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PURPOSE AND SCOPE

NHS Dumfries and Galloway (hereafter known as ‘the Board’) takes very seriously the
health, safety and welfare of all its staff. It recognises the risks to staff who are required
to carry out work-related driving and is committed to the prevention of injury and damage
to property from work-related driving incidents. The purpose of this procedure is to
enable the organisation to meet its obligation to protect staff, so far as is reasonably
practicable, from all occupational road risks associated with work-related driving.

The procedure applies to all staff involved in work-related driving activities, including
drivers of organisational vehicles, pool cars, leased cars* and owner drivers. It forms
an integral part of the organisation’s Health and Safety Strategy and is applied in
conjunction with specific local guidance on work related driving and the management of
occupational road risks (e.g. Transport Services has additional local rules and
procedures). The procedure applies to all work related driving arising in connection with
the duties and activities of staff.

To ensure that the Board has a procedure regarding the staff use of all types of vehicles
and to ensure that staff vehicles are considered in the same terms of safety as other
places of work.

*Points 6.3, 6.4, and 6.11 do not apply to drivers of lease cars and other points that do
not apply are as indicated.

DEFINITION OF WORK-RELATED DRIVING

The organisation defines work-related driving as:

‘Any driving activity carried out by employees in the course of their work’.
PROCEDURE AIMS

This procedure aims to:

e Increase staff awareness on the safety issues associated with work related
driving risks;

e Ensure that risk, in relation to work-related driving, is assessed in a systematic
way and that safe systems and methods of work are implemented to reduce
the risk so far as is reasonably practicable;

e Ensure that appropriate information, instruction and training is provided for
staff which equips them with the knowledge to recognise risk and provides
practical advice on the prevention and management of occupational road
risks;

e Ensure all staff with specific access needs have appropriate support;

e Ensure that appropriate support is available for staff involved in work-related
driving incidents;
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Encourage full reporting and recording of all incidents arising in the course of
work-related driving, including near misses;

Reduce the number of incidents and injuries to staff resulting from work
related driving.

4. RELEVANT LEGISLATION

Health and Safety at Work etc. Act 1974

Management of Health and Safety at Work Regulations 1999
Provision and Use of Work Equipment Regulations 1998 (PUWER)
RoSPA — Management of Occupational Road Risk (MOR)
Transport Act 2010

Goods venhicles (Licensing of Operators) Act 1995

Please refer to Appendix C for further information.

5. RESPONSIBILITIES

5.1 The Chief Executive is responsible for:

Ensuring there are arrangements in place for identifying, evaluating and
managing risk associated with work-related driving;

The provision of resources for implementation of the procedure;

Ensuring that arrangements are in place for monitoring incidents linked to
work-related driving and that the procdure document is subject to regular
review.

5.2 Senior Managers/Line Managers are responsible for:

Ensuring that all relevant staff are aware of the procedure;

Ensuring that consideration is given to using the most efficient and effective
method of transport;

Ensuring that, where appropriate, risk assessments are carried out and
regularly reviewed;

The implementation of procedures and safe systems of work designed to
eliminate or reduce the likelihood of work-related driving incidents;

Ensuring that staff groups and individuals identified as being at risk are given
appropriate information, instruction and training, including information at
induction, updates and refresher training as necessary;

Ensuring that appropriate support is provided to staff involved in any incident
associated with work-related driving;

Managing the effectiveness of preventative measures through an effective
system of reporting, investigation and recording incidents;

Managing the use of pool cars within their designated areas, if defined as part
of their role;

Updating Transport Services on any changes to their employees’ ability to drive.

Page 4 of 20

Title: Transport Services Driving at Work SOP
Date: January 2026

Version: 1.0

Author: Craig Hill

The only current version of this policy is on the intranet



5.3  All staff (Drivers) are responsible for:

Ensuring legal compliance is met at all times when driving;
Ensuring the Health & Safety of themselves and others, and complying with
the full range of the Board’s Health and Safety Policies.

In order to meet this duty, all drivers must:

Adhere to this Procedure;

Hold a valid driving licence for the class of vehicle being driven;

Inform their Line Manager :-

e of any Medical conditions in line with DVLA guidance;

e of any driving convictions whether obtained on private or the Board’s
business;

e of any accidents and damage in relation to work related driving;

e if they are or become unable to drive for any reason where this is a
requirement of their post;

Where appropriate, take part in training for driving/operating the vehicles

under conditions in which they are likely to be driven/operated;

Adhere to all relevant risk assessment safe systems of work and carry out

“Driver First Before Use Walk Round Check” (see paragraph 6.3) before using

a vehicle/specialist vehicle to ensure that this is in a roadworthy condition prior

to use;

Not drive for longer periods than the Goods Vehicles (Licensing of Operators)

Act 1995 allows (see point 6.3.4);

Ensure they are fit to drive;

Comply with the Highway Code at all times;

Adhere to the NHS Dumfries & Galloway’s Substance Misuse Policy;

Keep all vehicles reasonably clean at all times.

6. ORGANISATIONAL ARRANGEMENTS

6.1 Safe Systems of Work

Good driving practices are expected of all vehicles/specialist vehicles users;
As well as the insurers’ accident reporting requirements; any accidents or
damage incurred while a driver is using vehicles/specialist vehicles for work-
related activities must be reported to their line manager (see point 6.6);
Non-NHS staff must only be carried in vehicles where this is specifically for an
NHS Dumfries & Galloway work related activity.

In case of a lack of availability:-
e Hired vehicles such as taxis, buses and cars may be used to convey staff from

one location to another.
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Vehicles should only be hired through national framework contracts with approved suppliers
(as per Contract NP771/17). Transport Services should be consulted if there is any
uncertainty over this.

6.2 General Information Applicable to All Drivers
6.2.1 Drivers Licence Checks

Any NHS employee driving a vehicle owned or provided for use by the Board must complete
a New Driver Application Form to be considered for insurance cover and to drive an NHS
vehicle. Only authorised personnel are permitted to drive on behalf of the Board for business.

Failure to provide full details, or providing false information in support of the driver declaration
(for example, loss of some or all entitlement to drive under their licence) could place the
employee and the Board in a compromised legal position and could result in the employee
being subject to a disciplinary investigation.

Prior to authorisation being granted, the driver will be required to:-
e Complete driver awareness training;
e Complete the Drivers Declaration;
e Produce their driving licence information, either though the DVLA by a screen
print or by providing the DVLA Code Share;
e Have their driving status checked;
e Receive vehicle familiarisation training, if applicable.

A percentage of drivers will have their licences checked randomly throughout the year on
request by Transport Services. Up to 15 licences per month will be selected for checking at
random, with higher risk licences a priority.

The Driver Application Form can be found on the Beacon page:-
Beacon —» Teams—» Transport Service Team —» New Driver Application pack —»
NHS New/Change Driver Application

6.2.2 Training

All drivers are also required to complete the locally mandated ‘Drivers Awareness’ training
module on LearnPro. This can be accessed by logging into LearnPro and typing ‘Driver
Awareness’ into the module search bar and adding the course to your training module list.
Once added, the training can be completed and is required to be refreshed every two years.

If any additional training is required, line managers can contact the Transport Services
Manager for further assistance.

The driver should not attempt to drive any vehicle that requires specialist knowledge or skills
unless they are licensed to drive that vehicle and have received proper information,
instruction and training for the particular vehicle to be driven or operated.
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Whilst a Board vehicle is in their charge, the driver should not allow any other person to
drive the vehicle, unless that person has received the appropriate authorisation to drive that
vehicle, and holds the appropriate licence.

6.3 Driver First Before Use Walk Round Check

The driver is legally responsible for the vehicle/specialist vehicles condition when
driving/operating. It is the Board’s Policy that all drivers of all Board vehicles carry out a
driver ‘First Before Use Walk Round Check’ and log and report any defects found using the
Board Vehicle Defect System. The Board Vehicle Defect System Form or Book will normally
be found in the glove box or on the front passenger seat of each Board vehicle.

If there are any difficulties with performing this check, please contact Transport Services.
Prior notice of any support requirements will need to be provided.

6.3.1 Vehicle Packs

All vehicles must have a ‘Driver First Before Use Check/Defect’ report pack. Extra copies
can be sourced from Transport Services or as per Appendix A of this Policy.

6.3.2 Vehicle Pack Contents

1. Vehicle Details

2. Breakdown Guide

3. Walk around checklist

4. Accident and Damage reporting procedures
5. Accident form x3

6. Motor Incident Form x3

It is illegal to drive a vehicle that is not roadworthy. It is in the drivers own interest to check
the safety and legality of a vehicle to protect their licence. Whilst the vehicle is in your
charge you are legally responsible for its condition. Never rely on the previous driver/s to
ensure a vehicle is safe and roadworthy.

6.3.3 Familiarisation with Vehicle

All drivers must acquaint themselves with the controls, safety features and other relevant
details before moving off and time must be allowed by their line manager for doing so.
Where the vehicle is unfamiliar to the driver, extra care must be exercised until the driver is
fully confident in its use.

6.3.4 Drivers’ hours

Specific legislation relating to drivers’ hours apply (the Goods Vehicles (Licensing of
Operators) Act 1995). Tiredness, fatigue and stress (be it from work, domestic or social
circumstances) can affect safe driving. Drivers must take account of this and not drive if they
believe that they are unfit to do so.
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6.4 Departmental Pool Car Checks

To comply with Operator Licence Legislation and the Road Traffic Act 2010, a robust and
well managed maintenance check system must be in place. For this reason, managers of
each department designated as responsible for pool cars must sign off a “Monthly
Maintenance Check Sheet” and send this back to Transport Services via email or internal
mail. This should be accompanied with any monthly Driver Defect Sheet and any fuelling
receipts. [Forms are available from Transport Services]

The Monthly Maintenance Check Sheet is accessible via the Transport Beacon page:-
Beacon —» Teams — Transport Service Team —  Guidance documents —»
Monthly Maintenance Check Sheet

6.4.1 Manager/Supervisor & Driver Responsibilities

It is the responsibility of the Designated Manager, or their deputy if they are unavailable,
and supervisors to complete a ‘Driver First Before Use Walk Round Check’ of vehicles at
the commencement of their duties, and that any defect is reported immediately in order for it
to be dealt with promptly.

Individual drivers using a department pool car must also complete a ‘Driver First Before Use
Walk Round Check’ before driving a vehicle. Please see Appendix A.

An auditable system must also be in place at each location/department so that random checks
can be done by supervisors or Transport Services Management (as far as possible) to ensure
drivers and vehicles are operating safely and legally and are complying with this Policy

6.4.2 Safety Inspection and Servicing

A system of regular safety inspections and servicing is carried out on all vehicles used
within the Board. Drivers must inform their line manager when a service light is visible on
their department vehicle. The line manager must then arrange a date for the service to be
performed with the Transport Service team. If a swap vehicle is required for the day when
the vehicle is off the road this will also be arranged by Transport. Any Safety Inspections
due will be dealt with by the Transport Supervisor and they will inform the relevant
department of any arrangements.

6.5 DVSA and Police Roadside Check

Any driver asked to stop at a DVSA (Driver and Vehicle Standards Agency) or Police Road
Side Check must comply with such a request and subsequent instructions made by the
inspectors and/or police. Any incident and/or resulting paperwork from the roadside check,
must be brought to the immediate attention of Transport Services (01387 244 253). Drivers
must show courtesy to DVSA and Police on all occasions.
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6.6 Accidents and Incidents

6.6.1 Vehicle Accidents

Vehicle packs, normally stored in each Board vehicle, as per point 6.3.1, explain what a driver is
required to do in the event of an accident or incident. It is the driver’'s legal responsibility to stop
and exchange details in the event of an accident involving persons, vehicles and property.

In the case of an accident, it is important to contain the immediate consequences of the event,
ensure prompt intervention of the emergency services if necessary; and to ensure that help and
assistance are quickly available.

As a driver, if you are involved in a traffic accident at work you must inform your line
manager. You or your line manager must agree who will take responsibility to inform
Transport Services who will complete the first parts of the Motor Incident Form.

Details of the accident must also be completed on a Motor Incident Form by the driver and
sent to Transport Services by email. (dg.transport-services@nhs.scot) This form is at
Appendix E, in the Vehicle Pack and can also be found on Beacon:-

Beacon —» Teams —» Transport Service Team —» Accident/ Breakdown and Insurance
documents — Motor Incident Form

Serious accidents, which include a fatality or injury requiring hospital treatment of any
person involved, must be reported by telephone to the Health & Safety Department. Please
refer to Section 7 for contact details.

In addition, all accidents/incidents must be logged in the Inphase Incident Reporting
System. Failure to record the incident may result in all costs for repairs and compensation
being recharged back to the driver. Please refer to the check list for what to do in the event
of an incident or accident at Appendix F and D.

6.6.2 Theft of a Board Vehicle

The theft of a Board vehicle must be notified to the Police, Transport Services and your Line
Manager at the earliest possible opportunity.

6.6.3 Theft of Items from Vehicles

Personal belongings are not covered by the Board'’s insurance policy and wherever possible
should be removed from the vehicle. The responsibility for the security of the vehicle, and
the contents, rests with the driver when the vehicle is in their charge, including when in
transit.

6.6.4 Vehicle Breakdown

In the event of a vehicle breakdown, where the driver is unable to complete their planned

journey, immediate contact should be made with the lease company, their breakdown

services number can be found on a sticker in the front dash of the vehicle and in the vehicle
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handbook which is in the glove compartment. All lease companies have contracts with
breakdown companies. Please inform the lease company if you have specific requirements
that need to be taken into consideration, e.g. mobility restrictions or lone working
requirements.

Please also contact your line manager and Transport Services to notify them of your
situation.

Please also refer to the Transport Services Procedure for Vehicle Breakdown:-
Beacon —» Teams —» Transport Service Team —» Guidance documents

6.7 Re-Fuelling

It is the driver’s responsibility to correctly carry out the re-fuelling of any Board vehicle. Due
regard should be paid to ensuring the correct type of fuel is used as serious damage can
otherwise occur. In the event of using an incorrect fuel type, do not attempt to start the
vehicle as extensive damage can result. Please reference the Fuel and Fuel Card
Procedure, available on Beacon, for more information or contact Transport Services.

Please refer to the Operational Process - Fuel & Fuel Cards document on Beacon:-
Beacon —» Teams—» Transport Service Team —» Guidance documents

6.8 Reporting Damage or Abuse of Board Vehicles

Deliberate abuse of Board vehicles will be investigated and depending on the outcome may
be considered as a disciplinary matter. Vehicle abuse includes damage to vehicles caused
by improper driving/use and/or failure to carry out a ‘Driver First Use Walk Round Check’.

The driver is responsible for reporting defects. Any item noted as appearing in need of
attention should immediately be reported by the driver to their line manager, who must
report this to Transport Services using the appropriate paperwork and reporting method.

Vehicle accident damage, no matter how minor, must be:-
1. Reported to Transport Services on (01387 244 253)
2. Logged in Inphase at the earliest opportunity;

6.9 Adverse Driving Conditions

Driving in adverse weather conditions is discouraged unless absolutely necessary as part of
working duties. Such conditions include where there is reduced visibility, where there are
very high winds, and/or where road surfaces become hazardous due to ice, snow or
flooding, or where there is a danger of drivers becoming stranded in remote locations.

Drivers also need to consider the suitability of the vehicle for the terrain being covered. If
for safety reasons a particular type of vehicle may be required e.g. a 4x4, the employee
must notify their Line Manager to enable an assessment of the risk to be undertaken.

Please see the Adverse Weather Policy, available on Beacon, for further details.
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Transport Services can make the final decision that no vehicle will be issued as a
result of anticipated or actual adverse weather conditions.

If, whilst carrying out their duties, a driver observes anything likely to endanger other road
users, (such as serious road defects, fallen trees, flooding, etc.) the driver has a duty of care
to inform the police and management (where this is on NHS property), and warn any others
likely to be affected.

6.10 Acceptable Use of Board Vehicles

6.10.1 Private Use of Vehicles [this does not apply to lease vehicles]

Under no circumstances may any Board vehicles be used for private proposes or for
carrying passengers that are not part of the Board’s business. This is because the driver
will:-
a) Not be covered by the Departmental Insurance Provisions or the Departmental Injury
Benefit Scheme, and as a result may be liable to criminal charges;
b) Be held liable for the value of the vehicle if rendered a total loss or for the cost of any
repair to the vehicle and any third party’s property;
c) Have to arrange their own defence in any legal proceedings taken against them;
d) Be liable to prosecution for contravention of the insurance and licensing provisions of
the Road Traffic Act;
e) Be subjectto the Board’s Conduct Policy.

6.10.2 Working out-with the Board [this does not apply to lease vehicles]

As a driver, any work carried out that is not directly for the Board may impact upon the legal
use of a Board vehicle. Therefore, it is of particular importance that you gain written
approval from your line manager for any non Board related work. See also 6.10.1.

6.10.3 Driving/Traffic Offences

If a driver is charged with — or likely to be charged with — any motoring offence (except
parking charges) related to the driving of a Board vehicle, the driver must notify their line
manager who in turn must notify Transport Services (01387 244 253)

Traffic offences are the responsibility of the person driving the vehicle and that person will
meet any fines and suffer the penalties of any convictions. Drivers are required to report
convictions or pending convictions to their line manager as soon as possible. Traffic
offences committed whilst driving a Board vehicle may also be subject to disciplinary action
where:

1. There is damage to the Board property, vehicles or staff;

2. There is damage to third party property, vehicles or individuals;
3. There is potential for the Board to be brought into disrepute.
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6.10.4 Parking

Parking fees incurred whilst on business are the responsibility of the driver. Where such
fees and charges are reimbursable, they may be reclaimed through the normal expenses
claim process providing they are authorised by the line manager of the individual making a
claim. Any parking fixed penalties will be payable by the driver and are non refundable.

6.10.5 Seat Belts

Seat belts, where fitted, must be worn (unless a valid exemption is held). The number of
passengers carried must never exceed that which the vehicle is permitted to carry by law.

6.10.6 Child Restraints/Seats

Where children are required to be transported as part of NHS service delivery or when using
a lease car, child seats must be fitted and used in accordance with legislation,
manufacturers and suppliers’ instructions.

Children must normally use a child car seat until they are 12 years old or 135 centimetres
tall; whichever comes first. Children over 12, or more than 135cm tall, must wear a seat belt.

6.10.7 Eyesight
Legally, any driver must be able to read (with glasses or contact lenses, as necessary) a car
number plate made after 1 September 2001 from 20 metres.

The driver must also meet the minimum eyesight standard for driving by having a visual
acuity of at least decimal 0.5 (6/12) measured on the Snellen Scale (with glasses or contact
lenses, if necessary) using both eyes together or, if you have sight in one eye only, in that
eye.

6.10.8 Alcohol, Drugs & Medication

Drivers must abide by the Board’s Substance Misuse Policy, specifically point 1.2:

‘The Board will not permit any employee to consume alcohol or use non-therapeutic or illegal
substances during any duty period. Should any such substances be consumed / used during
off duty periods, the employee should ensure that their effects do not render them unfit for
duty.’

Drivers must also refrain from using a vehicle if they are taking medication that may cause
drowsiness or have other unpredictable effects that may affect their driving ability.

6.10.9 Mobile Phones

Drivers must familiarise themselves with and adhere fully to the current Phone Usage Policy
on the use of mobile phones which can be reviewed on Beacon. No driver should engage in
conversation, emailing or text messaging, using a mobile phone whilst driving on behalf of

the Board.
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Drivers must not use any other devices that may affect your ability to exercise proper control
of your vehicle including hands-free devices or Satellite Navigation Systems.

6.10.10 Smoking

Smoking of any kind, including the use of e-cigarettes, is not permitted in vehicles owned or
managed by the Board. Please refer to the Board’s Smoke Free Policy for further details.

6.10.11 New and Expectant Mothers

The Board must perform a risk assessment (using the Pregnant Workers Risk Assessment
Form available on Beacon) to identify hazards in the workplace that could pose a health and
safety risk to the new or expectant mothers who are due to drive and/or transport goods and
take appropriate action.

6.10.12 Pets [this does not apply to lease vehicles]

Under no circumstances should any animals, with the exception of Assistance Dogs, be
transported in Board vehicles.

6.10.13 Vehicle Security

e Ifitis necessary to leave a Board vehicle unattended, you must ensure that all windows
are closed and that all doors are locked and the vehicle is alarmed (where an alarm is
fitted);

e Keys must not be left in an unattended vehicle (unless a run lock is fitted);

e Wherever possible, park in designated areas, or when away from secure depots, in well
lit areas;

e Whenever possible, keys for vehicles kept at a departmental level, must be keptin a
secure box or as per the agreed departmental procedure.

6.10.14 Safe Driving

Unsecured objects can cause serious injury. Always adequately secure or remove objects,
including rubbish, from inside the vehicle as they may pose a safety or health hazard to
drivers or passengers.

Accidents can be caused as a result of mud, grease etc. on the sole of footwear. Not only
can this result in a road accident, but drivers can slip on entering or leaving the vehicle.

Suitable footwear must be worn whilst driving and drivers should ensure that the soles of
their footwear, vehicles steps etc. are clean. It is not permitted to drive in unfastened
footwear or flip flops or without any footwear at all.
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6.10.15 Lanyards

Lanyards should not be worn while driving due to the risk of serious injury in the event of an
accident. This can be particularly dangerous if keys and other sharp objects are stored on
lanyards and drivers are involved in an accident while wearing them.

6.10.16 Roof Racks

Roof rack loads can have an adverse effect on the driving characteristics of a vehicle.
Loads should always be within limits set by the vehicle and roof rack manufacturers. It is the
driver’'s responsibility to ensure all loads carried are properly secured.

Access to high loads and roof racks may involve stretching, use of ladder etc., and all due
regard should be given to health & safety issues, be risk assessed and undertaken in
accordance with safe working procedures.

6.10.17 Global Positioning Systems (GPS)

All Board vehicles are fitted with a GPS tracking device. All drivers covered by the Boards’
insurance who are driving any Board vehicle are consenting to the use of their personal
data within the telematics tracking system.

The tracking system will be used to assist in the management of occupational road risk,
management of workplace health & safety, reducing the risk of vehicle theft and as a
support in lone working situations. Further information is available in the NHS D&G
Telematics Operational Process and Procedure which can be found on Beacon.

6.10.18 Vehicle Road Fund Licensing

It is Transport Services’ and Travel and Car Leasing Manager’s responsibility to ensure that
all vehicles are correctly licensed.

6.10.19 Lone Working

Drivers must observe the Board’s Lone Working Policy at all times. This can be found on
Beacon.

6.10.20 Reversing

Most accidents and damage occurs when drivers are reversing vehicles. For this reason,
drivers must always check around the vehicle first. It is the driver’s responsibility to make
sure it is safe before starting a reversing manoeuvre. Passengers should be requested to
remain silent during reversing.

Always take great care when reversing a vehicle. Never use excessive speed.
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6.11 Specialist Vehicles
6.11.1 Hazardous Loads

The driver is responsible for the safety of the load.

e The vehicle must be fit for purpose;

e Drivers must be aware of hazards relating to loads;

o All containers/substances must be clearly labelled and carriages must
comply with the Carriage of Dangerous Goods by Road Regulations;

e Drivers are responsible for load security;

e Relevant paperwork must be completed and available for inspection if
required.

Drivers carrying dangerous goods by road, in tank containers or packages, may be subject
to special carriage regulations. Please refer to The Carriage of Dangerous Goods
(Amendment) Regulations 2019.

6.11.2 Loading/Unloading

The driver is responsible for the loading and unloading of the vehicle being driven. They
must ensure that the vehicle is correctly loaded and within its legal capacity, risk assessed
and undertaken in accordance with safe working procedures.

6.11.3 Security of Loads

Always ensure that the load is properly secured at the start and whenever possible check
during breaks in a journey. In the case of open load carriers, sheets or nets should be used
to secure loose items such as refuse, grass cuttings, building rubble, etc. Loads that create
a dust hazard such as sand, hardcore etc. must be sheeted down. Larger items are to be
securely strapped or tied down.

6.11.4 Weight Limits

It is vital that vehicles are not overloaded. Drivers should consult the manufacturer’s
recommendations for the Maximum Authorised Mass (Gross Vehicle Weight and Axle
Weights), on the vehicle VOSA Plating Certificate VTG6, which must never be exceeded. If
there is any doubt, the vehicle should be weighed. Drivers should know the location of the
nearest Weighbridges. If further training and guidance is required, please contact Transport
Services on (01387 244 253).

6.11.5 Overhanging Loads

Legislation requires that any part of the load that overhangs from the vehicle must be clearly
marked. If the load protrudes by more than 1 metre, then advice must be sought from the
Transport Services Manager before transporting the load.
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All gas bottles should be secured in the gas racks fitted as per manufactures
recommendations.

In tradesman’s vehicles, pipes are to be placed in the tube carriers (where fitted), ladders
secured onto ladder racks, and any loose items inside the vehicles that could be a hazard
during transit are to be secured.

7. MONITORING

This procedure will be monitored and reviewed in partnership to ensure that the aims of
the procedure are being achieved. The review procedures will include:
e Monitoring and collation of all reported incidents by the Health and Safety Manager
and Transport Services Manager
e Reporting of incidents through motor incident forms and Inphase recording.
e Allincidents and accidents recorded on the National Fleet Management database for data
collection.
e This procdure document will be reviewed every three years and updated and
amended as required.

8. EQUALITY AND DIVERSITY

The Board is committed to meeting the following duties under the Equality Act 2010 in
relation to the nine protected characteristics (age, disability, gender reassignment, marriage
and civil partnership pregnancy and maternity, race, religion and belief, sex and sexual
orientation) to:-

¢ Eliminate unlawful discrimination, harassment and victimisation and other conduct
prohibited by the Equality Act 2010;

e Advance equality of opportunity by removing or minimising disadvantage, and taking
positive steps to meet the needs of those who share a protected characteristic and
those who do not;

e Foster good relations between people who share a protected characteristic and those
who do not.

There may be situations where an employee’s protected characteristics require certain
provisions or procedures outlined in this policy to be altered to meet the employee’s needs.
This will be examined on a case by case basis and where, a reasonable adjustment is
required based on an employee’s protected characteristic(s), this will be considered
appropriately.

NHS Dumfries and Galloway have a responsibility under the Equality Act 2010 to make
reasonable adjustments for disabled employees to allow them to carry out their job role and
to avoid them being placed at a disadvantage compared with other employees.
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9. APPENDICES Appendix A - Driver Walk Around Checks

1. REVERSING AIDS 2. SECURITY OF LOAD 3. REFLECTORS AND
Check that Check that NUMBER PLATES
e Reversing warning and e  Any load is secured adequately Check that these are not
aids are working e Auxiliary equipment security e  Obscured
correctly. e Do not overload * Missing
e Broken
4. MIRRORS AND GLASS 5. HORN 6. WINDSCREEN WIPERS & WASHERS,
Check all mirrors that should be Check that SWITCHES, WARNING DEVICES AND GAUGES
there e Horn unit Check that
e Arealigned properly, are secure works correctly e  Wipers work correctly and wiper blades are not
and not damaged deteriorated
e Check windscreen for damage e  Washers point at screen and are operational

e  Warning devices and gauges are working correctly

e Screen wash fluid

7. INTERIOR 8. LIGHTS 9. LEVELS
Check that Check that Check
e Interior is clean and tidy e  All lights (front, rear, indicators, stop e Oil and coolant levels
e Seats are secure fog, marker, reverse and number e No diesel/engine oil leaks
10. T' e Seat belts are working plate) work e No coolant leaks
Check urar e  All lights are clean and not damaged P]m
e Minimum tread depth of 1.6mm for Cneck 10r
vehicles up to 3.5T e Damage
e Sufficient inflation of each tyre e Secure
e No cuts, bulges on sidewall e Vehicle in clean condition external panels

Page 17 of 20
Title: Transport Services Driving at Work SOP
Date: January 2026
Version: 1.0
Author: Craig Hill
The only current version of this policy is on the intranet



Appendix B - Licence Categories

Motor vehicles, other than vehicles in category A, F,K or P having a MAM A
(maximum authorised mass) not exceeding 3.5 tonnes and not having
more than eight seats in addition to the driver’s seat, including:-
e A combination of any such vehicles and a trailer having MAM not
exceeding 750kg, and
¢ A combination of any such vehicle and a trailer where the MAM of
the combination does not exceed 3.5 tonnes and the MAM of the
trailer does not exceed the unladen weight of the drawing vehicle

A sub-category of B comprising motor vehicles having three or four C&J
wheels and an unladen weight not exceeding 550kg

Combinations of a motor vehicle in category B and trailer but the A
combination does not fall within that category (trailer over 750kg)

Motor vehicles having a MAM exceeding 3.5 tonne, other than vehicles HGV 2or 3
falling within category D, F, G or H including any such vehicle drawing a
trailer having a MAM not exceeding 750kg

A sub-category of C comprising motor vehicles having a MAM not A
exceeding 7.5 tonne, including any such vehicle drawing a trailer having
a MAM not exceeding 750kg

Combinations of a motor vehicle in category C and trailer where the HGV 1 (Artic)
trailer has a MAM exceeding 750kg

Combinations of a motor vehicle in category C and Drawbar Trailer
where the trailer has a MAM exceeding 750kg

If you passed your category B test prior to 1 January 1997 you will be
restricted to a vehicle trailer combination MAM of not more than 8250kg

Combinations of vehicles with a MAM of up to 7.5 tonne and its trailer A
has a MAM of over 750kg with a total MAM of not more than 12,000kg

and the MAM of the trailer does not exceed the unladen mass of the

towing vehicle.
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Appendix C - Websites, Legislation and other Relevant Policies

e The NHS Dumfries & Galloway Substance Misuse Policy*

e Highway Code DVLA www.direct.gov.uk/en/travelandtransporthighwaycode

e The NHS Dumfries & Galloway Conduct Procedure*

e www.direct.gov.uk

e www.dvla.gov.uk

e The NHS Dumfries & Galloway Mobile Phone Policy*

e Pregnant Worker Risk Assessment Form*

e The NHS Dumfries & Galloway Lone Workers Policy*

e The NHS Dumfries & Galloway Fuel and Fuel Card Procedure*

e Health and Safety at Work etc. Act 1974 -
https://www.legislation.gov.uk/ukpga/1974/37

e Management of Health and Safety at Work Regulations 1999 -
http://www.leqgislation.gov.uk/uksi/1999/3242/contents/made

e Provision and Use of Work Equipment Regulations1998 (PUWER) -
https://www.legislation.gov.uk/uksi/1998/2306/contents/made

e Transport Act 2010 - https://www.legislation.gov.uk/ukpga/2000/38/contents

e (Goods vehicles (Licensing of Operators) Act 1995 -
http://www.legislation.gov.uk/ukpga/1995/23/contents

e https://www.gov.uk/guidance/the-highway-code

*Available on Beacon.
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