
HEALTH & SAFETY MANUAL

No. 10: Driving on Business

Introduction
The College recognises that it has a responsibility not only for the health and safety of staff engaged in driving for work but also to other road users and members of the public.  It will therefore comply with all driving related legislation and endeavour to adopt best practice where practicable for those driving on College business. 

Until fairly recently the HSE took no interest in road traffic accidents and statistics have not been collected in the way they are for accidents at a static workplace. However work by RoSPA and the TUC has suggested that, of the 1200 drivers killed every year in the UK, around 300 were at work at the time. (In comparison, 241 people were killed in 2006 at static workplaces). The number of passengers killed whilst at work is not known, and neither is the number of at-work people who suffer non-fatal injuries. There is now co-operation between the police and HSE and statistics are now being collected.

The College believes in a green transport agenda and encourages its staff to use public transport whenever possible.  
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Responsibilities

It is the responsibility of the individual to ensure that they are fit to drive and follow this policy. 

Section Leaders are responsible for ensuring that members of their department follow this policy.

Procedure

Driving at Work

Employees would be classified as ‘driving at work’ if they are driving on College business.  
This would include journeys to places of work, seminars, conferences, etc.  It would not include travelling to or from an employee’s normal designated place of work.  

Use of Private Cars for College Business

Where employees use their own cars for College business, they must ensure that:

· They hold a valid driving licence

· They have the appropriate insurance, i.e. policy for business purposes including cover for passengers travelling as business passengers

· The vehicle has a valid road tax

· The vehicle is in a good condition and has the appropriate test certificates, i.e.  MOT

· They adhere to the College policy on Driving at work

The College will only pay mileage allowance on condition that employees have complied with the policy.  

Employees must use the staff expenses claim form to confirm that they have all the necessary valid paperwork to drive and have business cover on their insurance when they claim mileage expenses.

A false declaration by an employee would be treated as misconduct and considered under the College disciplinary procedure.   

Safe Driving, Care and Attention

While driving for work, employees should ensure that they are driving within the law and in accordance with the Highway Code.  Seatbelts must always be worn.  

Mobile phones should not be used whilst driving.

Eating, drinking, tuning the radio, smoking, watching or adjusting satellite navigation systems, etc are all activities which are now regarded as providing dangerous distractions when driving and can lead to penalties.  Employees should try to minimise such distractions.

In addition, any employee who is a smoker is not permitted to smoke in the vehicle whilst travelling on College business.  The ‘no-smoking’ laws of 2006 require vehicles to be smoke-free at all times if they are used in the course of paid or voluntary work by more than one person (even if those persons use the vehicle at different times, or only intermittently). However, vehicles that are used primarily for private purposes are not required to be smoke-free.
In the event of adverse road conditions, (e.g. during severe weather), employees should balance the risks and the necessity of the journey and reach a common sense decision as to whether to drive.  

Route Planning and Scheduling

Where employees have a journey of more than 200miles either outward or inward in a day or return journey, they must include adequate breaks of at least 15 minutes every 2 hours.  Employees should not drive more than 8 hours in any working day.  

Consideration should also be given to the use of public transport or overnight accommodation whenever a journey is too long.       

Fitness to Drive

It is every individual’s responsibility to ensure that they are medically fit to drive on the public highway, irrespective of whether this is for business or domestic purposes.  

Employees must report any health condition (e.g. epilepsy, diabetes, visual impairment) likely to affect their driving to the Driver and Vehicle Licensing Agency (DVLA).  

Training
No additional training required.

Records
The current Inland Revenue requirement for retaining expenses claims,  which include the declaration is sufficient for the needs of this policy.

Review
Driving on Business Policy will be audited annually as part of the health and safety management review by our nominated external consultants.
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APPENDIX A: Fatigue 

Tiredness is blamed for a large proportion of accidents. Both the police and the HSE are interested. The HSE is likely to investigate the driver’s schedules and the company’s policy on matters such as early starts, late finishes, hours worked, overnight stops, and breaks. A Court of Appeal case in 2002 resulted in a set of guidelines for sentencing. Accidents involving the driver falling asleep at the wheel or using a mobile phone could attract higher penalties if the driver is found guilty. 

Department for Transport factsheet
 - driving when tired

	Did you know?

· An estimated 300 people a year are killed where a driver has fallen asleep at the wheel. 

· Research commissioned by the Government found that falling asleep at the wheel accounts for up to 20% of crashes on motorways or similar roads, and as many as one in ten of all crashes on Britain's roads. 

· If you fall asleep at the wheel you are 50% more likely to die or suffer serious injury because a sleeping driver does not react before a crash. 

· The greatest risk of falling asleep at the wheel is between midnight-6am and 2-4pm. 

· It can affect any driver, but people who drive as part of their job may be more at risk. About 40% of sleep related crashes are work-related, inasmuch as they involve commercial vehicles. 

· Alcohol and drugs (including some medicines) can make you more tired without you realising it. 

Research

According to the sleep unit at Loughborough University men aged 30 years and under are more likely to fall asleep at the wheel, and seem to be at a higher risk because they use the roads more at night. They are also more likely to press on with a journey when tired.
· Driving between midnight and 6am presents a particular risk for sleep-related crashes as this is when your 'body clock' is in a natural trough. There is another, smaller trough between about 2pm and 4pm. 

· All sleepy drivers are aware of their tiredness, particularly when they reach the stage of 'fighting sleep' (i.e. doing things to keep themselves awake, such as winding down the window). You don’t fall asleep without warning! 

· Opening the window for cold air or turning up the radio are of very limited benefit and sufficient only to find a safe place for a break. 

· Reaction time devices are of little practical use in detecting driver tiredness. By the time they work a driver is already well on the way to falling asleep. 

· If you start to feel sleepy find a safe place to stop (not the hard shoulder of the motorway). 

Tips for drivers

· Plan your journey to include a 15 minute break every two hours of driving 

· Drinking 2 cups of coffee or other high caffeine drink and having a rest to allow time for the caffeine to kick in are effective methods of combating tiredness. 

· Have a good night's sleep before setting out on a long journey. 

· Remember the risks if you have to get up unusually early to start your trip, or have a long drive home after a full day’s work. 

· Avoid making long trips between midnight- 6am and 2-4pm when natural alertness is low. 

· Share the driving if possible. 

· If you start to feel sleepy find a safe place to stop (not the hard shoulder of a motorway) as soon as possible. 

· Opening the window or turning up the radio does little to prevent a driver from falling asleep at the wheel. 


Highway Code (www.highwaycode.gov.uk) (September 2007)

	“80: Driving when you are tired greatly increases your accident risk. To minimise this risk

· make sure you are fit to drive. Do not undertake a long journey (longer than an hour) if you feel tired

· avoid undertaking long journeys between midnight and 6am, when natural alertness is at a minimum

· plan your journey to take sufficient breaks. A minimum break of at least 15 minutes after every two hours of driving is recommended

· if you feel at all sleepy, stop in a safe place. Do not stop on the hard shoulder of a motorway

· the most effective ways to counter sleepiness are to take a short nap (up to 15 minutes) or drink, for example, two cups of strong coffee. Fresh air, exercise or turning up the radio may help for a short time, but are not as effective.  ”


APPENDIX B: Mobile Phones  

RCGP Standards 
The making or taking of calls by the driver whilst driving – even using a hands-free phone - is prohibited. An employee who is found guilty of making or taking calls whilst driving may be liable to summary dismissal.

Department for Transport (DfT)

The following was downloaded in September 2007 from the DFT website

 http://www.thinkroadsafety.gov.uk/advice/mobilephones.htm   

	THINK! advice - mobile phones
1) What is the law about mobile phones while driving?
It is illegal to drive a vehicle or ride a motorbike and use a hand held mobile phone or similar device. It is also illegal to supervise a learner and use a hand-held phone. Hands-free phones are also a distraction and you risk prosecution for not having proper control of a vehicle if the police see you driving poorly while using one.

· A hand held device is something that "is or must be held at some point during the course of making or receiving a call or performing any other interactive communication function. 

· A device "similar" to a mobile phone includes a device that can be used for sending or receiving spoken or written messages, sending or receiving still or moving images or providing Internet access. 

If you accept a roadside fixed penalty notice, you will receive 3 points on your licence and a fine of £60. If a case goes to court, in addition to points, you could face discretionary disqualification on top a maximum fine of £1,000 (or £2,500 in the case of drivers of buses/coaches and goods vehicles). 

2) What's wrong with using a mobile phone while driving? 

It is dangerous because a telephone conversation (or texting) distracts from the mental concentration needed to drive safely. You put yourself and other road users in danger.

Research has shown that driver's reaction times are up to 50% slower that normal when driving and using a mobile phone. It also shows that your reaction times are 30% worse than when driving under the influence of alcohol. Other research suggests that if you are using a mobile phone while driving you are four times more likely to have a crash.

3) Is a driver allowed to use any other equipment like a hands-free mobile phone? Why don't you just make it illegal to use all mobiles when driving?
The use of a hands-free phone or other equipment is not specifically prohibited because it is difficult for police to see it in use. But if you drive poorly because you are distracted by a phone conversation for example, then the police can prosecute for failing to have proper control of the vehicle. The same penalty applies as for hand-held phones - 3 points and a £60 fine.

If there is an incident or a crash, the use of any phone could be justification for the charges of careless or dangerous driving. The penalties on conviction for such offences include heavy fines, endorsement, disqualification and, in serious cases, imprisonment. Courts are taking a serious view in such cases.

4) How can a police officer prove that I was on my hands free/mobile?
If you drive badly and a police officer suspects you have been using your phone he can stop you and seek a reason for the poor driving. If it goes to court, your phone records can be checked to determine whether you were using your phone.


	THINK! advice - mobile phones (continued)
5) When is a driver allowed to use a hand-held phone?
There is an exception for calls to 999 or 112 in a genuine emergency where it would be unsafe or impractical to stop.

Using 2-way radio equipment when driving is not a specific offence. Remember that a conversation could still distract from the concentration needed to drive safely. If you do not have proper control, then the police can still take action.

6) What if a mobile phone in my car rings? What if I phone someone who is driving?
Let it ring and return the call when you are able to park in a safe place. It would be better to switch to voicemail before starting.

If you phone someone who is driving, say you will phone later and hang up.

7) What counts as driving? 
Driving is using a motor vehicle on public roads and can include when a vehicle is stopped at traffic lights or during a traffic hold-up. Therefore you should not use that time to make or receive a call. Park safely and then use the phone (but not on the motorway hard shoulder).

8) Must I switch off any phone in my car?
No. Passengers may want to use a phone. If you are driving on your own, we advise that if you do not switch your phone off, you should switch it to voicemail, message service or call diversion and ring back when you are safely parked.

9) What about employers? 
The requirement for an employer to assess risks applies to employees driving at-work. Employers therefore need to consider the risks associated with using a phone while driving. They should not ask their staff to make or receive calls while driving. Employers could be liable to prosecution if they require or allow employees to use a mobile phone while driving for work. Remember that all phones affect concentration. Using one could put employees driving at-work, and others, at risk.

10) What about cyclists?
It is not a specific offence to cycle and use a mobile phone but cyclists could be prosecuted by the police for careless or dangerous cycling. Cyclists need to concentrate like all other road users. They should not do anything that would affect their concentration and put themselves and other road users in danger.




























� from � HYPERLINK "http://www.thinkroadsafety.gov.uk/advice/drivertiredness01.htm" ��www.thinkroadsafety.gov.uk/advice/drivertiredness01.htm�  (September 2007)
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