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 KEY POINTS OF THIS POLICY: 
 

• It is the aim of the Royal Devon University Healthcare NHS Foundation Trust 
(hereafter referred to as ‘the Trust’) to ensure that all vehicle operations and journeys 
undertaken as part of its endeavours are, so far as is reasonably practicable, carried 
out safely. 

 

• The Trust is legally obliged to comply with the conditions of the Operator's ("O") 
Licence. Failure to comply with these conditions can lead to the full or partial removal 
of the "O" License and, therefore, the Trust’s authority to operate vehicles. 

 

• The policy is applicable to all persons who drive a Trust vehicle as part of their Trust 
activities. 
 

• The Trust (Non-Patient) Transport Manager must ensure that all Trust vehicles and 
those hired by the Trust are correctly maintained and inspected, are appropriately 
taxed, insured, with current Ministry of Transport MOT test certificates and all 
equipment fitted, such as tail-lifts, are maintained and inspected accordingly. i.e. Tail-
lifts are serviced twice per year by an approved Tail-lift Engineer and receive twice 
yearly inspections by an approved Tail-lift Engineer, in accordance with the Lifting 
Operations and Lifting Equipment Regulations 1998 (LOLER). 
 

• The Trust (Non Patient) Transport Manager has a duty to ensure that the Trust 
Vehicle Operator’s Licence is maintained and that advice and guidance on relevant 
legislation is available and followed on all vehicle operation and driving matters. 

  

https://www.gov.uk/browse/driving/mot-insurance
http://www.legislation.gov.uk/uksi/1998/2307/contents/made
http://www.legislation.gov.uk/uksi/1998/2307/contents/made
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1 INTRODUCTION 
 
1.1 It is the aim of the Royal Devon University Healthcare NHS Foundation Trust 
 (hereafter referred to as ‘the Trust’) to ensure that all vehicle operations and journeys 
 undertaken as part of its endeavours are, so far as is reasonably practicable, 
 carried out safely. 
  
1.2  The Trust is legally obliged to comply with the conditions of the Operator's ("O")  
 Licence. Failure to comply with these conditions can lead to the full or partial removal 
 of the "O" License and, therefore, the Trust’s authority to operate vehicles. 
 
1.3 The policy is applicable to all persons who drive a Trust vehicle as part of their Trust 
 activities. 
 

2 PURPOSE  
 
2.1 It is the aim of this policy to ensure that all vehicle operations and journeys 
 undertaken as part of the Trust’s activities are, so far as reasonably practicable, 
 carried out safely. Invariably, road traffic accidents are preventable if drivers take 
 care, drive defensively and make sure that their vehicle is fit to be used on the road. 
 This document is intended to define the Trust policy on driving and to give guidance 
 to managers and staff on the safe operation of Trust vehicles. 
 

3 DEFINITIONS  
 
3.1 A competent person - A person who has a certificate of professional competence in 
 Road Transport Management (CPC). 
 
3.2 A Trust vehicle – Any vehicle owned, leased or hired by the Trust.   
 
3.3 Driving Staff – Any member of staff who as part of their duty no matter how 
 frequent/infrequent is required to drive a Trust vehicle as defined above. 
 
3.4 An ‘O’ Licence – A licence to operate vehicles over 3.5 tonnes maximum gross 
 weight.  
 

4 DUTIES AND RESPONSIBILITIES OF STAFF  
 
4.1 Chief Executive Officer 

4.1.1 The Chief Executive Officer has overall responsibility, on behalf of the Board for 
 ensuring the implementation of this policy throughout the organisation. 

4.2 Chief People Officer  

4.2.1 Responsibilities are in line with Health and Safety legislation and additional 
 guidance documents included in the appendices to this policy. 

 

4.3 Deputy Director of Estates and Facilities 
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4.3.1 The Trust’s responsibility for the implementation of this policy is delegated to the 
 Deputy Director of Estates and Facilities. 

4.4 Trust (Non-Patient)Transport Manager  

4.4.1 The Trust (Non-Patient) Transport Manager must ensure that all Trust vehicles and 
 those hired by the Trust are correctly maintained and inspected, are appropriately 
 taxed, insured, with current Ministry of Transport MOT test certificates and all 
 equipment fitted, such as tail-lifts, are maintained and inspected accordingly. i.e. Tail-
 lifts are serviced twice per year by an approved Tail-lift Engineer and receive twice 
 yearly inspections by an approved Tail-lift Engineer, in accordance with the Lifting 
 Operations and Lifting Equipment Regulations 1998 (LOLER).  

4.4.2 The Trust (Non Patient) Transport Manager has a duty to ensure that the Trust 
 Vehicle Operator’s Licence is maintained and that advice and guidance on relevant 
 legislation is available and followed on all vehicle operation and driving matters. 

4.4.3 The Trust (Non Patient) Transport Manager will continue to develop, improve and 
 monitor the system which ensures all employees with a requirement to drive Trust 
 vehicles have their licences subjected to a check to ensure its validity at least every 
 12 months. 

4.4.4 The Trust will ensure drivers in vehicles with a Tachograph fitted are working 
 within the regulations and a system for the monitoring of this data is in place.  
 
4.5 Managers 
 
4.5.1 All levels of management must understand and implement this policy throughout their 
 own areas of responsibility.  They are to ensure that all employees are made aware 
 of this Policy. 
 
4.5.2 All Departmental Managers who have within their department a Trust vehicle, must 
 ensure that all members of staff, who may be required to drive as part of their duties, 
 have completed and returned a  Driving Entitlement Consent form which is 
 available from the Transport Department and received authority to drive from the 
 Transport department before they are allowed to drive a Trust vehicle. 
 
4.5.3 All Departmental Managers must ensure that the drivers in their department that 
 drive a trust vehicle are in good health to drive and to refer employees to 
 Occupational Health for advice if any health issues arise. 
 
4.5.4 It is the responsibility of the Departmental Manager to inform the Transport 
 department of any changes to the departmental drivers’ database be these new 
 employees, additions or removals from the database. 
 
4.5.5 Departmental Managers are to ensure that all employees who may drive a Trust 
 vehicle have read and signed a copy of the Trust vehicle conditions of use form 
 (appendix 1).  Managers are to ensure that the signed copy of this document is 
 retained in the employee’s personnel file. 
 
4.5.6 Departmental Managers are to ensure that daily vehicle checks are being completed 
 and relevant forms returned to the Transport Department for filing. 
 
4.6 Occupational Health Department Staff 

https://www.gov.uk/browse/driving/mot-insurance
http://www.legislation.gov.uk/uksi/1998/2307/contents/made
http://www.legislation.gov.uk/uksi/1998/2307/contents/made
http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
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4.6.1 Occupational Health Department staff will ensure that a health surveillance 
 programme is provided for all new staff as well as carry out any medical 
 examinations relating to driving licences e.g., Heavy Goods Vehicles (HGV) 
 medicals, etc. 
 
4.6.2 Occupational Health Department staff will assist by offering advice on work-related 
 injuries or health issues that affect their ability to work, and in particular, to drive, and 
 suggest relevant adjustments if indicated. 
 
4.6.3 Occupational Health Department staff will ensure that health clearance is undertaken 
 for all new staff as well as carry out any medical examinations relating to driving 
 licences e.g. HGV medicals, etc. 
 
4.7 Trust Staff 

4.7.1 Trust Staff driving trust vehicles as part of their Trust duties are responsible for 
 ensuring that such duties are undertaken in such a  manner as to ensure the safety 
 and wellbeing of themselves and others who might be affected by their acts and or 
 omissions. Staff who drive a Trust Vehicle as part of their duties, must complete as 
 and when required a Driver and Vehicle Licensing Agency (DVLA)  Driving 
 Entitlement Consent form which is available from the Transport Department.  All 
 staff are expected to carry their driving licence at all times while driving a trust 
 vehicle. 

4.7.2 Accidents/loss must be reported on a Datix incident form and will be investigated in 
  line with the Trust’s Incident Reporting, Analysing, Investigating and Learning Policy   
  and Procedures. The person responsible must complete the Datix incident report 
 form or inform their Departmental Manager who will complete the form on their 
 behalf.  Individual Departments will be liable for the cost of any damage caused to 
 the vehicle whilst in their use. 

4.7.3    All accidents/loss must be reported to the Non-Patient Transport Department. The 
 person responsible must also complete an Insurance “Motor vehicle accident claim 
 form” which can be obtained from the Non-Patient Transport department. 

4.7.4 All appropriate requirements listed under Appendices 1, 2, 3, 4 and 5  are met  
  within their area of responsibility and copies are available on the Transport section of 
  HUB. 

4.7.5 In the event of an accident the Vehicle Accident Procedure (at section 13) must be 
  followed at all times. 

4.7.6 All employees who may drive a Trust vehicle are required to: 

• Complete and record regular vehicle daily defect forms or use the Fleetcheck 
 App. Return the forms to their Departmental Manager who will forward these 
 to the Transport Manager (Eastern) or Estates and Facilities Department 
 (Northern) for filing.  
 

• To supply appropriate documentary evidence when requested to do so, in  
 accordance with this policy. 

 

http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
https://royaldevonstaff.nhs.uk/download.cfm?ver=2076
https://royaldevonstaff.nhs.uk/download.cfm?ver=2076
https://royaldevonstaff.nhs.uk/non-patient-transport
https://royaldevonstaff.nhs.uk/non-patient-transport
https://royaldevonstaff.nhs.uk/non-patient-transport
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• Complete as and when required a DVLA form:  Driving Entitlement Consent 
 form which is available from the Transport Department. 
 

• Observe the requirements of current road traffic legislation, e.g., Road Traffic 
 Act 1991 Report as soon as possible to their line manager the following:  

• Any driving offence/conviction which is gained whilst driving a Trust 
 vehicle 

• Any driving offence/conviction gained outside employment with the 
 Trust which may affect their ability to legally drive a Trust vehicle 

• Any driving offence/conviction which may take the number of 
 accumulated points on an individual’s licence over 6 points 

• Any medical issues which may affect their ability to drive safely, e.g. 
 any physical condition suffered and/or any medication taken.  A list of 
 reportable illnesses is available on this link - Health conditions and 
 driving - GOV.UK 

• Any accident that may occur whilst driving a vehicle owned or hired by 
 the Trust.  The Trust Vehicle Accident Procedure (see section 13) 
 must also be followed in the event of any accident. 

 

5 APPLICATION OF THIS POLICY ON EXTERNAL CONTRACTORS 
 
5.1 As with many of the Trust’s internal Health and Safety Policies, there is a 
 requirement for external contractors to comply with the policy by either adopting it or 
 having in place a policy of their own which meets equivalent standards. 
 

6 ABILITY TO DRIVE SAFELY 
 
6.1 The Transport Department (Eastern) will internally check the driver licence details 
 from the completed TR01 form (appendix 2) together with the unique driver code 
 obtained.   The Deputy Head of Estates (Northern) has responsibility to ensure driver 
 licence checks are undertaken using the Drivers Declaration Form (appendix 3) by 
 the Estates Helpdesk together with the unique driver code obtained.   This ensures 
 that all staff driving Trust vehicles have a valid licence to drive the class of vehicle 
 which they are driving as part of their duties.  Licence checks are produced and 
 monitored via the Transport Department and Estates and Facilities Department 
 (Northern) who have a database of all drivers who have had their licence details 
 checked. 
 
6.2 To comply with current legislation once a member of staff has completed and 
 returned a  Driving Entitlement Consent form which is available from the Transport 
 Department.   The form will be checked internally by the Transport Department 
 (Eastern) and Estates and Facilities Department (Northern) to check the licence 
 details with the DVLA and produce an individual risk assessment based on the 
 number of points/previous convictions on the licence.  This risk assessment will 
 determine whether the licence is checked annually, twice yearly or quarterly.  Each 
 time a licence check is required the Transport department (Eastern) and Estates and 
 Facilities Department (Northern) will  undertake regular monitoring of the internal 
 database and will confirm the requirement for a licence check to be undertaken.  The 
 licence information is discarded after 12 months if you no longer need access to 
 Trust vehicles.  If you do require access, the information is renewed and a reminder 
 email sent. 

http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
https://www.legislation.gov.uk/ukpga/1991/40/contents
https://www.legislation.gov.uk/ukpga/1991/40/contents
https://www.gov.uk/health-conditions-and-driving
https://www.gov.uk/health-conditions-and-driving
http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
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6.3 Each individual required to drive a Trust- vehicle must have completed a  TR01 
 standard conditions form or Driver Declaration form which is available from the 
 Transport Department (Eastern) and Estates and Facilities Department (Northern) 
 and returned this form to the respective department.  The risk assessment will 
 determine the number of checks required, normally with a clean licence or a licence 
 with 3 points this will be annually, each check will be recharged to the employees 
 department at £5 per occasion.  

6.4  The Trust reserves the right to withdraw permission for an employee to drive a  
  Trust vehicle if it is considered by that employee’s departmental manager and/or  
  occupational health assessment that the individual’s ability to drive safely may be 
  impaired. 

6.5 All persons driving as part of their Trust duties are not to drive under the influence of 
 alcohol or drugs (either medication or illegal  drugs). Supervisors and Managers 
 should be alert to this fact and should follow advice contained within the Trust’s 
 Alcohol and Substance Abuse Policy when dealing with staff, who they believe to be 
 unfit to drive. 
 
6.6  The Trust reserves the right to choose to send any person who is driving a Trust  
  vehicle which is involved in an accident as part of their duty on a driving assessment 
  course.  The line manager should arrange this with guidance from the Non-patient 
  Transport Manager.  This will be recharged back to the Department. 

6.7 The Trust reserves the right to send for an Occupational Health assessment of 
 anyone who, whilst driving as part of their duty a Trust vehicle, is involved in 2 
 accidents in any 12 month period.  It also reserves the right for this assessment to be 
 followed by a driving assessment course, and whilst an investigation is being carried 
 out, the right to suspend for an indefinite period, the individual from driving Trust 
 vehicles.  (The criteria of 2 accidents in one 12 month period is based on reviews of 
 accidents and the circumstances of accidents that have occurred in the Trust in the 
 last 5 years). 

6.8 Seat belts are to be correctly worn in all Trust vehicles at all times including on all 
 Trust sites. 

6.9 It is illegal to use a mobile phone handset whilst driving.  If the vehicle is fitted with a 
 blue tooth connectivity/hands-free access and the driver connects their phone to this, 
 it is then permissible to use hands free.   Anyone caught using a mobile phone whilst 
 driving a Trust vehicle may be prosecuted and disciplined in line with the Trust 
 Promoting a Positive Working Environment Policy.  Drivers should not be eating, 
 drinking or using any other device that diverts their attention.   
 
6.10 Staff should be aware of and have read the Trust Smoking/ Vaping Policy and 
 comply with this policy at all times, Staff are reminded that under current UK Law a 
 vehicle used for work purposes is classed as a work place therefore it is currently a 
 criminal offence to smoke inside such a vehicle. 
 
 
  

http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
http://www.reading.ac.uk/web/FILES/health-and-safety/DVLA_3_year_mandate.pdf
https://royaldevonstaff.nhs.uk/download.cfm?ver=1508
https://royaldevonstaff.nhs.uk/download.cfm?doc=docm93jijm4n5862
https://royaldevonstaff.nhs.uk/download.cfm?ver=2297
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7 RISK ASSESSEMENT 
 
7.1 Managers of employees required to drive Trust vehicles as part of their duties are to 
 ensure that suitable and sufficient risk assessments are carried out on all significant 
 hazards that may be identified.  These could include: 

• Night driving, 

• Lone working, 

• Associated equipment operation e.g. Tail-lifts, etc., 

• Manual handling during loading/unloading of vehicles. 
 

8 MAINTENANCE 
 
8.1 The Trust (Non-Patient) Transport Manager is responsible for all vehicle 
 maintenance operating from the Eastern premises.  All   planned preventative 
 maintenance, such as servicing and Ministry of Transport (MOT) tests, will be booked 
 by the Transport Department in advance.  In the case of any other faults it is the 
 responsibility of the person driving the vehicle at the time to report any defects 
 immediately to the Transport Department which will ensure that reactive maintenance 
 is undertaken.  The Estates and Facilities Department (Northern) are responsible for 
 the vehicle maintenance for northern premises.  All planned preventative 
 maintenance and MOTs are booked in advance.  Any defects are reported to the 
 Deputy Head of Estates to ensure reactive maintenance is undertaken. 
 

9 VEHICLE LOADING 
 
9.1  An obviously overloaded vehicle is a danger to the driver, passengers, and other  
  road users. In the event of a vehicle being found to be overloaded the driver of the
  vehicle is responsible and may be liable to prosecution. It is the individual driver’s 
  responsibility to ensure that the vehicle is not overloaded and any loads carried are 
  safely secured before setting out on any journey. 
 

10 SECURITY 
 
10.1 It is the responsibility of the driver to ensure vehicle security is maintained at all 
 times. Under no circumstances are vehicle keys to be left in the vehicle while 
 unattended. 
 
10.2 The security of any goods in the vehicle is also to be taken into account at all 
 times. Vehicles are to be locked when unattended and, wherever possible, 
 goods should not be left visible. 
 
10.3 Vehicle keys are to be kept in a secure place within the department 
 responsible for the vehicle when it is not in use.  The Security Manager will provide 
 guidance to Departmental Managers regarding key  security. 
 

11 TRUST VEHICLE HANDBOOKS 
 
11.1 To assist with the implementation and monitoring of this policy, each Trust owned 
 vehicle will be issued with a “Vehicle Handbook”.  The Vehicle Handbook  will contain 
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 documents which may be required by the driver, such as the Required Vehicle Daily 
 Check forms, a copy of the Vehicle Accident Procedure (section 13) and a vehicle 
 accident quick guide which is designed to assist the driver  should they be involved in 
 an accident.   
 
11.2 The Transport Department will ensure that these booklets are maintained and   
 kept up to date. These are uploaded and accessed from the Fleetcheck App. 
 
11.3 The driver of the vehicle is responsible for ensuring that the daily defect report 
 sheet or Fleetcheck App is completed and returned to their Departmental Manager 
 for checking.  
 
11.4 The driver of the vehicle at any given time will be responsible for ensuring that 
 there are sufficient vehicle check forms contained within the Vehicle Handbook. 
 
11.5 The Departmental Manager is responsible for collating daily vehicle check 
 sheets and monthly mileage sheets and returning these to the Transport office on a 
 weekly basis.  
 
11.6 All defects or concerns are to be reported immediately to the Transport office 
 (Eastern) and the Estates and Facilities Department (Northern) office. 
 

12 ENVIRONMENT  
 
12.1 The Non-Patient Transport Policy will support the Trust in complying with sustainable 
 development and carbon management  
 
12.2 When the Trust renews all, or part of its fleet, or takes on new contracts which 
 require external deliveries to be made, the Trust non-patient Transport Manager will, 
 wherever possible, investigate vehicle solutions. 
 
12.3 Wherever possible, when either purchasing as a direct replacement, or, as part of a 
 new business case, the Trust non-patient Transport Manager will investigate using 
 vehicles which use alternative fuels, or have significantly reduced carbon emissions. 
 

13 VEHICLE ACCIDENT PROCEDURE 
 
13.1 Guidance for staff involved in an accident whilst driving a Trust Vehicle 
   
13.1.1 The most important questions in any road traffic accident:  
 

• Are you and any passengers or others involved in the accident injured?  

• Does anyone need medical attention?  

• Are the emergency services required? 
 
13.1.2 Although you are likely to be in a state of shock and confusion following a   
 road traffic accident there are some very important steps that must be taken. 
 
13.1.3 By law, you are required to stop if involved in a road traffic accident otherwise  
 you will be seen as leaving the scene of an offence. You should also   
 exchange insurance details or identification information including vehicle type and 



 
 

Trust Vehicle Operations Policy 
Ratified by:  Health and Safety Group – 30/11/2023 
Review date:  May 2028  Page 12 of 28 

 colour, registration number, location of incident, visible damage/photos, names and 
 addresses and witness names and addresses with the other parties involved. 
 
13.1.4 In any road traffic accident it is an insurance requirement that under no   
 circumstances is liability to be admitted to the third party. 
 
13.1.5 You should also observe the accident scene and call an ambulance if anyone  
 has been injured. You should then wait for the emergency services to arrive  
 before departing. 
 
13.1.6 If possible, also make a note of the events that led up to the accident; either  
 sketch or take a photograph of the accident scene and obtain the details of  
 any witnesses. This information may be vital if you decide to make a road   
 traffic accident claim. 
 
13.1.7 As soon as possible after being involved in any road traffic accident make  
 contact with your departmental manager and inform them of the accident they  
 will then make contact with the Transport Department (Eastern) and/or Estates and 
 Facilities (Northern) and arrange recovery if  necessary. 
   
13.1.8 As part of the Trust’s Vehicle Accident Procedure you will be required to fill in  
 a Datix incident report form and an insurance accident report from.  Please see the 
 Incident Reporting, Analysing, Investigating & Learning Policy 
 
13.1.9 If the police are in attendance at the scene of any road traffic accident all   
 employees must comply with all instructions given at the time. 
 
13.1.10  After a road traffic accident where the police have been in attendance   
 you may be issued with a 7 day document production notice if you do not have your 
 driving licence with you. 
 
13.2 Guidance for Managers of staff involved in an accident whilst driving a  
 Trust Vehicle 
 
13.2.1 As soon as any member of staff driving a Trust vehicle is involved in any road 
 traffic accident you must inform the Transport Department (Eastern) or Estates and 
 Facilities Department (Northern). The Department will contact a recovery service if 
 required and provide a replacement vehicle if one is available. 
 
13.2.2 The Manager receiving report of the accident will question the driver on their 
 physical condition and if felt appropriate, advise the driver to visit the Emergency 
 Department, or, following investigation of the accident refer the driver to Occupational 
 Health for assessment of their future fitness to drive.  
 
13.2.3 A Datix incident report form will need to be completed; a copy of this form will 
 also be required to be sent to the Transport Department/Estates and Facilities 
 Department to be retained on the vehicle file. 
 
13.2.4 The driver of the vehicle involved in a road traffic accident will be required to 
 complete an insurance/accident report form, this will be supplied by the Transport 
 Department when the accident is reported to them.  The completed from must be 
 returned to the Transport Department. 
 

file://///RDEUSERS/EHarris$/My%20Documents/Emma's%20Governance/Policies.%20Facilities/Non%20Patient%20Transport%20Policy/Report%20to%20request%20extension%20to%20Policy%20review%20date.%20Non%20Patient%20Transport%20and%20Vehicle%20Breakdown%20Procedure%20-%20further%20extension.doc
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13.2.5 If the police have been in attendance at the scene of any road traffic accident 
 involving staff driving a Trust Vehicle the Transport Department/Northern Estates and 
 Facilities Department must be informed immediately. 
 

14 ARCHIVING ARRANGEMENTS 
 The original of this policy will remain with the author, the Transport Manager, 
 Transport Department, Operations Support Unit.  An electronic copy will be 
 maintained on the Trust Intranet.  Archived  copies will be stored on the Trust’s 
 archived policies shared drive and will be held indefinitely.  A paper copy (where one 
 exists) will be retained for 10 years. 
 
 

15 PROCESS FOR MONITORING COMPLIANCE WITH AND EFFECTIVENESS OF 
 THE POLICY/ STRATEGY  
 
 
 To evidence compliance with this policy, the following elements will be 
 monitored: 
  

 
What areas need to be 
monitored? 
 

 
Where will this be reported and by whom? 

Returned vehicle checks Monthly audit by Transport Manager 

Accident report audit 6 monthly audit by Transport Manager 

Driver licences audit Monthly audit by Transport Manager 

Monitor Vehicle road worthiness Annual report to EFM DGG 

 

16 REFERENCES 
 

Road Traffic Act 1991(c.40). London: Stationery Office.  Available at:  
http://www.legislation.gov.uk/ukpga/1991/40/contents.  
   
Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)  (SI 1998/2307 
London: Stationery Office.  Available at:   
http://www.legislation.gov.uk/uksi/1998/2307/made  
 
Gov.uk. (n.d). Health Conditions and Driving. Available at:  
https://www.gov.uk/health-conditions-and-driving.  
 
DVLA. (n.d). Driving Entitlement Consent Form. Available at:   
(Note:- Form is changing and not available at time of Policy review, form can be 
obtained from the Transport Department in the meantime.) 
 

  

http://www.legislation.gov.uk/ukpga/1991/40/contents
http://www.legislation.gov.uk/ukpga/1991/40/contents
http://www.hse.gov.uk/work-equipment-machinery/loler.htm
http://www.legislation.gov.uk/uksi/1998/2307/made
https://www.gov.uk/health-conditions-and-driving
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APPENDIX 1 – Transport Department Conditions of Use for Trust/Unit Vehicles 
Please find below regulations regarding the use of Vehicles insured or operated by the Royal 
Devon University Healthcare NHS Foundation Trust vehicles. Any Deviation from these regulations 
can only be made with the expressed authorisation of the Transport Manager. 

 
• Drivers must have a valid licence to drive the class of vehicle concerned. 

• Any driver (employee & non-employee) who has within the last 5 years been convicted of any offence or 
accumulation of offences that have resulted in disqualification from driving or special terms imposed by the 
DVLA will not drive any vehicle to be covered by this Insurance unless disclosed to and agreed by the 
Transport manager. 

• If you suffer from any physical infirmity, mental illness, heart complaint, diabetes, epilepsy or any condition 
that could seriously impair the driver’s ability to drive a motor vehicle or have been convicted of 
manslaughter, causing death by dangerous driving, driving whilst under the influence of drink or drugs or any 
totting up of convictions resulting in the driving licence being suspended you must not drive any vehicle to be 
covered by this Insurance unless disclosed to and agreed by the Transport Manager. 

• All licences of staff who may be required to drive a Trust/Unit vehicle at any time will be subject to an annual 

check.  These staff must have completed a Trust vehicle registration form giving consent for a licence check 

to be carried out via the DVLA and to be added to the Trusts Database before they are given permission to 

drive a Trust/Unit vehicle.  If there are any changes to your licence during the year, including your name, 

address, endorsements, fines, etc., you must inform us immediately and re-apply for a unique code in the 

same way. 

• Not to allow any persons not in employment with the trust to drive a trust vehicle without specific written 
agreement from the transport manager. 

• All convictions for road traffic offences must be reported to the transport office immediately.  

• Any medical condition which may be notifiable to the DVLA must be reported immediately.  

• Only authorised passengers/goods to be carried within Trust vehicles 

• All drivers are to use the vehicles in order to perform official duties only. Under no circumstances must the 
vehicle be used for private purposes. 

• The vehicle must be parked on hospital property when it is not engaged on official duties. Please note when 
authorised rostered on call vehicle maybe parked at home. 

• Daily Driver checks are to be completed at the start of your first journey of the each day.  This can be 
completed on the Fleetcheck Driver App which can be downloaded from the Apple App Store or Google Play 
Store for android phones (it should be noted that in certain circumstances both the owner and the driver 
could be prosecuted, e.g defective tyres). A manual form is available should the driver not have access to a 
smart phone.  Please see the Non-patient Transport page on HUB. 

• It is the individual drivers responsibility to carry out regular essential checks of consumables such as oil 
water screen wash etc and to top up as required. 

• All defects must be reported to the transport office immediately. 

• All vehicles are to be kept clean and tidy both inside and out at all times. 

• Drivers are to ensure that all vehicles are used in compliance with the road traffic act e.g not overloaded and 
the safe carriage of loads at all times. 

• Drivers are to ensure that vehicles are not left unattended with the ignition keys in or around the vehicle. 

• Drivers are to ensure that they comply with the Trust Smoking/ Vaping Policy at all times, Staff are reminded 
that under current UK Law a vehicle used for work purposes is classed as a work place therefore it is 
currently a criminal offence to smoke inside such a vehicle. 

• Drivers are to ensure that vehicles are secured correctly during use or at the end of a shift, this means that 
the vehicle should be parked correctly with the handbrake applied and the keys for the vehicle either in the 
possession of the driver of the vehicle or at the end of a shift the keys should be located securely within the 
vehicles own department. 

• All Traffic incidents/accidents must be disclosed to the Transport Manager no matter how minor.  In the 
event of an accident Drivers are asked to follow the trusts road traffic accident procedure and are asked not 
to admit liability and to ensure that all relevant details are obtained from the third party such as vehicle 
registration number address a telephone contact number and insurance details from the third party. Drivers 
are then asked to report the incident immediately and to obtain an accident form from the transport office 
which must be completed and returned within 48 hours. 

• All drivers are to fill in vehicle mileage sheets with every journey making sure that their name is clearly 
legible these sheets are to be returned to the transport office on a monthly basis. 

• All drivers must return any receipts for fuel drawn on agency cards to the transport office within 14 days of 
receipt being issued.  

• The use of Mobile Phones whilst driving Trust/Unit Owned vehicles is strictly not permitted unless 
using a hands free device and all staff who may drive a vehicle as part of their duty must ensure they 
observe the following instructions at all times. 

http://ian.exe.nhs.uk/EasySite/Administration/Default.aspx?tab=AssetManager&page=Start
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− Ensure your phone is switched off and can take messages while they are driving, unless there is a 
hands free device fitted or allow a passenger to use the phone on your behalf. 

− Plan journeys so they include rest stops when messages can be checked and calls returned. 

− Ensure that they have read and signed a copy of the Relevant Trust/Unit Mobile phone Policy. 

− Co-operate with monitoring, reporting and investigation procedures. 
 
I agree that the information provided is correct and I will inform the Transport Department immediately of 

any changes. 

I Confirm that I have read the above and I understand that any infringements of these regulations 
may lead to criminal prosecution and/or disciplinary action. 

Name: Click here to enter text. Signature: Click here to enter text. Date: Click here to 
enter text. 
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Appendix 2 - TR01 Trust Vehicle Driver Registration/Update form (Eastern) 

 TR01 

 Trust Standard Form 
Trust Vehicle Driver – Registration/Update Form 

You been requested to produce/update your driving licence and contact details to enable you to 
be covered by our Trust Vehicle Insurance Policy for the use of Trust vehicles. Please follow 
the procedure as follows: 

• Log onto www.gov.uk/view-driving-licence 

(you will need N.I. No., Driving Licence No. & Postcode) 

• Enter details to view your information 

• Click on 4th tab ‘Share your licence information’ and CREATE CODE (code valid for 21 days) 

• The system will issue you with a unique licence check code (Please ensure you write 

down the correct code including Capitals, Lowercase letters and Numbers as the 

code is CASE SENSITIVE 

• Place your code into the relevant box below 

• Send this fully completed form with your unique code to rduh.licencecheck@nhs.net 

• We will email confirmation that your details have been updated 

• Please complete the form in typed text to avoid confusion of unclear handwriting 

Full Name 
 

Click here to enter text. 

Date of birth Click here to enter text. 

Job Title/Occupation Click here to enter text. 

Department/Work Base & Trust Click here to enter text. 

Vehicle Registration Click here to enter text. 

Line manager name and email address  Click here to enter text. 

Assignment Number Click here to enter text. 

Office Telephone No. Click here to enter text. 

Mobile Telephone No. Click here to enter text. 

Home Telephone No. Click here to enter text. 

NHS E-mail address Click here to enter text. 

Home address (inc. postcode) Click here to enter text. 

Driving Licence No. (in full) Click here to enter text. Expiry Date: Click here to enter text. 

Next of kin/Emergency Contact Name 

and Telephone number 

Click here to enter text. 

DVLA UNIQUE CODE: 

(case sensitive) 

Click here to enter text. 

PLEASE NOTE: YOU WILL BE REQUIRED TO PRODUCE THIS INFORMATION ON A YEARLY BASIS. 

IF THERE ARE ANY CHANGES TO YOUR LICENCE INCLUDING NAME, ADDRESS, ENDORSEMENTS, FINES ETC YOU MUST INFORM 

US IMMEDIATELY AND RE-APPLY FOR A UNIQUE CODE IN THE SAME WAY. 

I AGREE THAT THE INFORMATION PROVIDED IS CORRECT AND WILL INFORM TRANSPORT SERVICES IMMEDIATELY OF ANY 

CHANGES. 

SIGNATURE OF DRIVER: Click here to enter text. DATE:   Click here to enter text.  

OFFICE USE ONLY: 

SAVED DRIVING LICENCE DETAILS YES/NO SCANNED/SAVED DRIVER REG. FORM YES/NO 

 UPDATED DEPT DRIVERS LIST – IF APPLICABLE YES / NO 

http://www.gov.uk/view-driving-licence
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APPENDIX 3 – Driver Declaration Form (Northern) 

NORTHERN ESTATES AND FACILITIES 
DRIVER DECLARATION FORM 

PLEASE COMPLETE IN FULL – DASHES OR BLANKS ARE NOT ACCEPTABLE.  

INCOMPLETE FORMS WILL BE RETURNED TO YOU. 

FULL NAME  

ADDRESS  

 

POST CODE  

DATE OF BIRTH  

LICENCE NO  

DATE OF ISSUE  DATE OF 
EXPIRY 

 

CATEGORIES OF 
VEHICLES 

 

NATIONAL INSURANCE 
NO 

 

EMAIL ADDRESS  

DEPT / LOCATION  

CONTACT NO  

DVLA CHECK CODE  

https://www.gov.uk/view-
driving-licence 

 

 
I CONFIRM THAT I HAVE READ AND AGREE TO ABIDE BY THE ATTACHED 
“TRUST VEHICLES – QUICK REFERENCE GUIDE DOs & DON’Ts”  
 
I AGREE TO PROVIDE A “CHECK CODE” TO ENABLE MY LICENCE TO BE 
CHECKED AGAINST THE DVLA WEB PORTAL BOTH NOW AND WHENEVER 
REQUEST BY FACILITIES (ANNUALLY AS A MINIMUM  
 
I CONSENT TO MY DRIVING LICENCE DETAILS BEING CHECKED ONLINE VIA 
THE GOV.UK PORTAL 
 

DRIVER’S SIGNATURE 
 

DATE 
 

 



 
 

Trust Vehicle Operations Policy 
Ratified by:  Health and Safety Group – 30/11/2023 
Review date:  May 2028  Page 18 of 28 

I CONFIRM THAT I HAVE SEEN THE ORIGINAL LICENCE AND THAT THE 
ATTACHED IS A TRUE COPY OF THE ORIGINAL 

 

MANAGER’S SIGNATURE 
/ FACILITIES SIGNATURE 

 

DATE 
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APPENDIX 4 – DRIVERS’ DAILY VEHICLE SAFETY CHECKS (Eastern) 

Date w/c:                                                                           Mileage at end of Week  
Registration 
 

Under Bonnet Mon        Tue Wed Thur Fri Sat Sun 

Engine oil level / Coolant        
Water, Oil, Fluid Leaks        
Washer Fluid / Brake Fluid        
Electrical External Mon Tue Wed Thur Fri Sat Sun 

Glass / Mirror / Bodywork        
Front & Rear Side & Fog lights        
Main & Dipped beam, Indicator        
Brake lights & Reversing lights        
Horn / Wipers / Washers        
Number plate vis & Rear Light         
Wheel Damage        
Tyres  Mon Tue Wed Thur Fri Sat Sun 

N/s Front        
O/s Front        
N/s Rear        
O/s Rear        
Spare        
Internal Mon Tue Wed Thur Fri Sat Sun 

Seat Belt Operation        

Handbrake Operation        
Dashboard Warning lights        

Mark Vehicle Damage  

 

Notes 

 
Checked by, Print Name Driver 1 Driver 2 Driver 3 Date 

Monday     
Tuesday     
Wednesday     
Thursday     
Friday     
Saturday     
Sunday     

If a defect is found place an X in the appropriate box and contact the transport dept, 
a defect report sheet will also need to be completed. 

Royal Devon University Healthcare NHS Foundation Trust 
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Vehicle Mileage form 

Vehicle 
Registration 

  
Mileage at Start of 

week Mileage at end of week  
Name of Driver  

        

    

Details of 
Journey  

From  Times Speedo Reading  

Date   
To  

Out In Out  IN 
Print Name  

                  

                  

                  

                  

                  

                  

                  

                  

                  

                  

                  

                  

                  

                  

Vehicle Checked at end of shift and all items removed  

Day  Monday Tuesday Weds Thursday  Friday Sat  Sunday  

Driver                

Vehicle Empty 
Y/N               

 

Return Sheets weekly to Transport office 
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APPENDIX 5 – DRIVERS’ POOL CAR INSPECTION FORM (Northern) 
NORTHERN ESTATES AND FACILITIES DEPARTMENT 

VEHICLE INSPECTION FORM - REGISTRATION:   
 
You are to check your vehicle over then report back to the Facilities Office so that you can 
sign for the mileage record form. We will retain this form until the vehicle is handed back at 
the end of the journey. 

 
MARK ON DIAGRAM ANY DAMAGE TO YOUR VEHICLE – 
D = Dent - S = Scratch/Scuff – M = Missing – C = Chipped/Cracked – H = Hole 

PRE-CHECK POST-CHECK 

  
Start mileage  Date:  End 

mileage 
 Date  

 
The total mileage of your journey should not exceed 90miles. 

 
All Faults found on your vehicle prior to and after your journey are to be reported to the 
Estates Office, any damage will result in departments incurring costs. YOU, as the driver 
have the responsibility to comply with Civil law in relation to the vehicle and the journey. If 
you have any questions ask a member of staff. Upon completion of your journey the vehicle 
must cleaned out, and all rubbish removed. 
 
NOTE: The usage of hand-held Mobile Phones whilst driving is strictly forbidden. Smoking 
and carriage of animals in vehicles are also strictly forbidden. 
 
I certify that I have read and understood the above statement and have carried out the Pre-
Check requirements and am happy that the vehicle I have taken over is in a clean and 
serviceable state and I have the correct documentation for my journey. 
 
Name______________________________ Signature_______________________ 
Date_______________ 
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APPENDIX 6 – WHAT TO DO IN THE EVENT OF A ROAD TRAFFIC ACCIDENT 
 

WHAT TO DO IN THE EVENT OF A ROAD TRAFFIC ACCIDENT 
QUICK GUIDE 

  
1. Know the law 
 
 By law you must stop if there is injury or damage to any person, vehicle, property or 
 certain animals – including dogs and horses.  You must call the police, if a person is 
 hurt, call an ambulance.  If someone leaves the scene without leaving details, advise 
 the police when they arrive. 
 
2.  Exchange details 
 You must exchange your name, address or work address if driving a Trust vehicle, 
 telephone number, vehicle registration, insurance company and policy number with 
 other drivers involved in an accident. If there are any witnesses, try to get their 
 contact details too. 
 
3.  Collect evidence 
 If possible make a note of the events that led up to the accident, either make a 
 sketch or take a photograph of the accident scene – keeping a disposable camera in 
 the glove compartment or using your mobile phone camera can help at this point.  
 Make notes of street names, vehicle locations and directions of travel, skid marks 
 and collision points. 
 
4.  Speak to your insurer first 
 Never admit blame or liability for an accident or offer to pay for any damage. Tell your 
 insurer if any other person admits blame.  Please notify the Transport Department if 
 anyone else admits blame and take their details. 
 
5.  What if the damage is to my vehicle? 
 Contact the Transport Department or Estates and Facilities Department (Northern) 
 using the numbers below, they will arrange for you  and the vehicle to be collected 
 and towed away if necessary. 

 
Useful Details and Numbers  
 Eastern 
 

Transport Main Office 
 
Transport Supervisor:  
 
Out of hours: Phone Wonford switchboard and ask for on call Transport  

 
Transport Address:  

 
Northern 
 

Estates and Facilities Department Main Office 
 
Out of hours: Phone switchboard and ask for on call Transport  

 
Estates and Facilities Department Address:  
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APPENDIX 7: COMMUNICATION PLAN  
 

                                                
COMMUNICATION PLAN 

 
The following action plan will be enacted once the document has gone live. 

 

Staff groups that need to have 
knowledge of the strategy/policy 

All staff 

The key changes if a revised 
policy/strategy 

General review, amended to become a Joint 
Policy.   
Updated forms TR01 and daily vehicle safety 
checks form 
Northern staff forms to be used (appendix 2 and 
4) 

The key objectives To ensure that all vehicle operations and 
journeys undertaken as part of its endeavours 
are, so far as is reasonably practicable, carried 
out safely.  The Trust is legally obliged to comply 
with the conditions of the Operator's ("O") 
Licence. Failure to comply with these conditions 
can lead to the full or partial removal of the "O" 
License and, therefore, the Trust’s authority to 
operate vehicles. 

How new staff will be made aware of 
the policy and manager action 

Cascade by email from manager, induction 
process 

Specific Issues to be raised with staff Staff who drive a Trust Vehicle as part of their 
duties, should be make aware of the policy.  
Particular attentions should be drawn to  the 
requirement to  complete  a DVLA Driving 
Entitlement Consent form 

Training available to staff N/A 

Any other requirements N/A 

Issues following Equality Impact 
Assessment (if any) 

No negative impacts 

Location of hard / electronic copy of 
the document etc. 

The original of this policy will remain with the 
 author, the Trust (Non Patient) Transport 

Manager, Transport Department, 
Operations Support Division.  An electronic 

 copy will be maintained on the Trust  
 Intranet P- Policies –  T – Transport.  Archived  
 copies will be stored on the Trust’s archived  
 policies shared drive and will be held for 10  

years. 
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APPENDIX 8:  EQUALITY IMPACT ASSESSMENT TOOL 
 

Name of document Trust (Non-Patient) Transport Policy and 

Vehicle Accident Procedure 

Division/Directorate and service area Estates and Facilities Management/Non-

Patient Transport  

Name, job title and contact details of 

person completing the assessment 
Transport (Non-patient) Manager 

Date completed: 8 March 2023 

 

The purpose of this tool is to: 
 
• identify the equality issues related to a policy, procedure or strategy 

• summarise the work done during the development of the document to reduce negative 
impacts or to maximise benefit 

• highlight unresolved issues with the policy/procedure/strategy which cannot be removed 
but which will be monitored, and set out how this will be done. 

 
1. What is the main purpose of this document? 

 To ensure that all vehicle operations and journeys undertaken as part of its 
 endeavours are, so far as is reasonably practicable, carried out safely.  
 The Trust is legally obliged to comply with the conditions of the Operator's ("O") 
 Licence. Failure to comply with these conditions can lead to the full or partial removal 
 of the "O" License and, therefore, the Trust’s authority to operate vehicles. 
 
2. Who does it mainly affect?  (Please insert an “x” as appropriate:) 
 

Carers ☐ Staff ☒  Patients ☐ Other (please specify)      

  
3. Who might the policy have a ‘differential’ effect on, considering the “protected 
 characteristics” below? (By differential we mean, for example that a policy may 
 have a noticeably more positive or negative impact on a particular group e.g. it may 
 be more beneficial for women than for men) 

Please insert an “x” in the appropriate box (x) 

Protected characteristic Relevant Not relevant 

Age ☐ ☒ 

Disability ☐ ☒ 

Sex -  including: Transgender,  

and Pregnancy / Maternity 
☐ ☒ 

Race ☐ ☒ 
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4. Apart from those with protected characteristics, which other groups in society might 

this document be particularly relevant to… (e.g. those affected by homelessness, 
bariatric patients, end of life patients, those with carers etc.)?  
 

N/A 
 
  

 

5. Do you think the document meets our human rights obligations?    ☐ 

 
Feel free to expand on any human rights considerations in question 6 below.  
 

A quick guide to human rights: 

• Fairness – how have you made sure it treat everyone justly? 

• Respect – how have you made sure it respects everyone as a person? 

• Equality – how does it give everyone an equal chance to get whatever it is offering? 

• Dignity – have you made sure it treats everyone with dignity? 

• Autonomy – Does it enable people to make decisions for themselves? 

 
 

6. Looking back at questions 3, 4 and 5, can you summarise what has been done during 
the production of this document and your consultation process to support our 
equality / human rights / inclusion commitments?  

  

Equality & Diversity Manager are part of the review as part of the consultation 
process. 
 
This policy requires Occupational Health to identify adjustments which might benefit 
staff with disabilities 
 

 

 

 

 

 

 

 

Religion / belief ☐ ☒ 

Sexual orientation – including: 

Marriage / Civil Partnership 
☐ ☒ 
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7. If you have noted any ‘missed opportunities’, or perhaps noted that there 
 remains some concern about a potentially negative impact please note this 
 below and how this will be monitored/addressed. 

 

“Protected 

characteristic”:  
N/A 

Issue: N/A 

How is this going to 

be monitored/ 

addressed in the 

future: 

N/A 

Group that will be 

responsible for 

ensuring this carried 

out: 

N/A 

 
 
 
 
 


