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The Use of Private Vehicles (Grey Fleet) for Council Business            
Background
Grey fleet travel refers to mileage using privately owned vehicles for business purposes (driving at work), a “grey area;” where thousands of hidden miles are travelled each year and often overlooked by employers and employees alike. 
The robust management of private vehicles use, “grey fleet” for business travel, plays an important part in supporting three key areas, health and safety, environmental sustainability and financial efficiency. It is important to remove unnecessary mileage by using technology that eliminates the need to travel, improves travel planning and makes use of more environmentally cost effective modes of travel like public transport, trains, taxis or hire cars, as examples.  

As a reminder the following order of priority should be adhered to at all times before using private vehicles for business use:

· Public Transport: it is Government policy that wherever possible public transport should be used in order the reduce congestion and pollution on the roads. 
· Pool Vehicle: if available, pool vehicles should be used where practicable. 

· Hire Car: it should be considered for journeys of higher mileage. The normal expectation would be that the hire car would be in the Group A (small) class. Please refer to Fleet Management’s hire car framework for further information and vehicle availability. 

· Private vehicle: can be used where the use of such meets the needs of the service and in doing so will have a positive effect on service delivery. This includes those employees who may have a medical condition, impairment or disability, where the use of the above modes of transport would be a detriment to them and the service.
Bradford Council is responsible for meeting the cost of travel by its employees on official Council business only. This will normally be from the employee’s place of work for journeys within the Authority's boundary and those journeys relating to Council business or Council representation outside the area of the Metropolitan District Council.                 
Payments will be made to allow employees to use their own vehicles for journeys provided there is a benefit to the Department and the mileage rate represents the most cost effective means of transport for the journey.  Employees will only be reimbursed for expenses which they actually and necessarily incur in the course of official Council business travel.

Mileage claims (payments) will only be processed where the employee holds a suitable insurance policy that covers bodily injury to or death of third parties, bodily injury to or death of any passenger, and damage to the property of third parties, and permits the use of the car either in connection with the mileage allowance claimants’ business, or the business of the employing department or agency. 

Before embarking on any journey the following elements need to be considered to determine whether it is necessary:

· By not travelling, will service delivery be unduly affected? 

· Can the journey or task be carried out equally well using video conferencing facilities, telephone, e-mail, or through correspondence?

· Can the meeting or journey be postponed until a later date, or brought forward, and/or combined with other travel requirements to reduce overall travel costs and mileage.
· Are colleagues already travelling to the same meeting or location by car, with space capacity?

· Has it been approved by a Line Manager once the above considerations have been taken into account?

1. Responsibilities 

Manager Responsibilities:    
· Be committed to reducing the impact on the environment from its business travel. This means looking at ways to reduce miles travelled and also identifying and where possible using modes of transport with lower carbon emissions per mile.
· Be committed to robustly managing the risks that Council employees face when driving for work, as part of the overall Health and Safety at Work Policy. 
· As a minimum comply with the requirements as set out in the Safe Driving at Work Framework Policy document. Specifically (but not limited to) requesting proof of appropriate insurance cover, servicing information and MOT document where required. Carry out periodic eyesight checks on driver (ability to read a number plate at 20 metres). Managers to retain copies of information for audit purposes.
· Plan business related travel effectively, ensuring the most cost effective mode of transport is used. 
· Ensuring a suitable process is implemented for assessing the risks associated with work related driving within their area of control, which considers all employees and volunteers involved, or when meeting the needs of employees with additional needs, disabilities or impairment. 
Employee Responsibilities:

· Familiarise themselves and adhere to the requirements of this guidance document; also including the responsibilities as described in the Safe Driving at Work Framework Policy document. Co-operate with management with respect to this document and where required compete the appropriate paperwork:
· Eyesight check

· D906 Driving Licence Check

· Health Declaration

· Authorised Driver form 

· Casual Car User Declaration (Appendix 1)
Note: - The above documents can be found by visiting 
Bradnet – Working Day - Vehicle and Driver Operation – Manager Information
· Employees driving for work using their own vehicle must ensure that it complies with the law and it is in safe and roadworthy condition.  
Employees must also ensure:

· The vehicle is serviced, maintained to the manufacturer’s recommendations and road safety legislation.

· The vehicle has a current MOT certificate (if required)

· The vehicle is insured for full business use.


· Employees must provide evidence of the above information when requested by management and have signed the car user declaration recognising and understanding their obligations (Appendix 1).
· Employees are required to demonstrate an understanding of driving safely and be aware of the rules and regulations while driving. To that end drivers need to complete a 15 question multi choice assessment paper that will be countersigned by the relevant department manager on completion and retained on file.
· When using their private vehicle on official business for the first time, employees must declare in writing that they know and understand the ownership, correctly licensed and insurance requirements of the Council and whether they meet those requirements.

2. Minimum Vehicle Standards for Business Driving 
As a minimum, any employee using a privately owned vehicle for business purposes (work related driving) should meet the following standards:
· Minimum safety feature of seatbelts and head restraints fitted to seats.

Further desirable standards for an employee vehicle used for business purposes include:

· Vehicle fitted with driver’s airbag

· Vehicle fitted with ABS (Anti-Lock Braking System)
· Vehicles fitted with a stability control system, such as ESP

It is understood that most modern vehicles will have the above and more safety features fitted as standard. However, motorcycles, trikes, mopeds, motor scooters and classic vehicles may not have the above safety features.
3. Managing Occupational Road Risk 
· At those times when an employee’s vehicle is being used for business purposes, the driver shall not carry any unauthorised passengers.
· When the driver is deemed to be “at work” i.e. not on a break, lunch period or free time, should compete their journey from starting point to destination, without going out of their way for any non work-related activities e.g. shopping, visiting family.   
· When transporting official/authorised passengers on Council business in private vehicles the Council’s No Smoking Guidance for Managers, including use of e-cigarettes/vaping, would apply. 
· When transporting passengers on Council business seat belts must be worn unless the person holds a medical exception certificate. All small children must be in a seat of their own with seat belt (suitable child seat or booster cushion (group 3) matching their age and weight range.
When driving on Council business it is important to remember and apply the following health and safety best practice:
· Checking the safe operation of a vehicle prior to its use.
· Not driving at any time while their judgment and/or physical ability is impaired by illness, the consumption of alcohol, prescribed or over the counter non-prescribed medication, other hazardous or illegal drugs/substances, onset of a medical condition, injury or fatigue. 
· Plan your journey to take sufficient breaks, a minimum break of a least 15 minutes every two hours of driving is recommended.
· Taking suitable precautions before setting out during the winter months or periods of adverse weather conditions.
· Employees, who are driving privately owned vehicles for work purposes, must understand they are “at work” and need to comply with Council procedures. 
· At all times obey speed limits and never drive faster than road or driving conditions safely allow. Allow time at the start of your journey for delays en-route: congestion, holds ups and bad weather.

· Not putting themselves at undue personal risk, e.g. if the weather conditions deteriorate significantly and continuing with the journey would be deemed unsafe. 
It is acceptable to cancel a journey and wait until conditions improve. 
· Ensure their eyesight is appropriate for driving; have their eyes tested as appropriate and ensure any necessary corrective eyewear is worn and co-operate with periodic eyesight checks (ability to read a number plate at 20 metres) when requested by management.
· Notify their manager if they develop any health related or eyesight problems that may affect the safety of their driving.
· Immediately refrain from driving and inform management if they are disqualified from or deemed unfit to drive.
· Never use smart phones, mobile phones; operate Satellite Navigation equipment or interact with any other equipment or devices while driving that will cause a distraction.
· Refrain from eating, drinking, smoking/vaping, applying make up or similar whilst driving. 
Note:
The Distraction from Driving Policy along with all other driver related policy and guidance should be read in conjunction with this guidance document.
Appendix 1
                               Casual Car User Declaration
I understand the driving at work procedures and the requirements appertaining to the use of a private vehicle at work.  I acknowledge that it is my responsibility, whilst using a private vehicle for work purposes, to ensure that:

· I am correctly licensed to drive it and have the correct vehicle permissions.

· The vehicle is serviced and maintained in a roadworthy condition to the manufacturer recommendations and road safety legislation and is suitable for the task. 

· I have signed the Driving licence check mandate, giving consent for my licence to be checked by FTS services.
· I will produce, upon request my MOT certificate (where required) and vehicle maintenance paperwork.
· That my use of the vehicle is covered by an appropriate insurance policy that includes the use for business purposes and produce the insurance certificate when requested by my manager.

· I will cooperate with periodic eyesight checks when requested by my line manager.
· I have signed the Health Declaration form and I will bring to my line manager’s immediate attention any change in circumstances which may affect the use of a private vehicle for work purposes, including any conviction for a traffic offence, onset of a medical condition, illness, injury or impairment affecting my ability and fitness to drive.
Notes

Insurance policies for Social, Domestic and Pleasure use typically only permit travel to the normal place of work from home and back again. Individuals must ensure that their intended use of a privately owned vehicle is covered for business use, for the period their vehicle is to be used. If in doubt individuals should check with their insurance company to establish if their existing insurance policy provides cover for the intended use before using a private vehicle for Council business use.  In addition, claims for damages or injuries remain a personal responsibility.

Drivers are expected to ensure they have checked their vehicle for roadworthiness prior to use on council business.
Name (Block Capitals):       ….……………………………………
Signature: …………………………………..        Date:       ….…………………………….
Note: - Other driver related information and forms can be found by visiting 
Bradnet – Working Day - Vehicle and Driver Operation – Manager Information
For more information on how we use and protect your personal information, our full privacy notice can be viewed here www.bradford.gov.uk/privacy-notice. Alternatively, you can request a copy be posted to you by contacting us via e-mail at fvag@bradford.gov.uk
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