[image: image1]

RIVINGTON PRIMARY SCHOOL


[image: image2.jpg]




We invite you to come on an exciting learning journey.

 Discover, create, invent, explore.  Join the adventure …….
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Inspection of Driving Licences and Insurance Procedure
1.0
Background
1.1 The Council has a duty to consider the safety of its clients, employees, and the public when operating its own vehicles and allowing employees to drive on its behalf. As a minimum this means that management must undertake reasonable checks to ensure that employees driving on behalf of the Council have the correct class of licence and appropriate insurance.
1.2 This document provides guidance to managers on the steps they need to undertake to ensure that this duty is adequately discharged and our insurers requirements are met.

1.3 Further guidance is provided within the St Helens Council ‘Drivers’ Handbook’ and Corporate Procedure 010: ‘Minibus Operators and Drivers’. Managers must ensure that all relevant employees are issued with a copy of these documents, on a recorded basis.

2.0
Licence Requirements
2.1 Managers shall not permit anyone to drive on the Council's behalf, unless they have a current clean licence, appropriate to the type of vehicle being used. Drivers who have endorsements on their licence for minor offences such as speeding may be acceptable.
2.2 If any doubt exists, a copy of the licence should be sent to the Council's Insurance Manager, Wendy Pickering (ext: 3247), who will forward a copy to our insurers for their consideration. Where appropriate, managers should provide details of the circumstances of the offence and/or their reasons for wanting to permit the individual to drive.
2.3 Drivers with the following convictions shall not be permitted to drive a Council Vehicle unless specific approval has been obtained from our insurers:-
· AC10 - Failure to stop

· BA10/30 - Driving while banned

· CD40/50/60/70 - Causing death by careless driving

· Any DD offence - Reckless and Dangerous
· Any UT offence - Theft or unauthorised taking

· Any ban following a conviction, expiring in the last five years.

· Any repeated offences, especially if likely to lead to a ban under the totting up procedure.
2.3.1
Drivers must immediately inform their manager if they are convicted of any of the above.

2.4 Managers must make arrangements for the routine inspection of driving licences and the maintenance of records, on an annual basis.

2.5 For those employees who use their own vehicle for Council business, on a casual or essential arrangement, Human Resources will conduct a 12 monthly check of driving licences, when they submit their first claim within the financial year. These checks are supplementary to those referenced within 2.4, and are not intended to replace checks undertaken by management.

3.0
Insurance Requirements
3.1 Council Vehicles
· The Council holds a number of insurance policies covering its own vehicles, including: refuse compaction vehicles, minibuses, commercial vehicles and leased cars. Our insurers require us to ensure that managers take all 'reasonable precautions' to ensure that Council vehicles are used in a safe manner and in accordance with the terms of the policy.

· In the first instance, our insurers require that vehicles are roadworthy and it is therefore important that systems are in place to monitor the condition of vehicles and report any damage. In addition to regular servicing, this means that employees must complete the Driver Vehicle Check and Defect Report on a daily basis and managers monitor its completion.

· It is also important that Council vehicles, other than lease cars, are not used for social, domestic or leisure purposes. Managers must ensure that all drivers for whom they are responsible are aware of this constraint. Our insurers recognise that managers must take a pragmatic approach, as an example whilst it would be reasonable for an employee to take a vehicle home at lunchtime or overnight if on call, it is not reasonable to take family members shopping or take the children to school. Vehicles used for these latter purposes would not be covered under the terms of the policy.

· It must also be ensured that drivers do not allow members of their family or other unauthorised persons to drive Council vehicles for which they are responsible.

3.2 Employee's Vehicles (including Parent Volunteers)
· Employees driving their own vehicles as casual or essential car users on behalf of the Council are the 'duty holder' and must, as a minimum, hold third party insurance extended to allow for use in connection with their business. In most cases this latter facility will not affect their premium.

· In addition to licence checks, it is also essential that details of employee's vehicle insurance are taken and reviewed annually by management.

· Parents who on a voluntary basis, transport school children for sports fixtures or outings, are the 'duty holders' and must therefore, as minimum, have third party insurance and a licence appropriate to that vehicle. The transportation of children, provided it is not for hire or reward, will not normally require the duty holder to arrange additional cover.

· As schools owe a duty of care to children, it is important that parent volunteers are made aware of their responsibilities via a letter or the school prospectus, and that a check and record is made of their licence and insurance details by management.

3.3 For those employees that drive their own vehicle on Council business, under a casual or essential arrangement, Human Resources will conduct a 12 monthly check of insurance certificates when they submit their first claim within the financial year. These checks are supplementary to those referenced within 3.2, they are not intended to replace checks undertaken by management.
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