NAME OF THE SCHEME
COMMUNITY CAR SCHEME DRIVERS HANDBOOK
GUIDANCE FOR VOLUNTEER DRIVERS

Thank you for volunteering as a community driver. The Scheme aims to benefit the neediest residents in the parish and this handbook has been compiled to assist drivers in their voluntary driving duties and care of their passengers and is generally a common sense document that sets out a code of good practice and some safety guidance. If you have any queries regarding any aspect of voluntary driving, please contact your transport coordinator.
CODE OF GOOD PRACTICE
Condition of Vehicle

It is expected that a volunteer driver’s vehicle will be properly maintained and serviced.  Before undertaking a journey, please ensure that the vehicle is safe, clean and roadworthy with child seats fitted correctly where applicable.

Passenger Safety and Practical Driving Rules
· Drivers must always drive safely in accordance with the Highway Code.

· All passengers must wear seat belts. In the case of transporting children, it is the driver’s responsibility to ensure children under 14 use seat belts and that those under 135cm (4ft 5in) must not travel in the front passenger seat.  Babies may travel in the front seat if they are in a rear facing car seat and the front passenger air bag is turned off. Child car and booster seats for younger children must be used where applicable and supplied by the parents and should be arranged by the transport coordinator before the day of the journey.
· Be aware of environmental factors which may affect the safety of incoming or leaving passengers, such as rain, ice, steps, other cars or where there is poor or lack of lighting and take appropriate precautions.
· Ensure you carry a mobile phone and numbers of contacts who can be summoned in the event of accident or breakdown. In the event of a medical emergency please call an ambulance.
· Volunteers must not drink alcohol whilst on duty, nor commence duty while under the effects of alcohol.

· Volunteers may be prescribed medication which may affect their ability to drive. It is the driver’s responsibility to check any medication and inform the transport coordinator if necessary.
· A non smoking policy must be adhered to by both driver and passengers whilst the journey takes place.
· Volunteer Drivers must maintain a high level of punctuality as many passengers will have appointments to attend. Do not try to make up time by hurrying if running late.
· Ensure that you are not distracted from your driving duties whilst communicating with passengers in transit.
· Drivers must always carry their identification badge whilst voluntary driving for the Scheme.
PASSENGERS
Passengers must be members of the car scheme and will have already been vetted to meet the Schemes eligibility criteria, usually by the Schemes transport coordinator.
· A driver should establish a courteous, professional relationship with their passengers.
· Volunteer Drivers must always observe passengers’ confidentiality and dignity, whilst treating all passengers equally and fairly.
· If on arriving to pick up a passenger, the volunteer driver is not happy with their behaviour, physical or mental condition or they appear to be under the influence of drink or drugs, then the driver may refuse to carry them. The Scheme will support you in your decision, but this must be reported to the transport coordinator as soon as possible.
· No unauthorised passengers should be carried at any time whilst voluntary driving for the Scheme.
· The driver must see and check that a passenger’s bus pass is valid before each time they travel, if the passenger is claiming a Somerset County Council concessionary fare discount.  Failure to do this may result in SCC withholding the car schemes reimbursement claim for the concession. The transport coordinator will inform you which passengers will require this check. 
CAR INSURANCE
Valid car insurance must be held by volunteer drivers, with their car scheme driving duties normally being covered by their existing policy. This should not be affected by serving as a Scheme volunteer because legislation precludes that community car schemes should not be treated as “carriage for hire” as in the case of a taxi, so long as volunteers only receive out of pocket expenses to cover the cost of the journey.  However, they must inform their insurer or broker of their voluntary driving which should not increase their insurance premiums.
In addition to their own insurance, the Scheme may also have insurance that protects a driver from the loss of a no-claims bonus or payment of an excess by reimbursing the driver for those losses if an accident is suffered whilst driving for the Scheme and for any public liability not covered by normal car insurance.

EXPENSES

Volunteer drivers will be reimbursed expenses to cover the cost of running their vehicle whilst driving for the car scheme at the rates established by the Scheme.  This rate will be no more than the guidance rates as set out by Her Majesty’s Revenue & Customs (HMRC) otherwise these expenses would need to be declared.  

This amount plus an administrative fee to help with the running of the Scheme is then collected from the passenger. Usually this is done by the driver at the start of the journey, providing the passenger with a formal receipt. The driver will then pay the money over to the Treasurer of the car scheme who will then complete the process by reimbursing each driver for the journeys they have made for the Scheme. Parking or toll charges are to be paid direct by the passenger during the journey by either purchasing the appropriate ticket or paying the appropriate amount to the driver.
THE TRANSPORT COORDINATOR & JOURNEY BOOKINGS
The role of the transport coordinator is to take booking requests on behalf of the car scheme via a dedicated Scheme number that passengers call to make a booking.  Coordinators will then liaise with car scheme drivers to ensure a driver or drivers are available to undertake the journey(s) for the passenger. The journey will normally involve waiting time and if the driver on the outward journey is unable to wait for the client, a second driver will be booked for the return.
Car scheme drivers must not take bookings from passengers as this will invalidate the scheme’s insurance.

The demand for journeys will vary with anything from one off trips to weekly and monthly journeys required. Voluntary drivers can pick and choose how often they choose to drive based on their own personal circumstances.
DRIVER AVAILABILITY
It would be helpful to the Coordinator to know if a driver is unable to drive through absence on holiday, work commitments, illness, his/her vehicle being off the road, or other circumstances.











Updated:  August 2019
2

