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COMMUNITY CAR SCHEMES

All you need to know
What is a community car scheme?
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A community car scheme is a not for profit organisation, usually run by volunteers, that operates a form of car sharing.  Volunteer drivers using their own car and being reimbursed expenses; provide prearranged journeys to members of their community who do not have access to suitable transport to travel to essential services such as health appointments, accessing work, shopping or even visiting friends.  Some schemes even offer further services such as prescription pick-ups or non-transport related services such as befriending.

All car schemes have a coordinator who takes journey bookings and matches them to available drivers, who will then provide a door to door service for the customer.  Any potential passengers must first become a member of the scheme before they can use the service and will then be charged a fare each time they travel which covers the cost of the journey (driver’s expenses) plus any additional costs such as parking and can also include a nominal booking fee to help cover administration of the scheme (e.g. mobile phone or printing costs).
When would a community car scheme be suitable?

The reasons to set up a car scheme will vary, but the first thing to establish is the need for one.  Many are set up to serve members of the community that are disadvantaged in some way who for whatever reason have difficulty in accessing or using either their own vehicle or public transport.  Transport needs could exist due to:

· Rural isolation - lack of public transport in the area, or where it does exist is not convenient or frequent enough to access services at specific times.

· Mobility issues - community members who are unable to access public transport where it exists

· Poverty – community members unable to afford to run a car with a lack of affordable transport alternatives

Many schemes develop with the help of town or parish councils where firstly a committee or working group is formed to fully understand the communities transport issues.  Community views can be gathered in a variety of ways such as questionnaires, specific parish meetings or even door to door canvassing.

Voluntary car schemes are ideal for rural locations where public transport routes can be sparse and the regular use of taxis would be unaffordable to many residents but will equally work well in urban settings.  

What formalities are there?

A village car scheme can be set up and operate with little formality, but it is a good idea to record the main objectives and rules of a scheme in a simple constitution; Appendix 1 provides a suitable example.  It is also important to ensure any legal, tax and insurance obligations are adhered to (please see the ‘What legal, tax and insurance issues arise?’ section below) and that a code of good practice is developed.

What roles are needed to set a scheme up?
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Once the need for a scheme has been established, to work effectively a car scheme needs a management or leadership committee, a coordinator to manage bookings and volunteer drivers to undertake the journeys.
The management committee – the committee’s role is to give strong, clear direction and management to the car scheme, with the scheme volunteers being accountable to the committee.  There are different ways to set up the management structure with some favoring a cooperative approach where roles and responsibilities are regularly rotated, but most adopt the more traditional hierarchical approach where the committee will appoint set roles such as a chairperson and a secretary and depending on how many volunteers have been recruited, other roles like treasurer can either be allocated to another person or shared amongst existing committee members or even the volunteer drivers.  It is also a good idea to have drivers and users representatives as part of the committee so that their views can be fed into the policy making process.  Whichever way is decided upon all committee members must work as a team to solve problems, set goals and monitor the progress of the scheme.

The coordinator – along with volunteer drivers this is a crucial role for any car scheme to function.  The coordinator is responsible for fielding requests for trips, quoting trip costs and finding a volunteer driver available to make the requested journey.  Depending on the size and finances of the scheme this could be a paid role, but the vast majority of schemes use volunteers.  In most schemes this job will be divided amongst a number of volunteers to help share the workload.
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Volunteer drivers – a car scheme cannot work without a good team of voluntary drivers and there is no point in starting to operate the scheme until you have enough.  This will be determined by the schemes operating hours and the number of days/hours each volunteer is willing to give.  Drivers volunteer their time to help members of the scheme get about and are reimbursed expenses to cover the cost of the journey, so they are not out of pocket.
What do you need to get started?

Once the scheme is established with a name, officers (the committee), coordinator and sufficient drivers it is advisable to:

· Give initial and on-going publicity to the scheme in the parish magazine, village shop and pub, church, community and support group, doctors’ surgeries and the like.  Simple leaflets could be designed for this.  An alternative could be to do a leaflet drop around the community.
· Have a booking/contact number for customers who need to use the service.  One way of doing this is to purchase a pay-as-you-go mobile phone which can be easily passed between those coordinating, although signal reception strength for rural locations would also need to be considered.
· Purchase receipt books so that each driver can give a receipt to a customer for the fare for a trip and pass on a copy to the treasurer.

· Set up a booking system – this could be a log-book or computer spreadsheet in which journeys and all driver and passenger details are recorded.  An example of this can be found in Appendix 7.

· Open a ‘club or community’ bank account exclusively for the scheme.

· Create an e-mail account if this is a suitable form of communication for the scheme.

· Have a list of drivers with their availability and contact details for the coordinator.

· Purchase a map of the local area or ensure the coordinator has access to maps online.
Further useful documents such as a passenger registration form or a driver claim form can be found in the appendices that accompany the toolkit.

How much does a scheme cost to set-up and run?

A village car scheme with 10-15 drivers serving a community of between 1,000 and 2,500 residents should not cost more than £250 to establish depending upon the initial publicity costs of leaflets.  Many schemes are then self-funding through the charges made to passengers for journeys or aided through grant funding or donations.

Can a scheme get financial support?

There can be numerous sources of start-up and ongoing funds and it is usually the case of finding out where these funds are and how to apply for them.  Parish, district and County Councils can be a starting point for this, with parish’s usually very helpful towards schemes.  Another place to look for funding is the website ‘Funding Central’ which details upcoming funding and finance opportunities for such schemes.  A list of useful websites can be found at the bottom of this document.
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Concessionary Fares Scheme
Somerset County Council operates a discretionary concessionary fares scheme for the benefit of community transport customers. This allows Somerset residents with a valid Somerset issued English National Concessionary bus pass a 50% discount against the cost of travel, up to a maximum limit of £10 for a return journey.  Car schemes must first sign up to the program for their passengers to become eligible and passengers must show their bus pass to the driver every time they make a journey, in much the same way as a passenger would on a public bus. For more info please visit the Travel Somerset website or email Transport@somerset.gov.uk. 




Who can be a voluntary driver?
Anyone who holds a valid driving licence has the potential to become a car scheme voluntary driver. Age should not be considered a barrier as many of the drivers will be of retirement age, but a declaration of good health should be gained from every driver. The vehicle they use must have a valid MOT, car insurance and be suitable for car scheme work. It is then down to the organisers of each scheme to determine what further suitability checks are needed but these might include a criminal record check via the Disclosure and Barring Service or upper limits for points on a driving licence.

Do volunteer drivers receive any expenses?
In a typical car scheme, a driver is paid a set amount or a mileage charge per trip to cover running costs of the vehicle whilst undertaking any journey for the scheme (fuel, wear & tear etc.). The fare that is charged to the customer will include this charge plus usually an administration fee which is used to cover ongoing costs for running the scheme itself. This way the drivers volunteer their time, but it does not cost them anything financially to support the scheme.  When calculating drivers’ expense payments, unloaded miles should be taken into account for the miles the volunteer driver undertakes to get to and from the passenger from their own home.
For convenience and simplicity, and since most journeys will be common, and made regularly, it is usually best to establish a set of fixed tariffs for local journeys. One way of doing this is to use Google maps to check distances from the village centre to common destinations e.g. local surgeries, hospitals and such like. This kind of standardisation greatly facilitates the running of a car scheme and keeping accurate financial records.
Somerset Car Scheme Partnerships
In some areas of Somerset, individual community car schemes have joined together and formed car scheme partnerships. These partnerships help provide each member scheme with support, advice and mutual benefits such as reduced insurance premiums through jointly purchased policies. New schemes are welcome to join either of these partnerships who will arrange meetings throughout the year. There are currently two in operation in Somerset, the West Somerset Car Scheme Partnership and the Mid Somerset Car Scheme Partnership. For contact details please see below.

What legal, tax and insurance issues arise?
It is important to note that to comply with legislation and avoid vehicle licensing issues, anyone wishing to book a journey must first register as a member of the car scheme and volunteer drivers must only undertake journeys that have been made through the schemes official booking process.



What key operating decisions does a car scheme committee need to make?

While policy can always be made when and if an issue arises, there are a number of decisions better made at the outset, some of which will be driven by the pre-established community need.
· Who will be eligible to become a passenger member of the scheme?  
Clear guidelines on who can use the car scheme are essential.  It is usual for the main criteria to be that passengers must be unable to travel by other means of public transport.  Adhering to this as a policy helps safeguard any public transport routes that exist by not competing for the same customers.

· What geographical area will the scheme serve and how far will journeys cover?  It is important to set the boundaries of where the scheme will operate (where the scheme will pick up and drop off); some schemes will only serve members of one parish while others will serve adjoining areas.  The maximum distance for any journey is also important to establish as some schemes may want to limit how far volunteers can drive while others will have no limit.

· For what purposes are trips bookable?  Will social visits be included or taking people food shopping; schemes may decide that they only wish to undertake one type of journey such as medical appointments.  In many cases schemes will allow a wide range of purposes to ensure that the people of their community who need it most are able to access vital services.
· What will be the schemes operating hours for both the booking line and customer journeys?  This will be highly dependent on how many volunteers the scheme recruits and how much of their time they are willing to give.  It is important that this information is widely publicized to existing members and potential customers. 
· What fare structure will be adopted?  The fare charged to the passenger is to cover the voluntary driver expenses (e.g. fuel, wear & tear) whilst undertaking the journey and can also include an administration fee to help with the running of the scheme.  Fare structures are usually based either on a mileage rate calculated on the journey mileage or a zonal charge.  Fares can also be worked out by charging a fixed fee to travel to common destinations like surgeries or supermarkets from the area the scheme picks up from.
Zonal charges are set up by dividing the operating area into sectors (or zones) and charging a set fare for journeys within sectors or between sectors.  These sectors can be defined by already existing parish or district boundaries or by drawing concentric rings on a map from the centre of the parish or town.

Mileage rate based fares charge a set cost per mile travelled.  The miles are either calculated from the passenger’s pick-up point to their destination (and back for a return journey) or by calculating the total miles the driver undertakes for the journey including the unloaded miles incurred when travelling from/to their own home to pick-up or drop-off the passenger.  Mileages can either be calculated prior to the journey using internet mapping services or by the driver recording the mileage they have travelled.

Whatever system is adopted, the rates will need to ensure that the running cost of the journey is being covered by the fare whilst not making a profit.  Please note that if more than one passenger is in the car and being charged then the total fares paid in respect of the journey should still not exceed the running cost of the vehicle for that journey.
· How will additional expenses/costs such as car parking charges be dealt with?  Commonly these are reimbursed by the passenger to the driver during the journey or paid directly by the passenger.
· What will be the level of administrative fee charged to the passenger to cover scheme running expenses?  Apart from covering the driver’s expenses for each journey undertaken other expenses such as telephone, stationary or printing costs will need to be covered.  It is usual therefore for the scheme to charge an administration fee on top of the voluntary driver’s expenses to help cover this.  The charge can be applied as a fixed booking fee on top of each journey fare or added to the mileage rate when calculating the cost of the journey.  Some schemes even charge an annual membership fee to car scheme users to cover this expense.

As with driver expenses the administration fee charged must ensure that the scheme remains a ‘not for profit’ organization.

Note that the availability of grants from parish councils and other community bodies means that schemes may not need to be fully self-financing.
· How will fares be collected from the passengers?  
In many schemes drivers collect the fares directly from the passenger but the fare could also be paid to the coordinator before the journey takes place.  However this money is collected, it is good practice to issue the passenger with a receipt.

· Establishing a code of conduct for the schemes drivers and passengers.  It is a good idea to set out the travelling guidelines for both passengers and drivers regarding the journeys they undertake with the scheme.  This will include information or guidance on areas such as the compulsory use of seatbelts, a non-smoking policy or consuming food or drink while in car.  The committee will have the right to bar any passenger or driver not adhering to these guidelines.  A driver’s handbook outlining good practice can be found in Appendix 2.
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Data protection 





It is good administrative procedure to keep a list with contact details of all driver and passenger members, particularly so that the coordinator can field requests and allocate drivers efficiently.  When a driver or a passenger enrols they should be told that the committee officers and coordinators will hold their details and will be used and disclosed only for the purpose of the car scheme, and then asked to confirm that this is acceptable.  All data should then be held securely within the car schemes administrative system.








Disclosure and Barring Service (DBS) 





Clearance from the DBS is necessary only when individuals have regular contact with vulnerable adults or minors.  Although this situation will vary between car schemes and their drivers, Somerset County Council recommends that all drivers have an initial clearance.  The DBS make checks for volunteers free and SCC will undertake the administration of completed volunteer forms, however it is for each car scheme committee to choose whether they want to require their drivers to be DBS cleared.  The exemplified constitution in Appendix 1 offers further safeguards providing that the car scheme in question will not carry minors or vulnerable adults without their accompaniment by a responsible adult (other than the driver).














Car Sharing and the Law 





Social car schemes are the subject of a series of exemptions from all the licensing and operating regulations normally attributed to carrying fare-paying passengers.  Providing that drivers do not make a profit on any expenses they are paid (i.e. over and above the reasonable running costs of the car they use) the law provides that volunteer drivers using their own vehicles for car scheme work, are not to be treated as carrying passengers for hire and therefore need only comply with regulations applicable to private motorists.  The drivers though must comply with the requirements of the various Road Traffic Acts and ensure vehicles used in the scheme are taxed and roadworthy.








Tax 





Provided that volunteer drivers are not reimbursed journey expenses at higher levels than Her Majesty’s Revenue & Customs (HMRC’s) approved mileage allowance payment (currently up to 45p per mile) and do not drive more than the approved mileage allowance for that rate (currently 10,000 miles), then HMRC deems there is no taxable income and no tax issue for them.  Therefore, this should be treated as an upper driver expense reimbursement limit when setting up fares, having deducted whatever level of administrative fee is decided upon.  For further advice please visit HMRC’s website (details at the bottom of this document).








Driver insurance 





Most insurance companies have accepted that participation in a social car scheme (where no profit is involved) does not, for their purposes, constitute operating a vehicle for ‘hire or reward’ and therefore a driver’s standard policy is adequate.  Drivers should not have to pay any additional premiums but should notify their insurance company of their involvement in the scheme; Appendix 6 gives an example form to do this.  When drivers are enrolled to the scheme they should be asked for details of their insurer and to confirm that the company has been told about their voluntary driving and ensure their car has a current MOT and is suitable for car scheme use.  This can be done via a driver enrolment form which should be checked/ updated annually for each driver (Appendix 4 has an example of this form).  





Additional scheme insurance – schemes should consider the following insurance cover in addition to the driver’s insurance:





Personal accident cover for those involved in the scheme.


Loss of no claims bonus and payment of excess policies for their drivers.


Public liability insurance (to protect the interests of the passengers conveyed).








Audits 





Car schemes financial records should be capable of being audited and therefore should be kept up to date by the treasurer.  This will be especially important for those schemes who decide to join the SCC discretionary concessionary fares scheme.








Further help or advice





Hopefully, this explanatory guidance will answer all the common questions about community car schemes. However, if further details or assistance is needed, help and advice is available by either visiting the following websites using the attached hyperlinks or by e-mailing the County Council or one of the car scheme partnerships listed below:





E-Mail:





Somerset County Council – � HYPERLINK "mailto:transport@somerset.gov.uk" �transport@somerset.gov.uk�





Mid Somerset Car Scheme Partnership – � HYPERLINK "mailto:chrishyldon@hotmail.com" �chrishyldon@hotmail.com� 





West Somerset Car Scheme Partnership – � HYPERLINK "mailto:jeanhumber@btinternet.com" �jeanhumber@btinternet.com�








Useful Websites:





� HYPERLINK "https://www.travelsomerset.co.uk/" ��Travel Somerset� – An SCC website containing lots of travel information including details of community transport schemes.





� HYPERLINK "http://www.ctauk.org/?dm_i=114H,1JHKQ,5243N6,59R8M,1" ��The Community Transport Association (CTA)� – The national governing body for all things community transport.





� HYPERLINK "https://www.gov.uk/disclosure-barring-service-check/overview" ��Disclosure and Barring Service (DBS)�





�HYPERLINK "https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-allowances"��Her Majesties Revenue & Customs (HMRC)� – For information on driver mileage allowances.





� HYPERLINK "https://www.abi.org.uk/products-and-issues/products/motor-insurance/volunteer-drivers/" ��Association of British Insurers� – For information on driver insurance companies





� HYPERLINK "http://somersetrcc.org.uk/" ��Somerset Community Council� – For information on Village Agents who can give help and advice with the initial set-up of a car scheme.





� HYPERLINK "http://www.somersetcf.org.uk/" ��Somerset Community Foundation� – A Somerset organisation who helps community groups with support and funding.





� HYPERLINK "https://www.fundingcentral.org.uk/default.aspx" ��Funding Central� – A website for funding opportunities.





� HYPERLINK "https://ico.org.uk/" ��Information Commissioner’s Office� – for data protection policy information
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