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EQUIPMENT POLICY

The following policy applies to all staff (paid and unpaid) who are required to use equipment in carrying out their duties:

· NEVER under any circumstances are personal vehicles to be used to transport clients.
· The occupational health and safety policy must be followed.

· If the staff member is inexperienced in using a piece of equipment, appropriate training must be provided.

· Any hazards / faults must be reported immediately.

VEHICLE POLICY

The following policy applied to the use of Share & Care Community Services Group vehicles:

· Staff & Volunteers must have an appropriate current license before using a motor vehicle.

· All Share & Care Community Services Group vehicles are to be used solely for purposes necessary to the provision of Share & Care services Community Services Group.

· Due to lack of secure garaging facilities at the agency premises, vehicles may b e taken home by staff. The most direct route must be used at all times. Vehicles must be locked at all times that they are unattended.

· The primary user of the vehicle will ensure that the vehicle is maintained to the appropriate standard by:

· cleaning the vehicle inside and out on a regular basis (at least once a month)

· making sure that the vehicle has petrol and oil at all times

· reporting when the vehicle is damaged, or when repairs are required

· making sure that the required servicing and maintenance is carried out

· Emergency breakdown service through the Royal Automobile Club (RAC) is available to the vehicle (not the driver).
· The Bus Driver will co-ordinate matters related to maintenance, repairs, insurance, garaging etc of the buses. For other vehicles this will be co-ordinated by the Administrative Assistant.

· Log sheets for journeys will be kept in each car. They should be completed for all distances travelled including to and from home and handed in to the Administrative Assistant on completion of a full page.

· Petrol is to be obtained from the stated agency garage and will be accounted for against the vehicle not the driver.

· Each vehicle has an identification card. The card must be presented at the garage before charging. The card must remain in each car at all times. Purchase dockets must be handed in to the Administrative Assistant on date of purchase showing the name of the driver.

· Out of courtesy for the next driver please refill vehicle.

· Emergency telephone numbers are displayed in all Share & Care Community Services Group vehicles. These include the hospital, police, local general practitioners.

MOTOR VEHICLE ACCIDENT PROCEDURES

Staff who have a car accident while driving a Share & Care Community Services Group vehicle should follow the procedures outlined below:

· Stop at once.

· As much as possible, ensure that the vehicle is not posing a further traffic hazard.

· Offer assistance to anyone who might be injured.

· Do not make any admissions of liability.

· Get the names and addresses of all witnesses to the accident.

· Report the accident to the police

If another vehicle is involved make sure you obtain and keep a record of the following information:

· The owner’s name, address and telephone number.

· The driver’s name, address and driving license number or other identification.

· The  name of the owner’s insurance company.

· The make, type and registration number of the car.

· Identify yourself to the other driver, together with your name, address and registration number.

If the police attend, make sure you:

· Provide the police with all relevant information about yourself and the other driver.

· Obtain and keep a record of the attending police officer’s name, rank, number and station.

As much as possible try to recall and commit to memory (or write down) the details of the accident while they are still fresh in your mind.

Do not discuss the accident with anyone other than the police or the Share & Care Community Services Group insurance company representative.

If personal injury or serious property damage is involved:

· Phone the Chief Executive Officer and the insurance company at once.

· Complete an Accident Report Form and give it to the Chief Executive Officer as soon as possible after the accident with a copy to the Program Manager / Office Assistant.

WORKERS’ COMPENSATION

As per current award

VOLUNTEER INSURANCE

Share & Care Community Services Group has taken out a volunteer insurance policy to insure all volunteers for any injury they may sustain in the performance of their duties.
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