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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 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.
Key Policy Issues:
Identifying and assessing risk
Identify responsibilities
Managing the risks
Reporting and recording incidents
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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 complete Appendix 1 (Journey Risk Assessment checklist) for
each driver for their typical journeys. Complete at least once a year.

2.

Once the checklist is done, complete Appendix 2 for all members of staff who travel
regularly on Trust business. Complete this 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).

All Staff must:
4.

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.

5.

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.
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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 designated place of work.
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 its workers.

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 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 workrelated driving activities for the Trust, including drivers of leased-cars, employee
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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.
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:

1.5

•

The Highway Code

•

Road Traffic Regulations Act – 1984

•

Health & Safety at Work etc Act – 1974

•

Management of Health & Safety at Work Regulations – 1999

•

Workplace (Health, Safety and Welfare) Regulations - 1992

•

Working Time Regulations – 1998

•

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

•

Driving at Work INDG382

•

Workplace Transport Safety HSG136

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 taken into account 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.

•

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
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2.

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 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 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 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
work-related 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
•

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.

•
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3.5

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

•

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 having to
resolve issues arising.

•

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

All Managers
•

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

•

To complete a ‘Journey Risk Assessment Checklist’ on behalf of staff who
have to drive on work related activities for the typical journeys’ they are
expected to undertake. Share this with staff and to review this at least
annually. (See Appendix 1)

•

Complete an Occupational Road Risk Assessment Record on all members
of staff and reviewed annually or when ever 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 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 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.

•

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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3.7

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

•

condition of the vehicle,

•

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.
Guidance on musculo-skeletal conditions associated with driving can be sought
from Occupational Health or Risk and Safety.

4.

PROCEDURE

4.1

Managing the Risk
All Team, Ward, Home and Department managers must refer to this Policy when
formulating their own Local Driving Safely Procedure and put a Local Driving
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Procedure in place that provides specific guidance for staff on managing work
related driving activities, relative to their current role and the role of the team.
This will include guidance on journey risk assessment and details of procedures to
follow in the event of a work-related driving incident.
4.2

Assessing risk
Risk assessment must identify who will be affected and how, and the control
measures which are needed to eliminate or reduce the risk to the lowest level
reasonably practicable.
An ‘Occupational Road Risk Assessment’ must be carried out on all staff who are
required to drive, in connection with their work for the Trust. The assessment must
involve identifying all potential hazards and the risks associated with specific workrelated driving activities.
Managers have a duty to ensure that driving activity risk assessments are carried
out and that they are formally recorded on the Trust risk assessment form,
communicated to the staff member and shared with relevant others.
The risk assessments that will need to be completed are;
•

Journey Risk Assessment Checklist (Appendix 1). This needs to be
completed by the team manager as a generic assessment of the typical
journeys the team will be expected to undertake.

•

Occupational Road Risk Assessment Record (Appendix 2). This needs to
be completed on all members of staff who drive on Trust business.

For further information on the principles of risk assessment, see the Trust’s Risk
Management Strategy and Policy. Reference should also be made to the New,
Expectant & Nursing Mothers Policy and Procedure.
All drivers must carry out a self assessment before beginning any journey. This
will include assessing the journey to be undertaken, weather conditions, condition
of the vehicle, distance of travel, planned route, and their own fitness to drive.
If the driver judges that any of these factors present a risk to their safety, or that of
other road users or pedestrians, the staff member must not undertake the journey
and discuss their concerns with their manager or supervisor.
4.3

Specific Measures
Specific measures to include in local procedures to help reduce risks are included in
the following sections:

4.3.1 Fitness to Drive
•

Any member of the Trust staff who is required to drive in connection with their
work must be physically and mentally fit to do so safely in accordance with the
terms of their driving licence. If in doubt consult your GP and the DVLA. As
part of the risk assessment process fitness to drive needs to be assessed
given notification of medical conditions. (ref: DVLAs Guide for Driving
Standards for Medical Practitioners).
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•

Staff do not need to disclose any disability unless they hold a work related
driving role.

•

If a staff member has a disability that prevents them driving in a role where this
is deemed essential (for example rural areas) and a carer, friend or relative is
to drive, then they must discuss this with their manager. The statutory agency
Access to Work and Motability (www.motability.co.uk/main.cfm) can provide
some guidance and support. (See 4.3.2 below for lease cars. For own vehicle
you must also discuss this with your insurance company)

•

Trust drivers must report to their manager immediately, any permanent or
temporary impairments which could affect their ability to drive as this may
affect the staff members or other people’s safety, as well as their insurance
cover.

•

Managers must be alert for signs of ill-health and stress which could impair the
ability of staff to drive safely.

•

It is the drivers’ duty to ensure that their eyesight meets the minimum
requirements laid down in the Highway Code.

•

Any person driving who is over seventy years old must consult with the DVLA
on the legal requirements to continue.

•

'Notifiable' medical conditions and disabilities include epilepsy, strokes and
other neurological conditions, mental health problems, physical disabilities and
visual impairments. There is information about how to tell the DVLA in
the general motoring section of Directgov.

•

The research charity Ricabilit publishes booklets aimed at motorists with
particular needs, including motoring after amputation, receiving a brain injury
or having a stroke, and motoring with arthritis, cerebral palsy, multiple
sclerosis or restricted growth.

4.3.2 Authorised Drivers (Lease Cars)
The vehicle may only be driven by:
•

The employee to whom the vehicle is allocated (see note below).

•

His or her spouse/partner (provided authority has first been obtained in writing
from the director / manager concerned). Non-employees must be made aware
of the conditions of use associated with lease cars.

•

Any other authorised Trust employees whilst on Trust business.

•

In an EMERGENCY (i.e. a situation where the authorised driver is unable to
drive through accident or ill health) any other licensed driver, subject to verbal
permission wherever possible from the Driver.

•

Vehicles must NEVER be driven by learner drivers.

4.3.3 Business Use of Employee Owned Vehicles
Employees may only use their private vehicles on Trust business if:
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•

the driver has a valid and current licence for the class of vehicle they will drive

•

the vehicle is insured, by the owner, for business use (if claiming business
miles, the person insuring the vehicle must inform their insurers they are
travelling for business purposes)

•

the vehicle is regularly maintained and serviced, and has a current MOT
Certificate where applicable

•

the vehicle must be taxed

•

4.3.4 Driver Checks and Qualifications

All vehicles –
•

Drivers may only drive vehicles for which they hold appropriate vehicle
classifications on their licence. Drivers must refer to the DVLA if unsure of
which category they hold.

•

Holders of non UK Licences must be able to satisfy their manager that their
licence entitles them to drive in the UK for the class of vehicle they are driving.

•

All drivers of Trust owned vehicles and those on the Trust lease car scheme
must have a full and current UK driving licence appropriate to the class of
vehicle being driven.

Minibuses –
•

Drivers (up to eight seats) must be over 25 years of age and have a full and
current driving licence. [Drivers who passed their ordinary driving test after 1
January 1997 (in other words, category B) may not drive any vehicle with more
than eight seats, not including the driver].

•

Minibuses with over eight seats, drivers must also have passed a further test
allowing them to drive vehicles in category D1 (passenger vehicles with
between nine and sixteen seats).

Staff owned vehicles –
•

Managers must undertake an annual check of staff who drive on Trust
business which must include, driving license, insurance certificate, and Mot.

•

The manager must see the original documents, and the driver and the
manager should sign a driver declaration form (Appendix 3) which should be
kept in the staff members supervision file.

•

In cases where the license or insurance details or Mot (as appropriate) do not
appear to be in line with requirements of the Road Traffic Act, the staff
member must be informed by their manager that they are not allowed to
continue to drive on behalf of the organisation.

It may be necessary to provided Human Resources and / or Staff Side support to the
staff member.
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4.3.5 Change in driving status
Staff must inform their manager about any changes in the status of their licence or
their health that could affect their continued driving.
The Trust or an agent on behalf of the Trust may check their records with the DVLA.
Prior approval to check records with the DVLA will be sought from the employee.
Staff who have been excluded from driving duties on Trust business may be reinstated following confirmation of fitness to drive and / or proof of the re-instatement
of the individual’s licence by the DVLA. Prior approval to check records with the
DVLA will be sought from the employee.
4.3.6 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 or drugs.
□ any other offence (or combination of offences) which has or might result in
disqualification.

If the Trust becomes aware of any pending prosecution it can exercise the right to
suspend staff from driving duties whilst awaiting the outcome of the prosecution. It
is the duty of all employees to report any pending prosecutions.
4.3.7 Driving Standards
Under the Road Traffic Act drivers are legally responsible for their own actions on
the road and for keeping to all traffic regulations. We consider our staff to be
ambassadors for the Trust. Their behaviour while driving is a reflection on our
corporate image. As such, the Trust expects drivers to be courteous and to follow
the Highway Code and other driving laws and regulations.
4.3.8 Physical Health
It is a requirement that you provide all details of any defective vision, hearing, or any
disease or physical / mental infirmity necessitating the use of mechanical aids or the
prolonged use of drugs to the DVLA.
The law and the Highway Code represent the minimum standard expected of all
drivers and, where you have certain discretion in its application, you should always
employ the safest practice. An example of this is that whilst at work you should
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under no circumstances drink any alcohol.
If there are any doubts about your fitness to drive on work related business, these
should be discussed between the staff member and their manager and further
advice sought from Human Resources on how to proceed i.e. possible occupational
health referral to determine fitness to drive.
Unless a course of treatment has been prescribed by a medical practitioner, drugs
must not be taken by an employee except routine non-prescription drugs when
taken in accordance with the manufacturer’s instructions. Drivers are likely to be
committing a criminal offence by driving whilst impaired from the use of prescribed
or over the counter medicines that they know or are known to affect driving ability.
It is recommended that you have an eye test every two years and that where
prescribed you must wear glasses for driving at all times.
4.3.9 Wearing Seatbelts
All drivers and anyone in a vehicle must, by law, wear a seatbelt.
It is the responsibility of the driver, but also the duty of any staff member, to make
sure that anyone in a vehicle used for NHS business purposes is wearing a
seatbelt.
If a passenger refuses to wear a seat belt they should not be transported in the
vehicle.
Regulations under the Road Traffic Act oblige all drivers and passengers in the front
and rear of motor vehicles to wear seat belts.
(There is an exemption for anyone holding a valid certificate signed by a medical
practitioner that it is inadvisable on medical grounds for him or her to wear a seat
belt. Ref: Medical exemption from compulsory seat belt wearing – Department of
Health Nov 2006).
4.3.10 Vehicle Checks
It is recommended that all drivers carry out the following checks daily and
mandatory that they carry them out on a weekly basis
•

Tyres – tread depth, wear and correct pressure

•

Lights – all lights are working correctly, lenses not cracked or broken

•

Glass – clean and the windscreen free from chips in the driver’s line of sight

•

Washers and wipers – operating correctly

•

Oil, coolant and brake fluid levels – all correct

•

Vehicle damage – this must be reported (Trust own/and lease vehicles only)

The Head of Procurement and members of their team, as well as the Risk and
Safety Team, will carry out safety checks on all Trust vehicles, and vehicles used on
Trust business where it has been reported that there are concerns about vehicle
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road worthiness.
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 points and level checking. The journey risk assessment
should also be carried out.
4.3.11 Caring for Vehicles
Under the Road Traffic Act it is the driver's responsibility for ensuring vehicle they
drive on public roads is roadworthy. If there is any doubt about a vehicle's
roadworthiness, it must not be driven on public roads or our sites until the problem
has been rectified.
4.3.12 Alcohol, Drug Abuse, Smoking
Driving while under the influence of alcohol or illicit drugs is illegal. Employees
should not consume any alcohol or take illicit drugs whilst on Trust business.
Staff should tell their manager if, at any time, they have to take prescribed drugs
that may affect their ability to drive and advice should be sought from occupational
health.
From 1st July 2007, the law requires that any vehicle used by more than one person,
even if intermittently, in the course of paid work to be ‘smoke free’ (except
Scotland).
All Trust employees that drive a Trust vehicle or lease car should ensure that their
vehicle is smoke-free at all times. This applies to any employee, whether it is used
primarily for business or private use, as it is possible that the car may have to be reallocated at some point.
The Road Safety Act also requires drivers not to endanger themselves and others
through carrying out distracting acts whilst driving such as eating and drinking.
4.3.13 Using Mobile Phones
The Trust's policy on the use of mobile phones while driving is guided, first and
foremost, by a concern for the well-being of our staff and other road users. Driving,
whilst talking on a mobile phone, is distracting and can lead to accidents. You
cannot be in full control of your vehicle if you are using a hand-held mobile phone
while driving.
It is an offence to drive whilst using a hand-held phone.
Whilst on Trust business you must never use a hand-held phone while driving. The
Trust recommends that it is best not to use a hands-free phone while driving but
that you use a message service and take regular breaks finding a safe place to park
to make a call or receive messages.
4.3.14 Blackberries, Smart Phones and PDA’s
It is illegal for a driver to use any hand held devices, such as a Blackberry, smart
phone or a PDA while they are in a car with the engine running. This includes
waiting at traffic lights or when stuck in traffic. As such, the use of these, or similar

Page 14 of 29

Driving Safely at Work Policy & Procedure

electronic devices, is not acceptable.
4.3.15 Satellite Navigation
Any visual distraction whilst driving can compromise the safety of the driver.
Satellite Navigation however is a useful aid, especially for drivers who are regularly
required to visit new areas for business purposes.
Employees should ensure that they do not programme, hold or operate the system
whilst driving and that where possible, only the audio setting is used.
4.3.16 Drivers' Hours and Rest
Tiredness, fatigue and stress can significantly affect safe driving.
Specific legislation applies, namely, ‘The Working Time Regulations’ and ‘The
Tachograph Regulations’.
All drivers must take account of the factors which influence safe driving and the
legislation put in place to minimise associated risks.
All staff driving on Trust business shall not drive / continue driving if they believe
they are unfit to do so.
They must also take a break from driving, of at least 15 minutes, after 2 hours of
continuous driving.
This will form part of the Journey Risk Assessment (See Appendix 1).
4.3.17 Lone Working
Staff driving alone are ‘Lone Workers’ and must therefore comply with the Trust’s
policy on Lone Working, and their local lone worker procedure.
See Trust ‘Working Alone (Personal Safety) Policy and Procedure’ – Procedure,
Section 3, Travelling and Driving.

4.3.18 Emergencies
The Manager and the Team must agree what the process is in the event of an
emergency (breakdown, puncture, illness en-route, etc).
This must be documented in the Team’s Local Driving Safety Procedure.
4.3.19 Vehicle Safety and Security
Any vehicles used in the course of Trust work must be fit-for-purpose (e.g. carrying
loads safely or travelling off-road or in adverse conditions) and properly maintained.
Drivers using their own vehicles for Trust work are responsible for ensuring that
their vehicles are serviced in line with manufacturers’ recommendations and they
may be required to produce records to demonstrate this to their manager.
Managers must also brief staff about the need to minimise the risk of vehicle crime
by selecting safe parking areas and not leaving valuables within view in the vehicle.
Every Trust driver shall carry out periodic vehicle security checks. It is the
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responsibility of managers to remind their staff about the need for such checks.
Incident records demonstrate that leaving valuables, medical bags, patients notes,
coats and even lose change are a trigger for people to break into a car. This may
make any insurance claim invalid and may also be in breach of Trust policy, such as
Information Governance.

4.3.20 Carrying / transporting Service Users, Clients or Patients
Staff should not transport service users without first having assessed the risk of the
service user causing harm or disturbance to the driver (which may impede their
driving ability) or put the driver, any passengers or the service user at risk.
Staff must conduct a full risk assessment before undertaking to transport service
users. The risk assessment must include but is not limited to the following;
•

The risk that the service user may become physically or mentally unwell.

•

The risk that the service user may attempt to leave the vehicle whist in motion.

•

The risk that the service user may attempt to interfere with the controls or
steering of the vehicle whilst in motion.

For these reasons, only service users assessed as low or no risk of the above
should be transported by staff and staff must have insurance cover that allows them
to transport patients / service users.
4.4

Reporting and Recording
Staff must report all driving on work activity incidents / accidents (including near
misses), particularly those that occur on or close to Trust’s premises, in accordance
with the Trust’s Incident Reporting & Management Policy and Procedure.
Managers will ensure that any Road Traffic Accident (Police refer to them as
‘incidents) involving a member of staff driving in connection with work that results in
any of the following is reported immediately to the Risk & Safety Team:
•

Death of an employee or other person

•

Major injury of an employee or other person

•

Unconsciousness for any period of time, of an employee or other person

•

Admission to hospital for more than 24 hours, of an employee.

•

An accident, not covered by the above, which results in employee absence of
more than 3 days from work.

5.0 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 West Sussex PCT Occupational
Health Manager.
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6.0 Equality & Human Rights Impact Assessment (EHRIA)
This policy and procedure will be equality impact assessed in accordance with the
Trust’s Procedural Documents Policy

7.0 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 annually by collecting
feedback from members of the committee on the policy implementation, the
outcomes of risk assessment, and details of any issues raised.

8.0 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.

9.0 Document control including archive arrangements
This policy and protocol will be stored and archived in accordance with the
Procedural documents policy.

10.0 Reference Documents
Department of Health: Medical Exemption from Compulsory Seat Belt Wearing
(Guidance for Medical Practitioners) Nov.2006
DVLA: For Medical Practitioners at a Glance Guide to the Current Medical Standards
of Fitness to Drive Feb.2011

11.0 Bibliography
12.0 Glossary
13.0 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
Working Alone (Personal Safety) policy & procedure
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Appendix 1
JOURNEY RISK ASSESSMENT CHECKLIST (Page 1 of 2)
Managers - This form should be completed at least annually for the range of journeys your staff group or
individuals are expected to undertake. It should be completed by the manager, preferably with the assistance of
local Safety Representatives and Team members. The purpose of this will be to ensure all reasonable factors
for driving at work have been considered as part of the assessment.

Part 1 of 2
Comments

THE VEHICLE Continued
1.

JOURNEY PLANNING

1.1.

Has a Safe Journey Plan been put together covering:



Comments

Start time (i.e. early mornings, nights)?
Finish time (i.e. early mornings, nights)?
Stops?
Adequate rest breaks?
Safest route?
1.2.

Does it take account of:
Environmental conditions (i.e. snow)?
Enough time for breaks?
Restrictions on maximum distances and driving hours?
Times of day associated with fatigue?
Accident black spots?
Traffic conditions?
Number of pedestrians?
Business overruns and hold-ups (i.e. reviewing time of day
for meetings etc to prevent hold up)?
Other factors which might have an effect?

2.

THE VEHICLE

2.1.

Is the vehicle fit for the purpose of the journey, including:
Distance to be travelled?
Load carrying?
Passengers?
The road conditions?
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2.2.

Are staff aware of the recommended pre-journey safety
checks:
Tyres?
Lights?
Windscreens and windows?
Washers and wipers?
Mirrors?
Oil, coolant and battery levels?
Signs of damage?

2.3.

Is the vehicle one with which the driver is familiar,
particularly in relation to:
Seating position?
Mirror settings?
Position of major and minor controls?

2.4.

Does the vehicle have:
ABS (an anti-lock braking system) or other desirable safety
features (for example, driver and load partitions)?
On-board emergency equipment such as a first-aid kit or
fire extinguisher?

3.

THE DRIVER
Does the driver have the appropriate, valid licence for the
vehicle being driven and understand their duties under
road traffic regulations?
Does the driver feel fit to drive the distance/time required?
Are there any personal issues/distractions that may affect
concentration?
Does the driver feel there is a need for any driver training?
Does the driver know what to do in the case of an
emergency (Break-down cover, etc)?
Part 2 of 2
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Appendix 2
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 countryspecific 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).
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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
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
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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 website. Alternatively enquiries regarding scoring could be made to the vehicle manufacturer, or
its local agent.
4.

ON-CALL COMMITMENT
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
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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 amount 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.
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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.
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
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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

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 any one 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 3
DECLARATION IN RESPECT OF MOTOR INSURANCE (Page 1 of 1)
1. Full Name……………………………………………………………………………………………...
2. Occupation and Place of Work …………………………………………………………………………….
3. Contact Telephone Number: Work …….………………………………………………………………….
4. Date of Birth ………………………………………………………………………………………………...
PLEASE SUPPLY A COPY OF DRIVING LICENCE ALONG WITH DECLARATION FORM PRIOR
TO DRIVING NHS VEHICLES AND RETURN TO: HEAD OF PROCUREMENT.
5.

a.

How long have you held a Driving Licence? ………………………………….Year(s)

b.

Type of licence held – European Community and European Economic Area (EC/EEA) *
International * National * i.e. Australian, Canadian, New Zealand, South African etc.
Important: Manual or Automatic Gearbox Test Passed *

* Please Delete as Appropriate

6. a.

Have you been convicted during the past 5 years or disqualified from driving
during the past 10 years with any offence in connection with a motor vehicle
or is any prosecution pending?

YES / NO

b.

Have you been involved in an accident or loss in the last 3 years other than
those resulting in a claim under this policy?

YES / NO

c.

Have you ever been refused insurance or had special conditions or terms
imposed?

YES / NO

To the best of your knowledge and belief do you suffer from any impairment
of vision or hearing?

YES / NO

7. a.

NB Certain disabilities and medical conditions require to be notified to the Drivers Medical Group at the Driver and
Vehicle Licensing Agency (DVLA). See Ministry of Transport Leaflet D100, available from Post Offices. If you
require to notify DVLA, please provide a copy of their response.

Note: If you have answered YES to any of the questions please give Full details below or on a
separate sheet if necessary.

I hereby declare that to the best of my knowledge and belief the answers given are true and correct.
Signature:……………………………………………… Date:…………………………………………
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Appendix 4
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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