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Introduction

The purpose of this procedure document is to help clarify driver’s responsibilities and provide guidance to both Council drivers and their Management Supervisors in discharging their respective duties.  Whilst this procedure document highlights the relevant part of the Law it is not a substitute for it.  The responsibility of the drivers and their managers is most important for seeing that all these requirements are carried out.  An infringement of any of these regulations may result in a fine and/or curtailment of the Councils Operator’s Licence, together with endorsement or disqualification of a driver’s licence with possible loss of employment and/or disciplinary action being taken against the driver.

Legislation

The Health & Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 place a legal duty on employers to ensure, as far as is reasonably practicable, the health and safety of all employees while at work.  Both pieces of legislation require risk assessments and risk management prior to carrying out a work activity. Such risk assessments should include reference to driving as a hazard if it forms part of the working activity. The control measures applicable to driving are dealt with in this document e.g. the holding of a driving licence, training and vehicle checks, so reference to the document would suffice in the risk assessment. We must also comply with a number of road traffic laws including the Road Traffic Act and the Road Vehicles (Construction and Use) Regulations.
The Police and VOSA

The Police and VOSA have the authority to stop a vehicle and carry out vehicle checks.  The items generally checked are tyres, brakes, lights, steering gear, windscreen, washers/wipers and exhaust system.  You must co-operate and comply with any instructions issued by the Police and or VOSA when stopped. 

If a vehicle is proceeding to an emergency fault or breakdown recovery, the test may be deferred at the discretion of the Police.

If during a vehicle check the Police or VOSA report any faults on the vehicle these must be reported to your line manager/supervisor immediately.  The vehicle should be brought to the workshop at Shearbridge Depot for rectification at the earliest opportunity.

Following an accident, if the Police consider that a safety check needs to be carried out immediately, then you should not attempt to move the vehicle until the check has been completed.  If the Police consider the vehicle is not roadworthy do not attempt to drive the vehicle.  Instead, telephone the Maintenance Reception at Shearbridge Depot and arrange for the vehicle to be towed back to the workshop.

If the Police or VOSA issue any paperwork this should be passed on to your line manager immediately.

The Goods vehicle operators licence disc (blue disc)

All traffic offences involving CBMDC vehicles are strictly monitored by the Department for Transport.  These offences are taken into account throughout the duration of Goods vehicle operators licence disc (blue disc) and we are scored accordingly under the rules of the Operators Compliance Risk Score (OCRS).  OCRS is a mechanism used at roadside checks to calculate the likelihood of an operator being non-compliant.

Fleet Management

Fleet Services are based at Shearbridge Depot and are responsible for the fleet management of all the Councils vehicles, plant and associated equipment.

This includes:

· Sourcing of vehicles

· Repair of vehicles.

· On-going maintenance of vehicles

· Training and advice on legislation  

· Operator licence compliance

· Fleet administration – tax, insurance, vehicle charging etc.

Driver CPC

The new driver CPC (Certificate of Professional Competence) is a legal requirement from 10th September 2008 for PCV drivers and 10th September 2009 for drivers of vehicles over 3500kg GVW.  Anyone who currently holds the required categories on their licence prior to the above dates will automatically receive the CPC which will be valid for 5 years.  To qualify for your CPC for the next 5 year period you will be required to show 35 hours completed professional training carried out by a recognised CPC trainer.  Failure to complete this requirement will result in the loss of your CPC and therefore render you unable to drive PCV vehicles or vehicles over 3500kg GVW professionally.
Assessment
All personnel driving vehicles on BMDC business must be in possession of a full and valid driving licence.  The individual categories required on your driving licence will be confirmed on the application form and at interview.

As part of a commitment to develop a safe driving culture within the Authority, it is policy that all drivers who drive Authority vehicles or drive as a work related activity shall undertake appropriate defensive driver awareness and training if required, within 3 months of recruitment.  Additionally further driver training will be provided to those at the highest risks, e.g. involved in a high level of accidents.

Driving Ability
All employees who drive vehicles on behalf of BMDC, either their own vehicle or a vehicle owned by BMDC will be expected to drive safely, courteously and within the law.  
All LGV drivers will be subject to the relevant medical fitness as required by law.

Smoking Policy

Following the Smoke Free (General Provisions) Regulations 2007 some sites will be no smoking sites as from the 1st July 2007.  Some sites have designated smoking areas.  Smoking is not permitted in any vehicle either as a passenger or a driver.  An enforcement officer can inspect your work area and vehicle and if evidence of smoking is found then this illegal behaviour may be considered as misconduct under the Authorities disciplinary procedure.  
Whilst this document provides you with information on the Authorities driving procedure, for any site specific information please refer to your induction booklet or contact your supervisor/line manager.
Ongoing Compliance of Driving Standards
Management Responsibilities

It is management responsibility to ensure that all drivers carry out their driving responsibilities in accordance with the Road Traffic Act, Legal requirements and in line with agreed best practices.
Recruitment

Once it is decided that a vacancy exists then the recruitment process must be followed.  Information is available on the Human Resources website.  A copy of the Managers Recruitment Pack and copies of the relevant documents needed to complete the recruitment process is also available from the same website.  Please note that any information advertised regarding bonus and contracted overtime must not be advertised separately but must be included in the salary and hours stated.  Further advice is available by contacting the Human Resources Team.  Please check the website to ensure any updates to the information. 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        Starting Work

Induction – New Employee or Agency Staff

Before starting work you must carry out a staff induction your workplace.  This will involve instruction on any machinery the employee is required to operate and familiarisation with the vehicles they will be expected to drive and their responsibilities as an authorised driver for the Authority.  For specific operational information please refer to your induction pack/booklet
You will also be required to complete an authorised driver’s form, both parts of the drivers licence will need to be seen these must be the original documents, and this document must be signed by you and the licence holder,.  Please forward a copy of the drivers licence and the completed Authorised Drivers Form to Fleet Management to enable the driver to be added to the Authorised Drivers Database. 

See Appendix: 6
As part of the Induction procedure a copy of the Drivers Handbook should be given to the driver for future reference.
This can be downloaded or viewed from the Occupational Safety Website.
Maintenance/Servicing, Licensing
All CBMDC vehicles are maintained, serviced and licensed by Fleet Management at Shearbridge Depot.
Line Managers/Supervisors will be issued with a current vehicle excise duty disc and goods vehicle operators licence disc (blue disc) (where applicable) for each vehicle under your supervision.  It is your responsibility to ensure that this/these discs are displayed in the vehicle and to report to Fleet Management as soon as possible if this/these discs are defaced, stolen or lost.  It is an offence to have a vehicle on the highway without displaying a valid goods vehicle operator’s licence disc (blue disc) where applicable.
Training

It is essential that all drivers under your supervision are fully aware of the legislative requirements surrounding their driving duties, e. g. EU Regulations and/or Domestic Regulations.  Please make Fleet Management aware of any driving related training needs.
Managers should monitor the incidence and circumstances of all Road Traffic Accidents involving our vehicles in order to establish whether further controls or action is required. Fleet Management can provide SAFED assessment to facilitate this.   
Accidents / Incidents

Where individual drivers have blameworthy accidents that cause management concern then a formal investigation shall be carried out to ascertain appropriate action.

Where non blameworthy accidents occur (e.g. 3 accidents in a 12 month period) then further training may be appropriate.
Defect Reporting

Line Managers/Supervisors will be issued with Daily Defect Books/Weekly Defect Sheets to be placed in the vehicle.  The Defect Books are specific to the vehicle not the driver and should be left in the cab at all times.  It is management responsibility to ensure that these checks are carried out daily and that the driver provides you with a copy of this vehicle safety check.  All completed/part completed defect books must be returned to Fleet Management.  All defects must be reported to Workshop Reception as soon as possible.
See Appendices: 1 & 5
Insurance and Conveyance of Passengers

Insurance cover only applies when the vehicle is being used in the course of official business. CBMDC employees on official business or members of the public travelling in connection with CBMDC business may be carried as passengers provided prior authorisation has been obtained.
Whilst the insurance cover is in place it is strictly for the purpose of the Authorities operation this only covers business use and does not include social, domestic and pleasure unless contractually agreed please ensure that all staff under your supervision are aware of this as a breach of insurance may result in disciplinary action being taken. 
If an employee under your supervision needs to use their own vehicle on CBMDC business it must be insured for business use.  The insurance certificate must be seen and a copy of the certificate held on file, this must be updated when the policy is renewed annually.  If the vehicle is not insured for business use then it must not be used for CBMDC purposes in any circumstances.
Emergencies

In an emergency, i.e. conveyance to hospital after an accident CBMDC staff or a member of the public may be carried.
Hire/lease 

If your department has a requirement for long or short term hire, including leasing, you should contact Fleet Management this ensures accurate records are kept especially in relation to the vehicles affecting the Authorities Goods vehicle operators licence disc (blue disc).

Driving licence monitoring

As part of our monitoring system Fleet Management carry out 6 monthly driver licence checks.  Line Managers/Supervisors will be sent a report listing all named drivers on the Authorities approved driver’s database.  You are required to have sight of the original driving licence of all employees and take a copy for your records.  The details on the driving licence must be checked against the report and any changes noted, please also add any details that are missing and highlight any details of people no longer working in your department.  Once completed please return this report to Fleet Management.    Please ensure that all new members of staff provide a copy of their driving licence and complete the Authorised Drivers Form and that the details on the licence are thoroughly checked prior to authority being given for them to drive an Authority Vehicle.  
Line Managers/Supervisors are responsible for forwarding the Authorised Drivers Form and a copy of the licence to Fleet Management as soon as possible to enable the driver to be added to the driver’s database.  If you have any doubt regarding the capability or eligibility to drive certain classes of vehicles or are aware of any change of circumstances e. g. change of address of a driver, please contact Fleet Management immediately.  
Failure of any member of your staff to produce their driving licence without sufficient reason may result in further action being taken which could ultimately lead to disciplinary action.
Record Keeping

Staff under your supervision are required to keep records regarding the hours worked and driving time.  This could be either by Tachograph or Weekly Record Book.  Each day of the week must be accounted for including rest days and sickness periods where there has been any driving activity during the week. 
 These records must then be forwarded to Fleet Management for analysis.  If any infringements/warnings under the Working Time Directive or the Road Transport Directive are noted an infringement/warning letter will be sent to you.  The infringement/warning must be explained to the driver and the driver must sign the document prior to returning the original to Fleet Management.  
Please inform Fleet Management if any training is required in respect of record keeping and the use of tachograph/digital tachographs and drivers hours for you or the staff you are responsible for. If a member of staff works for another department on an ad hoc or overtime basis, it is your responsibility as a manager to ensure that the correct records are kept regarding driving hours and that these records are forwarded to Fleet Management for analysis.
  If your driver works under Domestic and EU Regulations in a fixed week then a Tachograph envelope must be submitted with the working week details on.
Mobile Phones
It is an offence to use a mobile phone in the cab at any time when the engine is running.  This includes when stationary at traffic lights or when parked on or adjacent to roads when the engine is running.  The standard fine for using a mobile phone whilst in control of a vehicle is £60.00 and three points added to your licence.  It is advised that you do not contact any employee if you are aware that they may be driving unless in an emergency.

Accident / RTA Reporting

In the event of a member of your staff being involved in an accident concerning a vehicle belonging to the Authority please contact the workshop reception for assistance if required.  A member of staff who has been involved in any motor vehicle/plant equipment related accident or incident will need to use the Accident Web Portal.
The new reporting portal system is a very straightforward, easy to access, paperless process that can be completed from any workstation that has a council computer.  Where staff do not have direct access to a Council computer, the accident/incident report should be raised by you.

This system will speed up the overall accident process in terms of providing information to our insurers and to third parties, therefore benefiting all concerned. 

The form is completed by following the link below: 

Fleet Management Portal - Accident/Incident Reporting Form
If the vehicle is safe to drive then it must be brought to the Workshop Reception for inspection at the earliest opportunity.  If the vehicle requires recovery Fleet Management will facilitate this.
If a member of staff under your supervision suffers and injury or accident during the working day then the procedure on the Occupational Health and Safety website must be followed.
Failure to comply with the agreed driving procedures may result in disciplinary action and you could in certain circumstances expose yourself to criminal prosecution.
Drivers Responsibilities
Starting Work

Induction – New Employee or Agency Staff

Before starting work you will be inducted at your workplace.  This will involve instruction on any machinery you are expected to operate and familiarisation with the vehicles you will be expected to drive and your responsibilities as an authorised driver for the Authority.  For specific operational information please refer to your induction pack/booklet
You will also be asked to complete a Declaration of Other Work and an Authorised Driver Form. You will need both parts of your drivers licence to accompany the latter, this will then be checked and signed by your supervisor/line manager and forwarded to fleet management for monitoring and record keeping. 

New contracted employees will be sent an information pack for new starters. 

You will also be given a copy of the Driver Handbook for your reference.

See Appendix: 7
Eligibility to drive

It is an obligation that you inform your line manager/supervisor of any other work that you engage in outside of your duties for the Authority so that this time can be calculated within your working week.  You will be asked to complete a Declaration of Other Work form informing us of any other work that you carryout outside your duties with the Authority, stating whether you are employed in any other capacity (driving or non driving) or registered with any agencies who are currently seeking work on your behalf.  
See Appendix: 6
Working time monitoring

The Working Time Directive stipulates the maximum number of hours you can work in any fixed period depending on the regulations you are working under i.e.: EU or Domestic Regulations.  It is a legal requirement that you take your break.  Drivers must drive within the legal limits for their specific work. Your daily/weekly limits and record keeping will be explained to you at your induction.  If you are in any doubt regarding the hours you are legally entitled to work please inform your line manager who may organise some training for you.

Insurance and Conveyance of Passengers

Insurance cover only applies when you are using the vehicle in the course of official business. CBMDC employees on official business or members of the public travelling in connection with CBMDC business may be carried as passengers provided prior authorisation has been obtained from your line manager/supervisor.

Whilst the insurance cover is for the purpose of the Authorities operation this only covers business use and does not include social, domestic and pleasure unless contractually agreed.  

Maintenance/Servicing, Licensing
All CBMDC vehicles are maintained, serviced and licensed by Fleet Management at Shearbridge Depot.
Operators licence and Excise Duty discs will be supplied by Fleet Management for each vehicle.  It is your responsibility to check that the vehicles under your care display a current vehicle excise duty disc and goods vehicle operators licence disc (blue disc) (where required) and are displayed on the windscreen at all times.  Enforcement checks are carried out at regular intervals by the Fleet Enforcement Officer.  In the event that these discs are missing or have been stolen from the vehicle please report this to your line manager/supervisor as soon as possible.
Fitness

You must report any changes or deterioration in any medical condition affecting your ability to drive to your line manager/supervisor and the DVLA.

Assessment

All LGV drivers will undergo a competence assessment prior to undertaking any driving of CBMDC LGV vehicles at induction by your supervisor/line manager.   

To develop a safe driving culture all drivers identified as requiring further training e.g. defensive driver awareness will be undertaken within 3 months. 

Responsibilities
Drivers are required to operate the vehicle in a safe and appropriate manner and to adhere to the Law.  Your responsibilities will be explained at induction.

Any necessary training will be organised by your Line Manager/Supervisor.

Daily/Weekly Checks
All drivers of CBMDC vehicles are required to complete a vehicle check each morning, or before driving a new/different vehicle.  A defect book will be in the vehicle to enable drivers to confirm items that must be checked.  Report any defects to your Supervisor/Line Manager; do not drive a defective vehicle.  This procedure will be explained at induction.

Daily Checks See Appendix:  1 

Weekly Checks See Appendix:  3
If there is no defect book in the vehicle you are required to drive, a defect book must be obtained prior to taking the vehicle from the premises.  Failure to complete a daily/weekly defect book may result in further action being taken and could ultimately result in disciplinary action being taken.
Record Keeping

Drivers must record their driving and duty time and records must be submitted to your Supervisor/Line Manager as required by Law.

You will be required to complete Tachographs or weekly driving records depending on which department you work for.  All records must be completed fully and handed in to your Line Manager/Supervisor within the legislative requirements.

Driving Licence Monitoring
You will be requested to produce your driving licence twice yearly (June and December) for inspection and copying, this will then be forwarded by your line manager/supervisor to Fleet Management to enable us to keep our list of approved drivers up to date.  You must inform your line manager/supervisor of any changes of address and or endorsements/disqualification immediately failure to do so may result in further action being taken and could result in disciplinary action.                           
Journey Planning

Any journey needs some planning beforehand, especially if it is a one off journey such as travelling for a training course.  This involves, making sure you have a route plan of your journey, allowing time in your travelling time for adequate rests etc.  If you drive a regular trip, e.g. a specified route for waste collection, your journey will be largely routine and will need little advance planning.  
Accident / RTA Reporting
If you are in an accident which causes injury to any person or animal not in your vehicle or damage to any other vehicle or roadside property you must, stop, give your name and address, the name and address of the vehicle owner and the registration number to anyone having reasonable grounds to request such information.  If for any reason these particulars cannot be exchanged, then you have a duty to report the accident to the Police as soon as possible, in any case within 24 hours.  You must not admit any liability at the scene of the accident. 
If you are involved in an accident with an LGV please be aware of any Hazardous Goods plating on the vehicle to avoid any contact with dangerous substances. If you are the driver of an LGV you must ensure any relevant warning signs are displayed.   
See Appendix:  2
Documents required by the Police, such as MOT and insurance certificate are held by Fleet Management and are available from Shearbridge Depot, Bradford

Accidents must be reported as soon as possible to your Supervisor/Line Manager.  Further training may be offered to reduce accidents. 
You will be required to fill in an Accident Form at the scene of the accident; this document is in the back of your Driver Handbook, further copies are available from Fleet Management by request, a copy of this is attached (appendix 2).
 If you or a colleague is injured at work you must ensure that this injury is recorded in the accident book.
If you are unfortunate to be involved in any motor vehicle/plant equipment related accident or incident you will need to use the Accident Web Portal.
The new reporting portal system is a very straightforward, easy to access, paperless process that can be completed from your or any other workstation that has a council computer.  Where staff do not have direct access to a Council computer, the accident/incident report should be raised by your manager.

This system will speed up the overall accident process in terms of providing information to our insurers and to third parties, therefore benefiting all concerned. 

The form is completed by following the link below: 

Fleet Management Portal - Accident/Incident Reporting Form
Vehicle Condition

You must ensure your vehicle and trailer is in a safe and roadworthy condition whilst in your possession and report any defects found on your daily / weekly vehicle check sheet to your Manager / Supervisor or Workshop Reception.
 This ensures the vehicle complies with the requirements of the Road Vehicles (Construction and Use) Regulations and Road Vehicles Lighting Regulations. 
Loading/Overloading

It is your responsibility as a driver to ensure that you do not overload the vehicle.  If you are in any doubt as to whether your vehicle is overloaded, remove some of the load safely before setting off and drive to the nearest weighbridge. If in doubt contact your line Manager / Supervisor.

Towing a Trailer

Vehicles capable of towing trailers have plates fitted to them, which give details of GTW. The total weight of the vehicle and the trailer must not exceed the GTW on the vehicle weight.

Mobile Phones

It is an offence to use a mobile phone in the cab at any time when the engine is running.  This includes when stationary at traffic lights or when parked on or adjacent to roads when the engine is running.  The standard fine for using a mobile phone whilst in control of a vehicle is £60.00 and three points added to your licence.

Drugs/Alcohol 

Driving under the influence of alcohol and/or drugs is strictly prohibited and if you are suspected of doing so you will be suspended from driving duties with immediate effect and in consultation with the individual employee, Human Resources and line managers, the most appropriate course of action determined.
Medication

If you are prescribed any medication which may affect your ability to drive please report this to your Supervisor/Line Manager immediately.  
Use of Seat Belts

The wearing of seat belts in all vehicles is compulsory for all drivers in all vehicles fitted with them.  If you are unable to wear your seatbelt for medical reasons then a medical exemption certificate must be obtained from your doctor/consultant and given to your Supervisor/Line Manager.

Exemptions:  There are limited exemptions which are relevant to the Authority from the need to wear seat belts these are:
Using a vehicle constructed or adapted for delivery or collection of goods or mail while making deliveries or collections when travelling up to 50 metres between deliveries or collections.

While performing a manoeuvre that includes reversing
Vehicle Trackers 

Majority of vehicles within Waste & Street Scene have a vehicle tracker installed. The advantages of such devices include;

· If the vehicle is stolen 

· A device fitted with an alarm (Health & Safety) – Lone workers if stranded or in danger. 
· Dealing with service requests, compliments or complaints 

· Using  tracker information data to assist in insurance claims 
· Using tracker information data to improve services (i.e. routing etc) 
Managers can use the information from the tracker as a management tool to help manage the service.

Reversing
Reversing is one of the most dangerous driving manoeuvres carried out and therefore it should be avoided if at all possible.  
If you do need to reverse a vehicle please do so with extreme caution and in the case of reversing a vehicle on CBMDC premises you must use a banksman at all times.  In other circumstance please ensure you obtain assistance wherever possible and it is safe to carry out the manoeuvre, again exercising extreme caution.
General Advice

You must not: 

· drive dangerously 

· drive without due care and attention 

· drive without reasonable consideration for other road users.  Law RTA 1988 sects 2 & 3 as amended by RTA 1991
· You must not drive on or over a pavement, footpath or bridleway except to gain lawful access to property  .Laws HA 1835 sect 72 & RTA sect 34
Be careful of and considerate towards other road users. 
You should: 

· try to be understanding if other drivers cause problems; they may be inexperienced or not know the area well 

· be patient and courteous at all times; remember that anyone can make a mistake 

· not allow yourself to become agitated or involved if someone is behaving badly on the road. This will only make the situation worse. 
· slow down and hold back if a vehicle pulls out into your path at a junction. Allow it to get clear. Do not over-react by driving too close behind it.

Safe driving needs concentration. Do not carry out any of the activities below when driving: 

· loud music (this may mask other sounds) 

· trying to read maps 

· inserting a cassette or CD or tuning a radio 

· arguing with your passengers or other road users 

· eating and drinking.
This list is not exhaustive, but is only a guide.

Driving in adverse weather conditions
You must use headlights when visibility is seriously reduced, generally when you cannot see for more than 100 metres (328 feet). You may also use front or rear fog lights only in fog or falling snow but you MUST switch them off when visibility improves.
Wet weather

In wet weather, stopping distances will be at least double those required for stopping on dry roads. This is because your tyres have less grip on the road in wet weather. 
Icy and snowy weather

In winter check the local weather forecast for warnings of icy or snowy weather. Do not drive in these conditions unless your journey is essential. 

Before you set off 

· you must be able to see, so clear all snow and ice from all your windows 

· you must ensure that lights and number plates are clean 
Windy weather

High sided vehicles are most affected by windy weather, but strong gusts can also blow a car, cyclist or motorcyclist off course. This can happen at open stretches of road exposed to strong cross winds, or when passing bridges or gaps in hedges.

Fog
Before entering fog check your mirrors then slow down. If the word 'Fog' is shown on a roadside signal but the road is clear, be prepared for a bank of fog or drifting patchy fog ahead. Even if it seems to be clearing, you can suddenly find yourself in thick fog.
Hot weather

Keep your vehicle well ventilated to avoid drowsiness. Be aware that the road surface may become soft or if it rains after a dry spell it may become slippery. These conditions could affect your steering and braking.
Additional rules for the motorway
	If your vehicle develops a problem, leave the motorway at the next exit or pull into a service area. If you cannot do so, you should pull onto the hard shoulder and contact the emergency services.  You must wait away from the vehicle, the carriageway and the hard shoulder.


	


 Hazard warning lights. 
These may be used when your vehicle is stationary, to warn that it is temporarily obstructing traffic. Never use them as an excuse for dangerous or illegal parking. You MUST NOT use hazard warning lights whilst driving unless you are on a motorway or unrestricted dual carriageway and you need to warn drivers behind you of a hazard or obstruction ahead. Only use them for long enough to ensure that your warning has been observed.
Lighting

	You MUST 

· use headlights at night 

· use headlights when visibility is seriously reduced. 

· ensure all sidelights and rear registration plate lights are lit at night.

	You MUST NOT
· use any lights in a way which would dazzle or cause discomfort to other road users 

· use front or rear fog lights unless in fog or falling snow. You MUST switch them off when visibility improves to avoid dazzling other road users.
Police stopping procedures 

If the police want to stop your vehicle they will, where possible, attract your attention by 

· flashing blue lights or headlights or sounding their siren or horn

· directing you to pull over to the side by pointing and/or using the left indicator

You MUST then pull over and stop as soon as it is safe to do so.  Then switch off your engine and cooperate with the officer.

In the event of an accident 

· Get help

Call or get someone to call the appropriate emergency services as soon as possible. They will need to know the exact location of the accident and the number of vehicles involved. Try to get the assistance of bystanders.  
· Deal with danger
Further collisions and fires are the main dangers following an accident.  Approach any vehicle involved if safe to do so, switch off all engines and, if possible, warn other traffic

· . Help those involved only if you are competent to do so     
DO NOT move casualties still in vehicles unless further danger is threatened. DO NOT remove a motorcyclist's helmet unless it is essential. DO NOT give the casualty anything to eat or drink. DO try to make them comfortable and prevent them from getting cold, but avoid unnecessary movement. DO give reassurance confidently to the casualty. They may be shocked but prompt treatment will minimise this.
The Horn 

Use only while your vehicle is moving and you need to warn other road users of your presence. Never sound your horn aggressively. You MUST NOT use your horn 

· while stationary on the road 

· when driving in a built up area between the hours of 11.30 pm and 7.00 am except when another vehicle poses a danger

 

	Emergency vehicles 

You should look and listen for ambulances, fire engines, police or other emergency vehicles using flashing blue, red or green lights, headlights or sirens. When one approaches do not panic. Consider the route of the emergency vehicle and take appropriate action to let it pass. If necessary, pull to the side of the road and stop, but do not endanger other road users. 
Use of CMBDC vehicles
Only authorised use of CBMDC vehicles is allowed.  
When you are in charge of a City of Bradford MDC vehicle you must  strictly ensure that :

· The vehicle is used for business travel only (travel between home and work with authorisation)
· You do not carry unauthorised passengers
· You do not use the vehicle for any private purpose unless contractually agreed
· You must not allow any unauthorised person to drive your vehicle without authority from your supervisor.
If you fail to adhere to the above stipulations you could be prosecuted for using a vehicle that is not insured or taking it away without the consent of the owner.  The penalty on conviction may be a fine or imprisonment as well as suspension of your driving licence.  In the case of an accident you personally become liable to any claim for damages from a third party and/or unauthorised passengers.  Furthermore, you may expose yourself to disciplinary action.

If you have any doubt please contact your line manager/supervisor.



Definitions
Unladen Weight (ULW)

The weight of the vehicle at the time of use and without load, driver, crew or any tools or effects.

Payload

The maximum legal weight that the vehicle can carry as a load.  This weight can vary slightly on any given vehicle due to differences in whether the vehicle will carry just a driver or a crew, and any tools etc which would all count against the payload.
Gross Vehicle Weight (GVW)

The total weight that a vehicle may legally operate as signified on either the Department for Transport plate or the vehicle’s manufacturer’s plate.  (Where both are in place in the vehicle cab, the Department for Transport plate should be used).

Maximum Authorised Mass (MAM) 

This is the maximum weight of a vehicle that may be used on the road.  It may also be described at the gross vehicle weight.  This is normally shown on a plate fitted to the vehicle which must not be exceeded.
Axle Weights

The total weight transmitted to the road by each axle. This is normally shown on the vehicle plate and must not be exceeded.
Gross Train Weight (GTW)

In order that loaded vehicles have the capacity to tow a trailer, most vehicles have in addition to a GVW a higher GTW.  This GTW therefore gives the sum total of the combination of the drawing unit and trailer, provided that neither exceeds its own individual GVW. 
Abbreviations
CBMDC
City of Bradford Metropolitan District Council

CPC

Certificate of Professional Competence

DVLA

Driver Vehicle Licensing Authority

FTA 

Freight Transport Association

GTW

Gross Train Weight

GVW

Gross Vehicle Weight

LGV

Large Goods Vehicle

MAM

Maximum Authorised Mass

MOT

Ministry of Transport

OCRS

Operator Compliance Risk Score

PCV

Passenger Carrying Vehicle

RTA

Road Traffic Act

SAFED
Safe and Fuel Efficient Driving

ULW

Unladen Weight

VOSA

Vehicle Operators Standards Agency
Defect No
00001                                                                                                           Appendix 1
Vehicle No : 
Speedo Reading 
Driver





Date

	Daily Checks – items to be checked by driver before and during driving.                                                     √ = Serviceable                    X – Defect                    N/A = Not applicable                                          

	1
	Lamps/Indicators/stop lamps (operation)
	
	11
	Body/Load (security)
	
	21
	Trailer Landing Legs (condition/operation)
	

	2
	Reflectors/Markers (security/condition)
	
	12
	Number plates (security/condition)
	
	22
	Hiab Crane (condition/operation)
	

	3
	Battery (security/condition)
	
	13
	Horn/Wipers/washers (condition/operation)
	
	23
	Hook lift system (condition/operation)
	

	4
	Mirrors (security/condition)
	
	14
	Engine Oil Water Fuel (levels/leaks)
	
	24
	Aerial work Platform (condition/operation)
	

	5
	Brakes pressure/operation/leaks)
	
	15
	Windscreen (condition)
	
	25
	Lift/Ancillary equipment (condition/operation)
	

	6
	Brakes (warning devices/instruments)
	
	16
	Exhaust (condition//smoke/emission)
	
	26
	CCTV/Reverse alarms & lamps (operation)
	

	7
	Driving controls/Steering (wear/operation)
	
	17
	Tachographs/Speedometer (operation)
	
	27
	Remove/Secure loose items
	

	8
	Tyres (inflation/damage/wear)
	
	18
	Speed Limiter (operation)
	
	28
	Doors windows locked, secure at shift end
	

	9
	Wheels (condition/security)
	
	19
	Trailer Coupling (operation/control)
	
	29
	Tax disc/Operator Licence
	

	10
	Body/Wings/Spray Suppression (damage)
	
	20
	Trailer Connections (condition/leaks)
	
	30
	Gritter body security (body pin fitted & clipped)

	

	Top copy – accompany job sheet                        Blue Copy – Retain in Book

	


Vehicle markings                                                                                                  Appendix 2
	
	 

	
	Large goods vehicle rear markings
Motor vehicles over 7500 kilograms maximum gross weight and trailers over 3500 kilograms maximum gross weight

	 

	
	


	


	[image: image3.png]




	
	School bus (displayed in front or rear window of bus or coach)
	 
	The vertical markings are also required to be fitted to builders' skips placed in the road, commercial vehicles or combinations longer than 13 metres (optional on combinations between 11 and 13 metres)
	 

	 

	


	
	 

	
	Hazard warning plates                                                                                                                                        Appendix 2
Certain tank vehicles carrying dangerous goods must display hazard information panels 

	 

	
	


The panel illustrated is for flammable liquid.
Diamond symbols indicating other risks include:
	


The above panel will be displayed by vehicles carrying certain dangerous goods in packages
	


	
	 

	
	


Toxic substance
	


Oxidising substance
	


Non- flammable compressed gas
	


Radioactive substance
	


Spontaneously combustible substance
	


Corrosive substance


	TO BE COMPLETED BY THE DRIVER AND GIVEN TO THE THIRD PARTY

	To:  Third party

	THE DRIVER OF THIS VEHICLE DOES NOT ADMIT LIABILITY WHETHER WRITTEN, SPOKEN OR IMPLIED

	The details given below are for information only

	Driver’s name:

	Vehicle registration:

	Accident location:

	Time:

	Date:

	Vehicle owners name:

	Vehicle owners address:

Telephone number:

	Insurance company name:

	Insurance company address:

Telephone number:

	Policy number:

	-----------------------------------------------------------------------------------------------------------------



	TO BE COMPLETED AND RETAINED BY THE DRIVER AT THE SCENE, FOR HANDING TO YOUR MANAGER

Your details

	Name:

	Vehicle registration number:

	Location:

	Date:                                                                Time:

	Third party details

	Vehicle registration number

	Make:                                                               Model:

	Driver’s name:

	Address:



	Insurance company name:

Telephone number:                                        Policy number:

	Damage to third party vehicle/property



	Witnesses

	Name:                                                                 Tel No:

	Address:



	Name:                                                                  Tel No:




Appendix 3
	Daily Checks


	Mon
	Tues
	Wed
	Thur
	Fri
	Sat
	Sun

	Lights / Reflectors / Indicators
	
	
	
	
	
	
	

	Wipers / Washers / Horn
	
	
	
	
	
	
	

	Tyres
	
	
	
	
	
	
	

	Brakes
	
	
	
	
	
	
	

	Speedo
	
	
	
	
	
	
	

	Remove / Secure loose items
	
	
	
	
	
	
	

	Ensure Doors / Windows Locked, Secure on Return
	
	
	
	
	
	
	

	Weekly Checks



	Oil / Water Levels
	

	Tyre pressure / Wear
	

	Brake / Clutch Fluid Levels
	

	Steering
	

	Tax Disc
	

	First Aid Kit / Fire Extinguisher
	

	Mirrors
	

	Bodywork
	

	Interior
	

	Seat Belts
	

	Vehicle Defects Book
	

	Wheels
	

	Lifts and Hoists
	

	Wash vehicle
	

	Clean interior
	


                                                                                                                                          Appendix 4                                                             

AUTHORISED DRIVERS’ RECORDS FORM                                                    Appendix 5
Drivers of all vehicles that drive on behalf of the Authority are required to complete this document in full.  This is a statutory requirement that the Authority must undertake.



PLEASE PRINT ALL DETAILS

SURNAME:
​​​​​​​​​​​​​​​​​​​
_________________
ADDRESS:
___________________________________________

FIRST NAME/S
​​​​​​​​​​​​​​​​​_________________________

     
___________________________________________
	M
	
	F
	


SEX  (please tick)
   CITY/TOWN
    ___________________​​_______________________
DATE OF BIRTH   _______________________

POST CODE: 
__________________________________________
PREVIOUS SURNAME:  ___________________

DATE OF CHANGE: _________________________________________
WORK DEPARTMENT:
___________________________________________________________________________________

WORK ADDRESS:
___________________________________________________________________________________________

DATE EMPLOYMENT COMMENCED:  ______________  
ENDED:  ___________________________________________________

	


DRIVERSLICENCE 

	FULL
	
	PROV
	


No. (Photo Licence 

No. 5)

LICENCE VALID FROM: (Photo Licence No. 4a):
TO: (Photo Licence No.4b)____________________________________________

	LICENCED TO DRIVE VEHICLES IN CATEGORIES:  (Please tick appropriate boxes)
	
	LICENCE TYPE:  HGV/LGV/PSV/PCV

VALID FROM:            TO:

	A
	
	B
	
	C1
	
	
	LGV
	FULL
	
	PROV
	

	C
	
	D1
	
	D
	
	
	PCV
	FULL
	
	PROV
	

	B+E
	
	C1+E
	
	C+E
	
	
	

	D1+E
	
	D+E
	
	
	
	
	


DATE/S OF CONVICTIONS

OFFENCE CODES

PENALTY POINTS

______________________

_______________

_______________

______________________

_______________

_______________

______________________

_______________

_______________
STATE ANY DEFECT OF VISION OR OTHER PHYSICAL INFIRMITY:

DRIVER’S SIGNATURE:
__________________________________
DATE:  ____________________________________
AUTHORISED OFFICER’S 

SIGNATURE: 

For and on behalf on City of Bradford MDC _________________________
DATE:
___________________________________
AUTHORISED OFFICER’S

NAME & POSITION (Please print):  _______________________________________________________________________________

………………………………………………………………………………………………….…………………………………………………………..

FOR OFFICE USE AT FLEET SERVICES GROUP ONLY

Registered by:
_______________________________  
Date:
____________ Driver No: ____________

Please return to:
Fleet Management, Fleet Services Group, Shearbridge Depot, Shearbridge Road, Bradford BD7 1PU
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Declaration of Registration/No Other Work outside Bradford MDC                     Appendix 6
I ……………………………………. hereby declare that I am aware of my obligation to declare  any work outside of my commitments to City of Bradford Metropolitan District Council which would need to be included in the calculations of my working time under the Road Transport and Working Time Directive. 
 I undertake to inform my line manager/supervisor immediately, in writing, should this situation change at any time during my employment.

I understand the requirements of the drivers hours and tachograph legislation, and the relevant speed limits and I am legally able to undertake the work required.  

The operation of the CBMDC vehicle(s) has been explained to me and I fully understand. 

Please be aware that if your working arrangements change, you have an obligation to inform us of any additional work you carry out.

Signed (Driver)………………………………
Date
…………………………………………

Signed (Manager)…………………………..    
Date ………………………………………..

Depot and Location ………………………………………………………………………………
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Employee Other Work Declaration                                                       Appendix 6                                                   

Please fill out this form to provide details of any work undertaken for another employer as required by legislation, which would need to be included in the calculations of your working time under the Road Transport and Working Time Directive.

Sign and return the declaration to your line manager, who in turn will forward to Fleet Management to keep on record.

Declaration of Other Work outside Bradford MDC

I (name)……………………………………………confirm that I am aware of my obligation to declare any work outside of my commitments to CBMDC. I undertake to keep CBMDC informed in writing of the hours worked elsewhere on the form below.
Please provide basic details of any other employers:

	Employer Name & Address
	

	Type of work
	

	Date started
	

	Hours worked per week
	


	Employer Name & Address
	

	Type of work
	

	Date started
	

	Hours worked per week
	


Signed……………………………………………………………….Dated………………………

Print Name………………………………………………………………………………………….

Department………………………………………………………………………………………
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