
(Note below only applies for trust owed lease vehicles and does not include Trust
benefit in kind vehicles)
Sussex Partnership Prides itself on ensure the safety of our employees, service users and
those who we may come into contact with whilst driving during work related activity, all trust
Fleet vehicles will be or are fitted with Tracking devices to assist us in, (Note this only applies
for trust owed lease vehicles and does not include Trust benefit in kind vehicles)
-

improving our road safety and identifying arears for improvement,

-

reduce the volume and severity of vehicle incidents and injuries,

-

minimise exposure and protect against Fraudulent motor claims,

-

Improve fuel consumption and reduce co2,

-

improve visibility of vehicles allowing us to locate vehicles nearest jobs/ tasks/ sites,

-

Capture and monitor Mileage for proactive vehicle maintenance,
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-

reduce maintenance costs and minimise vehicle damage, wear and tear.

See Appendix Fleet 5 for Guidance on using CTrack online tracking system

7.1 Community teams Access to live tracker information
Manager/ appointed person can contact the Fleet team to request live data under the following
circumstances.
-

Concerns for welfare (where check-in not undertaken and unable to contact Via telephone in
reasonable time period or awareness of incident along this route)

7.2 Logistics team Access to Live Tracker Information
Managers and supervisors will access tracking information with sight of courier vehicles only. During their
day to day operations to assist with effective allocation and distribution of items across their delivery
routes.

7.3

Directors on call Access to Live Tracker Information

Directors On call can access the Live tracker information by following Prompt sheet located in the
on-call file after accessing tracker system Clear rational for accessing tracker to be documented
and sent to Fleet manager Mark.gordon@sussexpartnership.nhs.uk

7.4

Risk safety team access to Live Tracker Information

Risk and safety Team are permitted to access Tracker system to assist in reviewing Monitoring of Data.

7.5 Fleet Team access to Live Tracker Information
Fleet team will have full access to system to assist with the following areas,
• Duty of Care – The system allows Manager/ Appointed person to understand the position of any of
its vehicles should the driver be faced with any difficulties, from breakdown to personal injury.
•

Green Driving – Details of instances of harsh braking, acceleration and cornering, excessive speed
and idling will help use to improve our drivers’ skills and minimise our environmental impact

•

Working Time Directive details of hours worked, routes taken and time spent on site, will simplify
authorisation of overtime and night out claims

•

Validate Standing / Idling Time & Demurrage – Verification of standing time will enable jobs to be
costed effectively and where appropriate standing charges recovered

•

Live Traffic Feed (Office)– According to Professor David Begg of the Commission for Integrated
Transport “25% of all journeys in the UK result in congestion of between 1 – 3hours”. Visibility to real
time traffic information will enable depot office staff to re-route drivers around the worst delays and
keep clients informed of progress

•

Improved Risk Profile – Greater scrutiny of daily operations will assist the business to improve its
risk rating which will in turn positively impact insurance premiums.

•

Customer Satisfaction – Reactive responses to client enquiries can be handled first time. The
information will also enable depot staff to be proactive with clients as circumstances dictate
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•

Improved Management Control – Specified Group Company personnel will have powerful
management information at their disposal to improve responses to clients and aid tactical decisionmaking. Extensive historical reporting will also enable staff to challenge specific operational activity,
existing practices and consider fresh initiatives to raise performance. Central management will also
gain a holistic view of business process and resource requirements.

•

Periodically to allow checks on compliance with driving procedures (no speeding / erratic driving etc.
has taken place) – monitoring of arrangements this comes under and should be reasonable not over
the top.

•

Incident investigations

•

When requested for Data by law enforcement agency

8.0 Development, consultation and ratification

This policy and procedure were developed by the Head of Procurement and Head of Risk &
Safety in conjunction with the Trust-wide Health & Safety Committee, Staff Side Chairs and
representatives, Human Resources and Occupational Health.

9.0 Equality & Human Rights Impact Assessment (EHRIA)

This policy and procedure will be equality impact assessed in accordance with the Trust’s
Procedural Documents Policy

10.0 Monitoring compliance

Implementation of this policy will be monitored and reviewed, in partnership with Trade Unions
/ Professional Organisations and safety representatives to make sure that the Trust is
achieving the aims of this policy. The review processes will include:
•

The Risk and Safety Team reporting to the Trust’s Health and Safety Committee on
incident statistics and safety improvement measures related to driving at work

•

All managers who are members of the Health and Safety Committee reporting the
completion, implementation and review of Local Driving Safety Procedures, Risk
Assessments and Journey Assessment Checklists for their Directorate, Care Group
or Team.

•

The Health and Safety Committee will review the policy 3 yearly by collecting
feedback from members of the committee on the policy implementation, the outcomes
of risk assessment, and details of any issues raised.

11.0 Dissemination & implementation of policy

This policy, when ratified will be available on the Trust Intranet and will be communicated to
managers and staff through the Trust’s Partnership Bulletin.

12.0 Document control including archive arrangements

This policy and protocol will be stored and archived in accordance with the Procedural
documents policy.

13.0 Reference Documents

Department of Health: Medical Exemption from Compulsory Seat Belt Wearing (Guidance for
Medical Practitioners) Nov.2006 https://www.gov.uk/government/publications/medicalexemptions-from-compulsory-seat-belt-wearing/medical-exemption-from-compulsory-seat-beltwearing-guidance-for-medical-practitioners
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Assessing fitness to drive: a guide for medical professionals

https://www.gov.uk/guidance/assessing-fitness-to-drive-a-guide-for-medical-professionals

14.0 Bibliography
15.0 Glossary
16.0 Cross Reference

Incident Reporting & Management policy & procedure
New, expectant and nursing mothers’ policy and procedure
Procedural Documents policy
Risk Management Strategy & policy
Sickness Absence Management policy
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Appendix 2

Assessing the teams (Risks 5 step approach)
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Appendix 4

HOW TO COMPLETE THE OCCUPATIONAL ROAD RISK ASSESSMENT RECORD
INITIAL INFORMATION
Along with the driver's name and assessment date, the driver's location and manager should be recorded.
This may be helpful, when the overall analysis is carried out, in highlighting specific locations and/or
departments exposed to higher road risk if an audit is undertaken.
SCORING
Score each criterion within each of the 3 sections by marking the appropriate column against the risk. The
score for each of the three sections is the highest score recorded for any one criterion as opposed to an
aggregate of all criteria in the section. e.g. Section 1, Driver Risk, if the highest score is 2.5 for "licence held
for less than 2 years", then 2.5 is the score entered for the section.
1. DRIVER RISK
The driver has the biggest influence over the likelihood of being involved in a crash so is covered first. The
number of years an employee has held a full licence, the number of crashes they have had and the number
of driving convictions they have, are indicators of the risk that they face on the road. The insurance
companies use this information in their calculations for determining insurance premiums. The more recent
the crashes or convictions, the higher the risk of being involved in a crash.
Age
The driver's age has a great effect on the risk of crashing. Statistics from the Transport Research Institute
(Road User Behaviour Division) show that drivers under the age of 20, especially men, are most at risk of
having a crash, and that the safest drivers tend to be aged over 30 but under 60. At 60 the risk increases
again.
Number of year's licence held
Less experienced drivers are more likely to be involved in crashes whatever the age. Employees who do
not have a driving licence for the country where they drive most should score very high risk, as it may be an
indication that they are not fully aware of the country-specific laws, rules and regulations.
Crash record
Drivers who have recently had crashes, regardless of "blame", are more likely to be involved in subsequent
crashes than those who have not crashed. The assessor should ask the driver about their driving record
and also refer to the Incident Report records for this information.
Driving convictions
Drivers who break the law are more likely to be involved in crashes than law-abiding drivers.
Medication
Certain medications can cause drowsiness although many drivers ignore the warnings on the medicine
label and continue to drive after taking it. This can be a particular problem with, for example, some cold and
hay fever remedies. The assessor should determine whether the driver uses any such medication during
the year (including regular medication) and score this yes on the assessment sheet. (Advice maybe sought
from Occupational Health if any doubts or concerns arise as part of the assessment).
Training
The training a driver receives can have a big influence on the risks they face on the road. Drivers with an
advanced driving qualification, for example, face lower risks than other drivers.
2. JOURNEY RISK
After the driver, the types of journeys undertaken have the next biggest influence on the risk of a crash.
This covers the number of miles driven per year and also where the journeys take place and on what type
of roads. The more miles an employee drives, the bigger the risk they face of being involved in a crash.
Total Miles driven per year
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The number of miles driven is a reliable indicator of risk as the more time the employee is behind the
wheel, including commuting to and from work, the more chance they have of being involved in a crash.
Average time driving per day
This is sometimes difficult for an employee to estimate, especially if they are irregular or occasional
business drivers. It may be necessary for an employee to give a best estimate of the time they spend
driving over a typical week or month.
Average length of working day
This question determines whether fatigue could be induced by the overall time that an employee is at work,
including driving. This should include commuting as this will influence the level of fatigue. Managers and
staff should be particularly mindful that travel time is a legitimate part of the working day for many staff
working in and from rural areas.
Time spent driving between midnight and 6am
The human body's natural body-clock expects to be asleep between the hours of midnight and 6.00 am,
and so drivers driving during these hours are more likely to feel tired at the wheel, and in the worst cases,
fall asleep.
3. VEHICLE RISK
The vehicle, whilst important, has the least influence of the three major areas of risk. Some vehicle features
can help prevent crashes but many are passive features that help protect a driver in the event of a crash
and thus minimise the severity of the collision.
Engine capacity
In general, the higher the performance of a vehicle the more likely it is to contribute to a crash. This is
especially true with young and inexperienced drivers, or drivers who are used to vehicles of lesser power.
The scoring for cars and vans is different to that for motorcycles.
ABS (Anti-lock braking systems) fitted
The Anti-lock Braking System (ABS) on a vehicle is an active safety feature that can help the driver avoid a
crash in an emergency situation by giving them the ability to steer under heavy braking. This is a safety
benefit provided that the driver knows how to use the system correctly.
Front airbags
These are passive safety features that work to protect the driver and passenger in the event
of a frontal impact, when used in conjunction with the safety belts. They do not reduce the likelihood of a
crash but can lessen the severity of any subsequent injuries. If there is a driver airbag but no passenger
airbag, it can be scored as if there were both if it is the case that only the driver is in the car on work
journeys (which is usually the case).
Side airbags
These are also passive safety features that work to protect the driver and passenger in the event of a side
impact. They do not reduce the likelihood of a crash but can lessen the severity of any subsequent injuries.
High level brake light
This is another active safety feature. It can give drivers following behind an early indication that the vehicle
is braking and thus lessen the risk of a rear-end collision.
Euro NCAP
Euro NCAP was established in 1997 and "provides motoring consumers with a realistic and independent
assessment of the safety performance of some of the most popular cars sold in Europe." Euro NCAP also
encourages "significant safety improvements to new car design".
(Source: http://www.euroncap.com/results.aspx)
Details on the safety performance of models tested to date can be found on the above web-site.
Alternatively, enquiries regarding scoring could be made to the vehicle manufacturer, or its local agent.
4. ON-CALL COMMITMENT
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Drivers who are "called out" may be inclined to drive faster than normal to their destinations. Research
clearly shows that fast driving is directly linked to road traffic accidents.
5. TOTAL RISK SCORE
The lowest possible Total Risk Score (A + B + C) is 1 and the highest possible score is 5.
6. RISK PRIORITISATION
Actions to address risk should be prioritised according to the score, i.e. the higher the score, the sooner
that risk should be reduced. To prioritise, go back to the original assessments to see how each individual
aspect of each section was rated. So, for example, an assessment which shows very high and high ratings
for all the aspects of "Driver Risk" requires action before one which shows only one aspect as very high.
7. PROPOSED RISK REDUCTION MEASURES?
For any risk assessment to be complete, control measures need to be proposed and put in place.
Some control measures may be obvious others may need a multi-disciplinary team approach, where other
colleagues in the team contribute to the suggested controls.
Control measures can also be determined by looking at legislation, legal guidance or even industry web
sites, such as BRAKE, the driving charity.
In some instances, there may need to bring in a subject matter expert, such as the lease car manager, risk
manager, the RAC, AA or even the Police.
Control measures
Typical suggested control measures for driving at work can be extracted from this policy.
These may include controls such as;
□ Medicals for your drivers
□ Advanced motoring classes
□ Mandatory vehicle checks
□ Documentation checks
□ Forbidding the use of mobile phones, smoking, blackberry’s, etc
□ Equipping drivers with first aid kits, warning triangle, torches, cameras, etc
□ Stating the maximum number of hours that a staff member can drive in any one day
□ The vehicle meets a minimum safety standard, such as air bags, ABS, traction control, etc.
□ Drivers report all accidents and near misses
This list is not exhaustive and the control measures should always address any hazards identified.

Appendix 2 (cont)

OCCUPATIONAL ROAD RISK ASSESSMENT RECORD

INITIAL INFORMATION
Driver Name:
Staff Group: *

Date:
Nursing / Medical / Dental / A & C / Estates / Ancillary / Senior Manager / SW, OT,
PAMS, Psychology / Corporate

Job Title:
Vehicle Driven:
*

Lease Car/ Pool Car/ Hire Car/ Other Trust Vehicle / Own Car

Work Base
Address:
Line Manager:
*Please delete those not applicable
Please see notes attached before completing the scoring and circle an answer to every question in
each section. The section score is the highest score recorded in that section.
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SECTION 1
Driver Risk

Very Low

Low

Medium

High

Very High

Score = 0.5

Score = 1

Score = 1.5

Score = 2

Score = 2.5

51-60

31-50 or > 60

22-30

17-21

11-15 years

6 -10 years

2-5 years

< 2 years

1-2

>2

Age
No of years driving
licence held

> 15

Serious crashes in last 3
years (Refer to Trust
Incident Grading Matrix)

0

Minor crashes in last 3
years (Refer to Trust
Incident Grading Matrix)

0

Driving convictions in
last 5 years

0

Medication used
Training

1-2

>2

1-2

No

Yes

Advanced
driving

Defensive
Driving

>2

Basic Driving
Licence
Section Score
(A)

Driver Risk Score

SECTION 2
Very Low

Low

Medium

High

Very High

Score = 0.3

Score = 0.6

Score = 0.9

Score = 1.2

Score = 1.5

Total Miles driven per
year

< 5000

5,001 15,000

15,001 50,000

> 50,000

Average time driving per
day (Including
Commuting)

< 1Hour

1 - 3 Hours

3 - 6 Hours

>6Hours

Average length of
working day

< 8 Hours

8 - 10 Hours

11-12 Hours

> 12 Hours

Time spent driving

Nil

Up to 1 hour

1 - 2 Hours

No

Yes

Journey Risk

> 2 Hours

12am – 6am
On Call Commitment

Section Score
(B)

Journey Risk Score
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SECTION 3

Vehicle Risk
Engine capacity – cars &
vans

Very Low

Low

Medium

High

Very High

Score = 0.2

Score = 0.4

Score = 0.6

Score = 0.8

Score = 1

< 1,400cc

1,401 - 2,000
cc

> 2,000cc

ABS fitted

Yes

No

Front air bags fitted

Yes

No

Side air bags fitted

Yes

No

High level brake light
fitted

Yes

Vehicle Euro NCAP
Score

5

No
3-4

0-2
Section Score
(C)

Vehicle Risk Score
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SECTION 4
Total Risk Score (A + B + C)
RISK BANDING where TOTAL RISK SCORE = 1 -1.5 Very Low
1.6 - 2.5 Low
2.6 - 3.5 Medium
3.6 - 4.0 High
4.1 - 5.0 Very High
SECTION 5
RISK PRIORITISATION
Risk Band (i.e. Very Low, Medium,
High, etc)

Wherever possible action should
be taken to reduce risk

Does anyone Section score highly on
most/all aspects? (Yes / No)

Consistently high scoring
indicates action should be taken
to reduce this risk

SECTION 6
Proposed Risk Reduction Measures
i.e. conference calling, video conferencing, meetings arranged outside of peak hours, combined
activities in same area on same day.

Signatures:

Employee
Line Manager

Date:
When completed place original in Employee's Personal File and send copy to: The Risk and Safety Team.
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Appendix 5

Driving at Work – Staff Guide list (Page 1 of 1)
MANAGER
Please complete this with each of your staff who are expected to drive on Trust business and file
in supervision folder.
I have discussed the following with my staff member ……………………………………….…….
Name of Staff Member

Fitness to drive
Driver checks and qualifications
Driving standards
Caring for vehicles
Wearing seatbelts
Alcohol, drug abuse and smoking
Using mobile phones
Driving hours
Lone working
Emergencies – Break-down, puncture, illness of the driver en-route
Vehicle safety and security
Vehicle checks what is required.
Authorised drivers
Business use of employee owned vehicles
Reporting incidents and near misses
STAFF MEMBER
I am satisfied that I am aware of procedures governing work related driving activities
Sign ……………………………………………….

Date……………………………

For detailed guidance on completing this checklist refer to Section 4 of this policy.
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Appendix 6
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Appendix 7
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Appendix 8

Guidance for vehicle use - Covid 19
Social distancing in vehicles
Objective: To maintain social distancing wherever possible between individuals when in
vehicles.
• Avoid multiple occupancy vehicles where safe to do so.
• Vehicles should not be shared if possible.
• If it is not possible to keep a 2m distance in a vehicle, consider additional safety measures.
Steps that will usually be needed: Devising mitigation measures where workers have no
alternative but to work within 2m to minimise the risk of transmission, including:
• Clear signage to outline social distancing measures in place.
• Single person or contactless refuelling where possible.
• Using physical screening, provided this does not compromise safety, for example, through
reducing visibility.
• Sitting side-by-side not face-to-face and increasing ventilation where possible. Using a
fixed pairing system if people have to work in close proximity, for example in a vehicle.
Making sure vehicles are well-ventilated to increase the flow of air, for example, by opening
a window. Ensure regular cleaning of vehicles, in particular, between different users.

Accidents, security and other incidents
Objective: To prioritise safety during incidents. Steps that will usually be needed
• In an emergency, for example, an accident, fire or break-in, people do not have to stay 2m
apart if it would be unsafe.
• People involved in the provision of assistance to others should pay particular attention to
sanitation measures immediately afterwards including washing hands.

Providing and explaining available guidance
Objective: To make sure people understand what they need to do to maintain safety.

Steps that will usually be needed:
• Providing guidance and explanation on social distancing and hygiene to passengers, such a
taxi customer, when they enter the vehicle.
• Understanding the protocol for collecting and distributing goods across different locations
and agreeing these in advance.
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• Regularly briefing drivers and temporary staff, communicating to customers and providing
in-vehicle guides and reminders for passengers and staff.

Keeping the workplace clean
Objective: To keep the workplace clean and prevent transmission by touching
contaminated surfaces.

Steps that will usually be needed:
• Frequent cleaning of work areas and equipment between uses, using your usual cleaning
products.
• Frequent cleaning of objects and surfaces that are touched regularly, such as door handles,
fuel pumps and vehicle keys, and making sure there are adequate disposal arrangements.
• Encouraging workers to wash hands before boarding vehicles.
• Retaining sufficient quantities of hand sanitiser / wipes within vehicles to enable workers to
clean hands after each delivery / drop-off.
• Clearing workspaces and removing waste and belongings from the vehicle at the end of a
shift.

Full guidance can be viewed at
https://assets.publishing.service.gov.uk/media/5eb96cd6d3bf7f5d3a907e58/working-safelyduring-covid-19-vehicles-030720ii.pdf

Protocol for cleaning vehicle
The Journey

Consider the necessity of the journey
Does the journey need to be made by vehicle are alternatives such as walking or cycling a
better option?
If the journey requires multiple stops or a change in passenger re-apply these
protocols
Re-evaluate when making a drop off, temporary stop, or collecting additional occupants
Consider luggage and packages
Apply hygiene and sanitising guidance to any luggage or package introduced to the vehicle
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Driver & Passengers

Consider how many passengers are necessary in the vehicle. Can their journeys be made
separately?
Where possible distance the driver and passenger by using the near side rear seat, increase this distance in
vehicles with more seats

Avoid facing each other

Keep the vehicle ventilated by having the windows open

Driver and passengers should adhere to workplace guidance for hygiene and PPE before entering the vehicle,

Face masks can be used when safe to do so and when not obscuring vision.

The vehicle
Clean with appropriate sanitising materials all exterior touched services before and
at the end of all journeys
 All door handles, including the boot
 Body work around the doors, most people will hold the top of a vehicle to enter
and exit
Use approved sanitised wipes to clean surfaces inside the vehicle, concentrate on
areas regularly touched before and at the end of all journeys









Seatbelts and buckles
Steering wheel
Gear levers
Switch gear
Radio dials
Touch screens
Cup holders
Phone and sat-nav cradles

When available spray to disinfect upholstery type before and at the end of every journey

Consider all seats that have been used by passenger and driver and any item of package
that has been transported and any load compartment.
Non-emergency patient Transport Cleaning
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Operational staff are responsible for cleaning the vehicle and associated
equipment between each patient conveyance. This should include cleaning
surfaces/medical equipment which have been used in the treatment of patients and
spillages of body fluids, together with the safe disposal of consumable items.
The cleaning procedures should be carried out as soon as possible after the
patient has been conveyed and care handed over. Where there is a two person
crew, cleaning should be undertaken by the driver of the vehicle, leaving the
attendant to finalise any outstanding matters of patient handover or patient record
completion.
In some circumstances it may be necessary for higher level cleaning/disinfection
and/or taking vehicles off the road to do this. It is important that vehicles are not put
out of use unnecessarily by having an inappropriately complicated response to
relatively low risk and common spillage incidents, hence a dynamic risk assessment
should be carried out and advice sought from the IPC Team if appropriate, before
taking a vehicle off the road

Declaration: Workplace guidance for hygiene
and social distancing has been explained to me.
I'm aware where to find necessary PPE and hand
wash facilities.

Signed:

________________________________________
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Fleet Appendix 1
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Fleet Appendix 2
GMP Driver Licence Check Guide – Pool Vehicle Users Only

1. Upon the receipt of the below email from dutyofcarechecks@gmpdrivercare.com, open the
attachment and complete the D906 form (this attachment is shown circled below in red). Once
completed save this later. Please note that this form can be completed either digitally or by hand.

2. Next, click on the on the secure link contained within the email to proceed (circled below in red).
This will open the online application form in a new screen.

3. The first screen is a security one. You will see the token box is filled out for you but for security
purposes, you will need to work out the simple maths question and type in the answer (example
below 71-1 = 70), once filled out press the ‘continue’ button (circled below in red).
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4. On the next screen shown below, you will be prompted to confirm whether your personal
information is correct or not (including last name, first name and work email address). Once you
have answered these questions, press ‘next’. If any information is incorrect please notify GMP
Drivercare via email (dutyofcarechecks@gmpdrivercare.com) to ensure your file is updated.

5. The next screen asks you to enter your driving licence number which is detailed on the front of your
driving licence and you are then prompted to upload your D906 form that you completed earlier by
clicking on the green ‘upload files’ button (circled in red).
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6. Click on ‘select file’ button (circled in red).

7. Click on the file name that you saved your completed D906 under. For example, our document is
named Digital D906 (circled in red).
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8. Click on the ‘open’ button (circled in red).

9. When you see the message ’file has successfully been uploaded’, proceed to click the ‘save
changes’ button (circled in red)
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10. Click on the ‘next’ button (circled in red).

11. The following confirmation message will be shown on screen and you will also receive a
confirmation email as illustrated below.
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Fleet Appendix 3

Your Trust Vehicle - Compliance
Pack
Contents
1. Introduction
2. Policy
3. The Driver
Annual Licence check
Annual driver declaration
Excluded Drivers
4. The Vehicle
Maintenance log

Vehicle Itinerary
5. The Journey
Risk assessment
6. Returning the vehicle and replacement
7. Audit
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Introduction

Sussex Partnership NHS Foundation Trust (the Trust) takes extremely seriously the health, safety and
welfare of its entire staff. It recognizes the risks to staff that need to drive in connection with work and is
committed to the prevention of injury, loss of life and damage to property from work-related driving
incidents
This pack has been created to support the designated responsible person for a trust pool car. It does not
replace the Driving Safely at Work Policy but will support a designated manager of a vehicle in complying
with it.
As an employer we've a legal responsibility and have a duty of care for the driver, their journey and their
vehicle while driving at work.
To ensure we meet our legal obligations and maintain best practice this pack has been developed as a
guide for teams that regularly use a pool car.
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Policy
All managers should read the Driving Safely at Work Policy & Procedure; this can be viewed on the
Intranet. Please ask all drivers of your vehicle(s) to read the policy. The aim of this pack is to ensure that
each team has the necessary tools to meet the requirements of the policy and maintain the appropriate
records.

Duties
All Managers

• Responsible for ensuring that all their staff who drive on work related business are aware of this
policy

• To complete a Localised Risk assessment/ Procedure on behalf of all staff whom drive for work.
Ensure this assessable for all staff and any amendments shared, this is required for review this at least
annually and compliance will be Managed by the localised safety committee.
• Complete an Occupational Road Risk Assessment Record on all members of staff and ensure it
is reviewed annually or whenever the driving activities of their staff change or their fitness to
drive changes
• Put into place procedures and safe systems of work to eliminate or reduce the likelihood of
work-related driving incidents to their staff

• Ensure that the requirements of this policy are met and maintain appropriate records.
• Ensure that their staff groups and individuals identified as drivers who drive on Trust business
are given appropriate information on what is expected of them as Trust drivers. and complete
the driver’s checklist with all staff members (Appendix 4).
• Ensure that appropriate support is provided to staff involved in any incident associated with
work-related driving.

• Ensure that appropriate support is provided to staff, whose driving license has been withdrawn
(for medical reasons or other reasons), cannot continue to use a vehicle for work-related driving.

• Ensure that all accidents incidents and near misses are reported Via the trust Incident
reporting system

• Refer to the relevant Workforce Policy if any aspect of driving at work may be affecting their
staffs’ ability to carry out their normal duties.
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The Driver
Before allowing a member of your team to drive the pool vehicle please use this check list, records are
required to be kept for each driver. This can be part of a Supervision or Appraisal.
1. Initial driving licence check -team manager or appointed person to take a photo copy of Employee
Driving licence and place into allocated Personal file, Email to be sent to Fleet manager to request
official licence checks Mark.gordon@sussexpartnership.nhs.uk
The licence is to be checked for.
Photo card, renewed every 10 years and show a true likeness.
Valid, check expiry date, make a note for re-check if due to expire.
Full or Provisional, Learner drivers are not permitted at any time.
Classification, Driver must have the correct classification for the vehicle they will be driving.
Penalties, Endorsements & Convictions, Doe's the licence have more than 6 points? The
driver may be required to submit a licence check more often.
 Licence codes, on the back of the photo card there may also be codes identifying specific
conditions that the driver must meet in order to be eligible to drive.







2. Read and Sign
 The Driving at work - staff guide list - (Appendix 4. Driving Safely at Work Policy & Procedure,
copy included in this pack)
 The Fleet Vehicle Protocol Document - (Copy in pack)
3. Ensure that the driver is familiar with the Driving Safely for Work Policy.

Excluded Drivers
(Trust vehicles) The following people are specifically excluded from driving Trust vehicles:
 Anyone who does not hold a full (or short term), valid UK driving licence for the category of vehicle
being driven (or who does not have a relevant foreign or international licence that allows them to
drive in the UK).
 Anyone who suffers from a condition that would disqualify them from holding or getting a relevant
current driving licence.
 Anyone who has a current conviction for a motoring offence in the following categories: □
dangerous driving, causing death by dangerous driving, or manslaughter. □ driving under the
influence of drink and drugs. □ any other offence (or combination of offences) which has or might
result in disqualification.
If any assistance is required or you believe the driver may be excluded from using a Trust vehicle please
email or speak with the Transport and Logistic Manager.
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The Journey
All staff must:
Before undertaking a journey consider potential hazards including weather conditions, your own fitness
to drive, distance, etc. It is your responsibility to tell your manager if driving is hazardous for any reason.
Ensure the car you are driving (whether your own or leased) is fit for purpose. Consider your own
fitness to drive, travel times, and ensure the requirements of the Highway Code and your licence under
the Road Traffic Act are met.
 To ensure compliance include in the driver's annual check, visual inspection of all trust fleet
vehicles is required prior to any use by the driver using the prompt sheets located within the
car and any defects reported to line manager.
 All drivers should ensure that they are fully conversant with all aspects of the operation of the
vehicle prior to setting off on a journey. This shall include all adjustments, controls, filling & charging
points and level checking.
 It is a legal requirement to know who is driving a trust vehicle at any given time, to ensure that
when requested this information is available a log book must be kept of all drivers and their
journey; it will include their destination and mileage. All teams operating a vehicle need to ensure
that this log is maintained and kept for record.
A version of a driver log is provided in this pack - appendix 2
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Journeys for different teams will vary considerably and therefore any Journey guidance will be bespoke
to the requirements of that team and this should be considered when discussing a journey plan.
This planner from ROSPA offers a driver and manager guidance.
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The Vehicle
All pool vehicles have been sourced from a fleet provider who in turn may have appointed a lease
company to supply the vehicle. All lease contracts include maintenance.
For servicing, repairs and maintenance please refer to the handbook supplied with the vehicle.
 Emergency numbers for recovery and roadside assistance should be kept readily available within
the vehicle and on file at the vehicles' base.
Cars sourced from NHS Fleet Solutions include insurance, all required telephone numbers will be in the
Driver Handbook received on delivery.
 It is advised to keep these numbers in the vehicle in the form of a 'bump' card should the driver
need to advise the insurers of an incident. All incidents should be reported immediately or
when safe to do so.
In the event of an incident please note the policy reporting guidelines.
The responsibility for the roadworthiness of the vehicle is a legal requirement of all users. In addition to the
pre-journey checks a maintenance check is required to be completed and documented weekly, this needs
to be retained for record.
 A maintenance check sheet is included in this pack. This needs to be completed and documented
on a 4-weekly basis by the allocated person and retained with the driver log within the vehicle file.
(Appendix 3)
All trust lease vehicles will be tracked ensuring we meet national standards of driver safety and the following
information will be gained to assist in
improving our road safety and identifying arears for improvement,
reduce the volume and severity of vehicle incidents and injuries,
minimise exposure and protect against Fraudulent motor claims,
Improve fuel consumption and reduce co2,
improve visibility of vehicles allowing us to locate vehicles nearest jobs/ tasks/ sites,
Capture and monitor Mileage for proactive vehicle maintenance,
reduce maintenance costs and minimise vehicle damage, wear and tear.

End of Contract/Change of vehicle

The Driver Handbook will contain information regarding the return of the vehicle at the end of lease.
Charges are incurred for damage, reinforcing the requirement for regular care and maintenance of the
vehicle.
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Please notify the Transport and Logistics Manager Mark.gordon@sussexpartnership.nhs.uk to
explore options and to precure your new lease vehicle,

To support the Trust commitment to lower emissions consideration to the vehicles environmental impact
should be a priority during any decision-making process. For guidance and assistance please contact the
Transport & Logistics Manager in Estates and Facilities.
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Audit
To ensure robust compliance with our legislative
requirements for running motor vehicles please
can a scanned copy of,
 The vehicle Mileage and driver record
 The Maintenance/vehicle check sheet

Be sent every six weeks to
Mark.gordon@sussexpartnership.nhs.uk
Keep an annual record of

 All existing and new driver licence checks
 Signed Annual journey risk and staff guide.
 Collision and incident log
Enforcement agencies can request these documents
at any time. They must be maintained and readily
available when required.
Site visits can be organised
implementation of these processes.

to

support
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Trust Vehicle Mileage & Driver record

Registration No.,
Location &
Department
Month/ Year
Millage at start of
Month

I+
Date

Driver

Mileage reading at
end of journey

Driver Signature
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4 weekly Managers Vehicle Check Sheet
I+
Location& Department

Registration No.

documented Checks to be completed by team manager or allocated person and must be undertaken on a monthly basis and Millage sheets replaced and filled □

Date

Oil Level

Water
Level

Screen

Wash

Lights

&

Wipers

Tyre
Pressures

Tyre
Tread

N/S/F

Tyre

Tyre

Tyre

Tread

Tread

Trea,d

0 /S/F

Nl/S/ R

0/S/R

Washed &
Vacuumed

Damage

Drive r s Name
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Driving at Work – Staff Guide list (Page 1 of 1)

MANAGER
Please complete this with each of your staff who are expected to drive on Trust business and file in
supervision folder.
I have discussed the following with my staff member ........................................................ Name of Staff
Member Fitness
to drive
Driver checks and qualifications
Driving standards
Caring for vehicles Wearing
seatbelts
Alcohol, drug abuse and smoking
Using mobile phones
Driving

hours

Lone working
Emergencies – Break-down, puncture, illness of the driver en-route
Vehicle safety and security
Authorised drivers
Business use of employee owned vehicles
Reporting incidents and near misses STAFF
MEMBER
I am satisfied that I am aware of procedures governing work related driving activities
Sign ………………………………………………..

Date……………………………

For detailed guidance on completing this checklist refer to Section 4 of this policy
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Fleet Appendix 4

In car vehicle check prompt sheet
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(Fleet Appendix 5)

GUIDELINES FOR USING CTRACK ONLINE TRACKING SYSTEM
This document has been produced with the participation of the Joint Consultative Committee to
safeguard the interest of individual members of staff, SPFT and the future business development
of the organisation.
The system installed in company vehicles is Ctrack Online, supplied by Ctrack. Monitors will be
installed in all vehicles, including those who already have a tachograph fitted.
The system will be switched on 24 hours per day although it will not be closely monitored all of that
time. These guidelines comply with the Data Protection Act 1998 as amended from time to time.
The ‘General Instructions’ for driving, maintaining and taking the vehicle home arrangements will
be amended to reflect these guidelines. It will include an allowance for variation of route during
travel to and from work.

SAFETY AND SECURITY ISSUES
The system will be used to protect the wellbeing of individual employees as far as is reasonably
practical whilst at work or on duty.
The system will be used to locate individual employees where direct communication has been lost
whilst at work or on duty.
The system will be used for the protection and security of vehicles, plant and equipment.
The system will be used to ensure the vehicle is protected when not in use and/or when parked
overnight, on weekends, on public holidays or during other periods of absence from work.
The system will be used to ensure vehicles leaving the works premises do so with the appropriate
approval.
The system will be used to monitor and maintain technical, financial and administrative data,
aimed at reducing costs and providing better experience for our service users. It is not intended
that the system will be used to determine schedules of rates or values.
The system will be used to locate stolen vehicles.
The system will be used to promote different management organisational improvements.

VEHICLE USE ISSUES
The system will be used to investigate third party allegations. Any information generated by the
system which is used in these investigations may, at the Company's sole discretion, be shared
with the employee(s) concerned.
Any employee misconduct issues identified as a result of monitoring the system will be promptly
dealt with at a local level and the Company's disciplinary procedure may be instigated if
appropriate.
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The system will be used to closely monitor vehicles where misuse has occurred, for an appropriate
period of time thereafter.
The system may be used for determining matters of fact for any relevant Serviceteam procedure,
the purpose for which is to promote the legitimate business interests of the Company. This
information will be shared with the employee(s) concerned upon reasonable request.
The system will not be used to purposely scan for vehicle misuse or for conduct issues inside the
working areas during the normal working day.
The system will not be used for entrapment.
SUBJECT ACCESS REQUESTS
Each employee is entitled to be informed of the data being processed about him or her, subject to
the Company receiving a written request from that individual.
Information produced by the system about an individual will not generally be released to a third
party without the prior knowledge and consent of the individual concerned, except where permitted
or required by law. In addition, for some external agencies such as the police and fire service,
there is, in particular circumstances, a legal requirement for such information to be released.
Information produced by the system will be held on a readily accessible format for a period of
three months and then archived for up to [one] year[s].
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