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VEHICLE USAGE & DRIVING AT WORK POLICY


Works Vehicle
Bradley Stoke Town Council provides a works vehicle to be used by employees for business purposes only.

Bradley Stoke Town Council will ensure that when choosing a works vehicle to be used on behalf of the council it is entirely suitable for the intended purpose and that utmost importance is placed on safety features.

The works vehicle is a Ford Flatbed Transit. It has manual transmission and is fitted with a tracker and immobiliser. The vehicle registration number is WP22 WRO.

The vehicle is stored at Jubilee Centre, Savages Wood Road, Bradley Stoke, BS32 8HL when not in use.

Bradley Stoke Town Council will ensure that all work vehicles are regularly inspected and strictly maintained using at least the manufacturer’s recommended service schedules.


Authorised Driver
Only employees over the age of 21 that hold a full driving licence valid for driving in the UK may drive the vehicle with the knowledge of the Town Clerk or Deputy Town Clerk/Facilities & Operations Manager.

Anyone wishing to use the vehicle must provide the Town Clerk or Deputy Town Clerk/Facilities & Operations Manager with a copy of their driving licence prior to driving the vehicle.

Employees must notify the Town Clerk or Deputy Town Clerk/Facilities & Operations Manager of any changes to their driving license details as soon as possible, this includes any penalty points and the reason for the penalty, or any health conditions that may affect their ability to drive. Failure to do so could invalidate any insurance cover, and may lead to disciplinary action for employees.

All employees will be required to present their driving documents annually for inspection in addition to two-yearly eyesight checks. 


Works vehicle usage
The works vehicle is for use on Bradley Stoke Town Council business only, NOT personal use. This means:
a. Use by the employees to carry out their job roles, or any other tasks instructed by the Town Council;

The works vehicle MUST NOT under any circumstances, be taken home prior to a journey unless express permission has been given by the Town Clerk or Deputy Town Clerk/Facilities & Operations Manager.

The works vehicle MUST be returned to the Jubilee Centre at the end of your journey and not taken home unless express permission has been given by the Town Clerk or Deputy Town Clerk/Facilities & Operations Manager.

Failure to comply with these stipulations will result in disciplinary action for employees, and any employee found to have committed such offences will be subject to a serious disciplinary which may result in dismissal.

A weekly council vehicle usage and mileage report must be completed for the work vehicle. 



Private vehicle usage
Employees may elect to use the works vehicle over the use of their own vehicle to undertake council duties. If the works vehicle is not available, then they can choose to use their own vehicle and are entitled to claim travel allowance at 50.5p/mile (rates are subject to change) for each journey by completion of a Mileage Claim Form.

Employees must ensure that any vehicle which is used on Town Council business is adequately insured for personal business usage.

Any vehicle used should be fit for the purpose it is being used for and the same vehicle safety checks required for driving the works vehicle should also be carried out before employees drive their own vehicles for Town Council business. Private vehicles should not be used for Town Council business in an un-roadworthy condition. Vehicles may be subject to spot checks to ensure they are roadworthy.

Employees travelling for the same purpose should ideally travel together in order to save costs.


Fuel
The Ford Flatbed Transit is a diesel vehicle.

Bradley Stoke Town Council uses Fuel Genie cards which are registered to individuals and work vehicle. The works vehicle must be filled up at one of the participating filling stations. Drivers of the vehicle are not expected to pay for the fuel themselves. Only fuel for the works vehicle may be put on the Town Council’s account.


Vehicle Safety
Before driving the vehicle, each driver must complete a visual vehicle safety check before using the vehicle. It is the driver’s responsibility to ensure that the vehicle is roadworthy before every journey. A monthly vehicle checklist is completed, dated and signed. The forms are kept in the work vehicle and passed to the Town Council office once fully filled in.

All reported defects will be dealt with promptly. If the works vehicle has a serious defect making it unsafe for drivers and/or members of the public, it will be taken off the road immediately until a repair has been carried out.

Any damage to the works vehicle must be reported immediately.

Anyone using the vehicle must ensure that it is kept in good condition. This includes keeping it clean and ensuring the tyre pressures, lights, oil, water, etc. are up to the required standard.


Driver Safety
All relevant Town Council policies and procedures must be followed when using the work vehicle or private vehicle to carry out council business, e.g. what to do in the event of an incident. All drivers must follow procedures detailed in the Bradley Stoke Town Council Business Continuity and Disaster Recovery policy.

All drivers must report all at work crashes and collisions promptly having followed the procedure detailed in the Bradley Stoke Town Council Business Continuity and Disaster Recovery Policy.

All drivers are required to report any road safety concerns that they have within a reasonable period of time.

Seat belts must be worn at all times when fitted.

The Works vehicle has Bluetooth connectivity for mobile phones, and drivers may connect their mobile phones to the works vehicle ‘smartphone display audio’ facility prior to setting off on a journey but must only use the phone through the audio facility when appropriate and must try and keep calls brief.

Driver’s Responsibilities
Anyone driving a vehicle on Bradley Stoke Town Council business, whether it is the works vehicle or in their own vehicle have a responsibility to drive safely and make every effort to safeguard their own safety and that of others.

Drivers have a responsibility to ensure that they are fit to drive. Any driver who may be unfit to drive must inform their line manager or the Town Clerk immediately. They must not drive.

Drivers must comply with all road traffic laws. Any speeding fines and parking tickets will be the responsibility of the person driving the vehicle when the fine was incurred and will not be paid for by Bradley Stoke Town Council.

Never leave valuables or possessions on show in the vehicle. Keep valuable items out of view when it is parked or unattended.

Always lock all doors and windows when leaving the vehicle. Do not leave the vehicle unattended with the engine running.

Smoking is not allowed in any vehicle used for Town Council business. All rubbish is to be removed from the vehicle at the end of the journey.


Journey Planning
Road journeys will only be carried out when they are really necessary.

Bradley Stoke Town Council will ensure that necessary journeys are scheduled to a realistic timetable and are planned to take into account the essential need for adequate rest periods.

Bradley Stoke Town Council will monitor weather conditions and will reschedule if conditions become too dangerous for the drivers.


Drink and Drugs, including medicines
Bradley Stoke Town Council operates with zero tolerance to drink and drug driving.

All drivers must report any pending prosecutions and/or cautions immediately, regardless of whose vehicle they were driving at the time. Failure to do so will result in disciplinary action for employees, and any employee prosecuted for such offences will be subject to a serious disciplinary which may result in dismissal.

All employees are encouraged to report concerns about colleagues with regards to drink and drugs as soon as possible. This can be done anonymously if necessary.

Any driver who believes that they may be over the drink drive limit must inform their line manager or the Town Clerk or Deputy Town Clerk/Facilities & Operations Manager. They must not drive. They may be given alternative duties if available or required to take annual leave. Should this become a regular occurrence disciplinary action may be taken. Any driver taking prescription or over the counter medicines must check that they are still fit to drive.


Automated Vehicle Location System (Tracker)
The Bradley Stoke Town Council work vehicles is fitted with an Automated Vehicle Location System (Tracker).

There are benefits to both the Town Council and employees where tracking systems are fitted in vehicles; these include for the council:
· Protection of Town Council Asset
· Reduced insurance claims and false claims and allegations 

And for the employee:
· Increased security in lone working situations
· Instant vehicle location in the case of accidents and breakdowns
· Support against false claims and allegations over employee behaviour

Access to the Tracker device system and use of data.
In line with the principles of the Data Protection Act, the data obtained from the system will only be used for the purposes for which it was collected (i.e. the protection of the Town Council asset and duty of care to employees).  Any personal data collected by the system will be protected in accordance with the principles of the Data Protection Act.

Access to the system will only be available to the Town Clerk, Deputy Town Clerk/Facilities & Operations Manager and  Activity Centres Supervisor and only information that will enable line managers to effectively manage vehicle utilisation on a day-to-day basis will be made available to them.

It is important to stress that the purpose of the system is to protect the Town Council asset and not to watch individual drivers every movement; however the Town Council retains the right to use the information from the system in any performance management procedure should a complaint or allegation be received or an insurance claim be made against the council that involves the movement of the vehicle or actions of the driver.
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