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Important contact information

0191 433 7433 Vehicle Workshops
 Breakdowns
 Defects

0191 433 7450 24 hour Breakdowns 
 (Out of office hours)

0191 433 7456 Horticultural Workshops
 (Including breakdowns) 

0191 433 7427 / 7434 Transport Admin.
 (General queries inc. accidents)

0191 433 7436 Vehicle Allocations    
 (Hire vehicles)

0191 433 7442 Transport Services Manager

0191 433 7425 Fleet Manager

Transport Services
Local Environmental Services
Park Road Depot
Gateshead  NE8 3HN

Fax: 0191 433 7475

Email: customerservices@gateshead.gov.uk
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Introduction
This book has been produced to compliment Gateshead Council’s Occupational 
Road Risk (Driving at Work) document and provide instruction to drivers of Council 
vehicles.

The handbook sets out the rules and responsibilities which must be adhered 
to by drivers of Council vehicles operated on behalf of the Council. Vehicles of 
this nature must only be used for authorised journeys i.e. on Gateshead Council 
business. Throughout this document, these vehicles are referred to as ‘Council 
vehicles’ and the term ‘driver’ refers to a driver of such vehicles. This includes 
Gateshead fleet vehicles, hired in vehicles and other vehicles such as minibuses 
operated by schools

All drivers must be aware of the contents of this document and 
abide by the rules and procedures. Failure to do so may lead to 
disciplinary action.

Why is this document important?

Statistics show that driving is one of the most dangerous activities to be 
undertaken by employees when at work. The Council is committed to reducing 
the risks faced and created by employees and volunteers when driving.

The driver is responsible for following procedures. The driver is always 
responsible for the vehicle they are operating.

Managers have a responsibility to ensure the operation of Council vehicles is 
implemented and managed safely.

Individuals and the Council may be prosecuted if driving related activities are not 
carried out safely.

The Council holds a Goods Vehicle Operator’s Licence which is necessary in order 
to operate certain vehicles. Unsafe practices with regard to any Council vehicle 
may put this licence at risk.
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How transport is managed within the Council

Transport Services provides and maintains a fleet of vehicles for services within the 
Council. This is supplemented with hired vehicles to meet occasional demand.

The main operational base is Park Road Depot, which is located on the eastbound 
carriageway of the Felling By-Pass, next to Gateshead International Stadium. 
Vehicle/horticultural workshops, a MOT bay, a fuel station, a vehicle store and the 
fleet administration office all operate from this base.

Location
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Park Road Depot Regulations
Park Road Depot is a busy, working facility and all visitors/employees must  
adhere to depot regulations.

• NO UNAUTHORISED ACCESS. All visitors/employees must report to the 
Transport Workshop Reception. No unauthorised access is permitted to the 
vehicle workshops, stores and offices.

• Vehicles must only be parked in designated parking areas. When driving 
vehicles into the depot, drivers should consult with Transport Staff at the 
Workshop Reception with regard to safe parking.

• Drivers must have authorisation in order to permanently park private/Council 
vehicles in the depot. 

• The 10mph limit and one-way system must be observed.

• All visitors/employees must wear hi-viz clothing when in the depot. Pedestrian 
routes must be followed.

• Visitors/employees should be aware of the following risks when walking or 
driving in the depot: 

• Moving vehicles (including fork lift trucks).
• Noise, dust and vehicle fumes.
• Work involving fuel and oil.
• Vehicle/horticultural equipment repair operations.
• Welding operations (heat, bright light, fumes).
• Fuel tanks/pumps.
• Pedestrians.

• There are various other locations used for parking Council vehicles in the 
borough. Site rules must be followed at each facility.
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Code of Conduct:  
Gateshead Council Vehicle Driver Responsibilities

 1. Authorisation...
 Drivers must successfully complete a Council driving assessment and have 

authorisation by Transport Services to drive Council vehicles. Drivers must 
also have authorisation from their Line Manager to operate individual Council 
vehicles.  

2. Valid Licence… 
 Drivers must only use vehicles and trailers for which they hold a valid licence. 

Drivers must have successfully completed a Council driving assessment using 
a vehicle of equivalent class/size. Drivers must present their current licence to 
their Line Manager for inspection on an annual basis. Drivers must hold the 
Driver CPC qualification if they are to drive a vehicle on any journeys within 
scope of the regulations. 

3. Changes to Licence...
 Drivers must inform their Line Manager ASAP if there are any changes to 

their driving licence. This includes changes to any details on the licence. 
Drivers must inform their Line Manager ASAP if they are subject to 
prosecution for a road traffic offence (whether in a Council or other/private 
vehicle). Transport Services should then be notified of any of the above via 
Line Management.

4. Fitness to Drive… 
 In order to operate Council vehicles, drivers must be fit to drive. Drivers must 

inform their Line Manager immediately if there are circumstances (medical 
or otherwise) affecting fitness to drive. Line Managers must pass on any 
information ASAP to Transport Services. Drivers  of HGVs and minibuses are 
required to have a Council medical every 5 years. 

5. Alcohol and Drugs… 
Drivers must not drive or be in charge of a Council vehicle whilst under the 
influence of alcohol or drugs (with the exception of prescribed drugs which 
must not adversely affect driving).
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6.  Driver Behaviour…
 Drivers of Council vehicles are ambassadors for the Council and must adhere 

to Council policy regarding customer care and corporate values. Drivers 
must take care to park considerately, not cause obstructions and always be 
courteous to other road users.

7.  Legislation…
 Drivers should have a general understanding of the following legislation: The 

Highway Code, The Road Traffic Act and Construction and Use Regulations.    

8.  Safe Driving…
 Drivers must always operate Council vehicles safely and follow The Highway 

Code. Drivers must never exceed the speed limit and be aware of relevant 
traffic and weather conditions.

9.  Mobile Phones…
 Drivers must not use a hand-held mobile phone whilst driving, stationary in 

traffic or at any other time when the vehicle’s ignition is on. This also includes 
any similar devices such as two-way radios (applies to any device which may 
at any time be held by the driver). Hands free equipment must only be used 
if prior authorisation has been given by Line Management and use of such 
equipment has been assessed as absolutely necessary. The use of hands free 
equipment should never compromise road safety.    

10. Seatbelts….
 Drivers must always wear a seatbelt (this includes when driving in depots/

car parks). Drivers must ensure that passengers always wear the appropriate 
seatbelt/restraint.

11.  No Smoking…
 Drivers and passengers must not smoke in Council vehicles.

12.  Drivers’ Hours (where applicable)…
 Drivers must be aware of which drivers’ hours rules apply to all journeys. 

Drivers must receive appropriate guidance in order to apply those rules. 
Drivers must always comply with relevant drivers’ hours rules. Drivers should 
not drive if they feel tiredness will affect their driving capability.
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13.  Driver Records…
 Driver records must be correctly completed by all Council drivers. All journeys 

involving Council vehicles must be recorded using Council Driver Record Log 
Books. Drivers must complete driver records in accordance with the drivers’ 
hours rules they are operating under. Drivers subject to tachograph regulations 
must be trained in the use of equipment and correctly record all necessary data.

14.  Vehicle Checking…
 Drivers are responsible for ensuring that the vehicle they are operating is roadworthy. 

Daily checks of the vehicle must be carried out before commencing driving and 
when exchanging vehicles during the working day. Drivers must record vehicle 
checking on the Driver Record Log sheets at the time it is carried out.

15.  Vehicle Defects…
 Vehicle defects must be reported to the Vehicle Workshops ASAP. If the driver 

is in any doubt with regard to the safety of the vehicle, it is not to be driven 
and the Vehicle Workshops should be called for advice. A Defect Report must 
be completed by the driver at the Vehicle Workshops.

16.  Vehicle Condition…
 Drivers are to ensure that the internal and external condition of the vehicle 

they are using is maintained at all times. 

17.  Safe Loads….
 Drivers must be aware of weight and height limitations in order to comply 

with driver licencing and safe carriage of goods. Drivers must never overload 
a vehicle or trailer (including individual axle weights). Loads must always be 
safe and secure. Vehicles must be suitable for the loads being carried.

18.  Accidents…. 
 In the event of an accident, drivers must follow the correct accident 

procedure. All accidents must be reported to Transport Services ASAP.

19.  Towing….  
 Drivers must ensure that trailers are towed safely and correctly. The vehicle/

trailer combination must be legal and the driver must hold the correct 
driving licence. Drivers should be competent and have training/guidance 
before operating a new vehicle/trailer combination.
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20.  Use of Vehicles…. 
 Vehicles must only be used for authorised Council/school business and any 

passengers carried must also be authorised. Drivers must get authorisation 
from Line Management before taking vehicles home. 

21.  Equipment….
 Drivers must only operate additional/specialist equipment on vehicles if 

appropriate training has been received. This includes fire extingushers. 
Additional equipment must not be added to vehicles without contacting 
Transport Services. 

22.  Vehicle Security….
 Security of vehicles and their contents must be maintained. Drivers must ensure 

that the engine is not left running (unless it is required for the operation of 
auxiliary equipment), keys are not left in the ignition and all doors are locked 
when the vehicle is left unattended. Theft/ loss of keys or any other items of 
vehicle equipment must be reported to the Vehicle Workshops immediately.

23.  Dangerous Goods…. 
 Drivers must have authorisation from their Line Manager to carry any 

amounts of fuel or other loads which might be classed as ‘dangerous goods’. 
Risk assessments must be in place for any operations involving ‘dangerous 
goods’. Transport, storage and use of any ‘dangerous goods’ must be legal. 
Safe practices must be followed at all times.

24.  Risk Assessments…
 In line with corporate health and safety policy, all driving operations must 

be covered by appropriate risk assessments. Drivers must comply with the 
requirements of risk assessments.

If drivers require further information, instruction or training 
with regard to any of the listed responsibilities, Transport 
Services should be contacted ASAP.
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Care and Maintenance 
of the Vehicle
Daily checking of vehicle  

Drivers are required to carry out daily checks of 
the vehicle before commencing driving and when 
exchanging vehicles during the working day.

The following checks must be routinely carried out:

• Tyres should be checked for pressure, wear, cuts, 
bulges and damage (tyre tread below 3mm should be queried with Transport 
Services).

• If tyres require inflation, a Transport Workshops Operative should be consulted to 
ensure correct/safe inflation.

• Check security of wheel nuts/ condition of wheels.
• Visual check of wheel alignment (for tyre scrubbing).
• Lights/reflectors should be clean and working. Lights should be correctly adjusted.
• General body condition and security of the load (also check for any leaks).
• Ensure brakes are not binding.
• Screen washers should be checked for operation and levels (windscreen 

condition also checked: clean and free from obstacles).
• Horn should be operational and all instruments on dashboard should be working.
• Check all seat belts and restraint systems for wear and correct operation 
• Head restraints – fitted correctly, in correct position and in good working order. 
• Check operation of wiper blades.
• Check fluid levels (coolant, washer fluid, engine oil, brake fluid). Please note: fluids 

should be checked when vehicle is cold to avoid hot surfaces/steam. This should 
be a visual check only – do not remove caps.

• Clean interior and exterior.
• Tax disc must be valid (and Operator Licence disc if relevant).
• Handling of vehicle/steering (when starting to drive).
• Mirrors – condition, clean and positioned correctly to give the best view.
• Load – secure (ensure not overloaded). This includes checking for loose/

dangerous items in cab or in back of vehicle. Doors should be secure.
• Fire extinguisher – if fitted, should be checked for condition, security and test 

date
• If drivers are not sure about the replenishment of vehicle fluids, a transport 

workshop operative should be contacted

REMEMBER 
it is an offence to 
drive a vehicle in an 
unroadworthy condition 
and both the driver 
and the Council may be 
prosecuted.
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• Trailers
 If a vehicle is being used with a trailer, the following ‘pre-towing’ checks must 

always be completed

• Breakaway cable is in place and in a good condition.
• Check tow pin and ‘R’ clip.
• Check tyres for pressure, wear, cuts and damage.
• Ensure jockey wheel is lifted and secure.
• Check load is secure and not overloading trailer.
• Trailer body: locking mechanisms and pins are in working order.
• Check bodywork for any damage.
• ‘Trailer checks’ sticker should be in place

• Additional vehicle features
 If there are any additional, specialised features or items of equipment 

present on the vehicle (e.g. minibuses) then they must also be checked for 
safety, condition and operation. Some of these are listed on page 2 of the 
Driving Record Log Book. Any of these items which are not applicable can be 
overwritten with relevant items.

Vehicle Washing
• It is essential that vehicles are cleaned regularly (both internally and externally) 

for hygiene reasons and to ensure the Council portrays a positive image.
• Washing facilities are available for use at Park Road Depot and Cowen Road 

Depot. Equipment, instructions and guidance are available from Transport 
Services.

• Drivers must ensure that washing facilities are left in a satisfactory condition 
following use. Any equipment defects or problems in the wash bays should be 
reported to the Transport Workshops ASAP.  

Planned Maintenance
• Vehicles will be serviced at regular intervals. User departments will be notified 

when vehicles are required for service. 
• The Vehicle Allocations Department should be contacted to make any 

arrangements if replacement vehicles are required when vehicles are off the 
road.
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Defects and Breakdowns

Vehicle Defects
• All defects found during daily vehicle checks or at any time during the day 

must be reported as soon as possible to the Vehicle Workshops (or Vehicle 
Fitter, if present at a depot). This includes defects to all vehicle features. 

• The Vehicle Workshop (tel: 0191 4337433) should be consulted if necessary 
when deciding whether a vehicle is roadworthy. It may be required to bring the 
vehicle in for repair/examination or wait for a recovery vehicle. If there is any 
doubt with regard to the safety of the vehicle – it should not be driven! Out of 
hours recovery: tel: 0191 433 7450.

• All drivers must record on page 2 of their Driving Record Log Sheets, details 
of any defects found and reported. A signed record of a walk around check 
without any defect details is taken as a ‘nil defect’.

• A Defect Report must be completed for every defect identified by the driver. 
Defect Report Books are found at the Vehicle Workshops reception and with 
Vehicle Fitters when present at out based depots. All information with regard 
to a defect must be written on the report, in order to help Transport staff 
diagnose and solve the problem. 

• Drivers must not attempt to repair defects or interfere with the mechanical 
condition of the vehicle. Only trained Transport staff should carry out repairs. 
Drivers must not attempt to operate defective vehicles which may pose a risk.

Breakdowns 
• In the event of a vehicle breakdown, the first priority is the safety of the driver, 

passengers and other road users. Whilst the driver and passengers will be 
best placed to identify any particular hazards, the following should be used as 
guidance:

• If possible the vehicle should be parked safely, otherwise:

• Make the vehicle conspicuous by putting on sidelights and hazard warning       
lights.
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• The safest place to wait for help is away from moving traffic and the vehicle. 
If possible a safe distance behind a crash barrier (if one is present and can be 
reached safely).

• Take great care when exiting the vehicle, using doors facing away from 
passing traffic.

• Once in a safe location, passengers should be supervised (especially 
children).

• If for any reason, you cannot or you believe it would be unsafe to exit the 
vehicle, you should remain in the vehicle with your seatbelt on. If you are in 
danger call 999.

• Oil/fuel leaks: a spillage should only be contained if it is safe to do so and 
there is no danger from other traffic. If there is a danger of ignition, the area 
should be evacuated and 999 called. Avoid oil/fuel on hands.

• Vehicle Fire: all vehicle occupants should be safely removed from the 
vehicle ASAP. Unless specific procedures have been put in place: A  fire 
extinguisher should only be used if necessary to aid escape from the 
vehicle and the surrounding vicinity should be evacuated and 999 called 
(occupants should not return to a vehicle fire).

No matter what the circumstances, if there is a situation on the road  
or surrounding area which poses a safety risk to you or the public, 
including a road traffic accident, the Police should be called on 999 
(phone calls should be made once in a safe location).

• Vehicle Workshops should be contacted on 0191 433 7433 (office hours) or 
0191 4337450 (out of hours 24 hour number).

• All relevant information should be provided including the vehicle fleet number/
registration, exact location, contact telephone number and nature of the 
problem. The driver should always wait for the breakdown vehicle (in a safe 
location). In the event of a puncture, the driver should attempt to identify the 
tyre size (if safe to do so).
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Driving Record Log Books
• Council Driving Record Log Books are used for two purposes:

1. To record the driving and duty (work) of drivers using Council vehicles for 
monitoring and compliance with Drivers’ Hours rules

2. To account for the use of all Council vehicles.

• Therefore drivers must always fully complete Driving Record Log sheets (this 
includes any drivers also recording driving using tachograph equipment).

• A driver will usually have his/her own Driving Record Log book and record all 
driving/duty completed in a particular week on one Log sheet (even if multiple 
vehicles are used). This is the preferred procedure because it ensures that all 
driving for an individual is recorded in one place. 

• Blank Driving Record Log Books are available from the Transport Vehicle 
Allocations Reception. Only Log Books from Transport Services should be used 
(apart from some vehicles in CBS where alternative authorised Log Books are 
used).

How to complete Driving Record Log Books
• Drivers must fully complete page 1 and 2 of a Driving Record Log Book. Entries 

must be in ink or ball point pen (care should be taken to ensure that the 
duplicate sheets underneath are legible).

Page 1

• A driver must make an entry in the Log Book whenever a Council vehicle is 
used.  

 The following information must be completed:

1. Name and registration number/fleet number.

2. Start and Finish times (when the driver has possession of the vehicle keys 
and has responsibility for that vehicle). 

3. The driver must also record the approximate time spent driving during that 
period. This applies to driving on and off the public road.
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4. Total Daily Duty time = this is the total time spent at work on that particular 
day (this is necessary for monitoring GB Domestic Driving rules).

5. Fuel issued: record litres of fuel drawn.

6. Comments: any other comments with regard to the vehicle/journeys. 
Drivers can use this field to note any other vehicles that have been driven 
on that particular day which are recorded on another Driver Log Sheets (this 
will aid monitoring of drivers’ hours).

Page 2

• For every entry on page 1 there must be a corresponding entry on page 2.

• Page 2 is used to record each daily walk around check (a tick is entered into 
the relevant box to signify the check has been carried out). Not all checks 
shown on the sheet will be relevant to every vehicle. Specialist vehicle features/
equipment appears in the shaded area on the sheet. Any of these items which 
are not applicable can be overwritten with other relevant items if necessary.

• The driver must record the checks at the time they are being made (the form 
should not be completed later in the day).

• The driver must sign to confirm the information provided is correct.

• Any defects must be reported immediately to the Vehicle Workshops and a 
Defect report completed. The defect should be recorded on the Log Sheet. A 
signed entry with no recorded defects is taken as a nil defect.

• Books must be presented to line managers/supervisors within 7 days of the end 
of each week of driving, so that he/she can check and countersign both pages. 
Any non-conformances should be discussed with the relevant driver. The 
Line Manager/Supervisor should keep top copies with the other copy being 
retained by drivers/in the vehicle. 

• Current Driving Record Log Books should be kept in the vehicle whilst on duty 
and made available to any authorised person on request. Completed books 
have to be kept by the driver for a further 14 days after the line manager/
supervisor has signed the last sheet.
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Drivers’ Hours
• Drivers of Council vehicles must follow specific drivers’ hours rules depending 

on the type of vehicle they are using and the nature of driving. Line Managers 
must sign off Driving Record Log Books on a weekly basis to ensure compliance.

• Drivers must be aware of which rules apply and understand the driving/duty 
limitations before operating vehicles.

GB Domestic Hours Regulations

• Other driving: all duty/driving for work must be taken into account (drivers/
managers must therefore be aware and have records of driving other vehicles/
for other departments). Drivers must notify their manager if they are driving 
for other employers outside Council business.

• The driver of a vehicle that is subject to GB Domestic rules is not required to use 
tachograph equipment (even if fitted).

• If a driver is to go on any unusual journeys (such as travelling outside the Tyne 
and Wear area or transporting goods different from normal) then Transport 
Services should be contacted in case there are drivers’ hours implications.

Maximum daily duty time - 11 hours
(Total time at work)

Maximum daily driving time - 10 hours
(Total time driving)

Working week begins: Midnight Sunday.
Maximum days at work: 6 days per week (Council arrangement).

Driving: time spent at the driving controls of a vehicle for controlling its 
movement (whether moving or stationary on a road) when the engine is 
running.

Duty time: all time spent working and driving. Driving ‘off road’ counts as duty 
time.

All drivers must  
fully complete  
Driving Log Records,  
no matter which vehicle 
they are operating.
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EU Drivers’ Hours Regulations

• Most Council driver operations are exempt from EU drivers’ hours regulations 
and tachograph use. However, certain driving requires drivers to follow EU 
rules. A driver subject to this must be trained in the use of tachographs and EU 
rules prior to operating vehicles. Training, advice and support are available from 
Transport Services.

• EU drivers’ hours rules are more complicated with more limitations regarding 
driving time, breaks and rest periods. Drivers must also have a valid tachograph 
card and be competent in the use of tachograph equipment. Council Driving  
Record Log Books must also be used as well as tachographs to record all 
duty/driving time.

• If during the course of his/her work, a driver is to complete driving which will 
fall under both drivers’ hours rules Transport Services should be contacted.
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Driving Licences
• Drivers are required to submit their current driving licence (photo card and 

paper counterpart) in order that Line Management always has a current 
copy. Therefore a Line Manager must be notified ASAP if a driving licence has 
changed for any reason.

• Motoring convictions: Line Management must be informed immediately if a 
driver receives any motoring convictions (including any obtained privately).

• Medical/fitness to drive:  The law requires drivers to inform the Driver and 
Vehicle Licensing Agency (DVLA) about any condition that may affect ability to 
drive safely. Line Management and Transport Services must also be informed 
immediately. If there are any concerns over safety, the driver should be removed 
from driving immediately by his/her Line Manager. Advice is available from 
Transport Services.

• Drivers must ensure that they always have a valid licence and the correct licence 
entitlement in order to operate the vehicle or vehicle/trailer combination they 
are driving. All drivers must complete a driving assessment before driving a 
Council vehicle (in an equivalent class/size). Drivers must be familiar with all the 
controls and operation of the vehicle they are driving. Please note: drivers must 
renew their photo card licence every 10 years (expiry date is written on the 
card).

• Line Managers should pass on any information regarding an individual’s driving 
licence/fitness to drive to Transport Services.

What can I drive?

• Before 1997, drivers who passed their standard car test were permitted to drive 
a greater range of vehicles than a driver who passed their test as of 1997. For 
example, a new driver passing before 1997 can legally operate small trucks up 
to 7.5 tonnes MAM. However a driver passing from 1997 onwards cannot drive 
these vehicles on a standard licence.

• The photo card licence will detail a driver’s entitlements and also show the 
expiry date of each category.
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Drivers passing their car test BEFORE 1997:
Goods Vehicles Examples

B

Motor vehicles with a MAM of no 
more than 3.5 tonnes, no more than 
eight passenger seats. Trailers: see 
page 35.

Light vans, smaller transit 
size vans/tippers. People 
carriers. Very limited trailer 
entitlement.

B+E As category B but with a heavier 
trailer. See page 35.

C1

Larger vehicles weighing between 3.5 
tonnes MAM and 7.5 tonnes MAM. 
Trailer weighing no more than 750 kg 
MAM.

Larger vans (not Heavy 
Goods vehicles). Very 
limited trailer entitlement.

C1+E ‘107’

As category C1 but with a trailer 
weighing more than 750kg. The MAM 
of the trailer must not be more than 
the unladen weight of the vehicle. The 
overall MAM of the vehicle and trailer 
must not be more than 8.25 tonnes.

Minibuses Example

D1 ‘101’

Vehicles with a minimum of 9 and 
a maximum of 16 passenger seats. 
Trailer weighing no more than 750 kg 
MAM. Not used for ‘hire or reward’.

Standard Council minibuses

D1+E ‘101’ ‘119’

As category D1 but with a trailer over 
750 kg MAM. The total MAM of the 
vehicle and the trailer together can’t 
weigh more than 12 tonnes. The MAM 
of the trailer can’t weigh more than 
the unladen weight of the vehicle. 
Not used for hire or reward.

Drivers passing their car test FROM 1997 onwards:
Goods Vehicles Examples

*B

Motor vehicles with a MAM of no 
more than 3.5 tonnes, no more than 
eight passenger seats. Trailers: see 
page 35.

Light vans, smaller transit 
size vans/tippers. People 
carriers. Very limited trailer 
entitlement.

Minibuses Not permitted to drive minibuses.

*  (B and B+E category) Tests passed after 19/1/13: the laws regarding towing have changed for anyone 
gaining their licence from this date onwards. See pages 33 and 34.
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Heavy Goods Vehicle Entitlement
Goods Vehicles Examples

C
Vehicles over 7.5 tonnes, with a trailer 
up to 750 kg.

Heavy Goods Entitlement. 
Large tippers, refuse 
collection vehicles.

C+E
As category C but with a trailer over 
750 kg.

Heavy Goods Trailer 
Entitlement.

Additional categories:

Drivers must pass further tests in order to gain higher categories.

Information

Maximum authorised mass (MAM) means the maximum legal weight of the 
vehicle (or trailer) i.e. the maximum weight of the vehicle and load. This may also 
be called ‘Gross Vehicle Weight’ (GVW).

Unladen weight means the vehicle’s own weight when not carrying any goods 
or burden (no fuel,  people or other items).

For more information on towing entitlements please see pages 33 and 34.
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Driver CPC Training
• The driver CPC (Certificate of Competence) is a qualification now required by 

most drivers who drive goods vehicles in categories C1, C1+E, C, C+E. It started 
on 10th September 2009.

• Periodic CPC: Drivers are required to complete 35 hours of Periodic CPC 
training every 5 years.

• Initial CPC: This only affects drivers who did not have any of the categories C1, 
C1+E, C, C+E on 10th September 2009 and then go on to pass a DSA test to gain 
one or more of those categories. They therefore must also complete the Initial 
CPC qualification before driving any vehicles in those categories. 

• It is essential that all drivers who may drive vehicles under licence entitlements 
C1, C1+E, C, C+E have the qualification. Even if drivers only operate those 
vehicles occasionally, they still need to be qualified.

• All drivers in scope of Driver CPC should be registered on a rolling programme 
of Periodic training with the LES Training Department. For more information 
please contact Transport Services.

Driving vehicles whilst not holding the Initial and/or Periodic CPC 
qualification is an offence and both the driver and Council may be 
prosecuted. Drivers must keep any Driver CPC cards on their person 
when driving.
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Fuelling Vehicles
Automatic fuel dispensing is available at the following locations for Council 
vehicles:

 LOCATION   FUEL
 1. Park Road Depot  Derv (Diesel), Petrol, Gas Oil
     2. Cowen Road Depot, Blaydon Derv (Diesel), Gas Oil

Vehicles can be refuelled between the following hours:

 Monday – Thursday  07:30 - 17:00 hours
 Friday                             07:30 - 16:30 hours

Transport Services should be contacted beforehand to make arrangements if fuel 
is required outside of these times.

Fuel System – Instructions

• Drivers must receive instruction from a Transport Services Workshop/Stores 
employee before using the fuel system.

• The fuel system is accessed by an individual fuel key fob which is unique to 
each vehicle and must not be used to refuel any other vehicle or container.

• Fuel key fobs should be kept on the same key ring as the vehicle keys. Loss or 
damage should be reported to the Transport Workshops ASAP.

1. Swipe fuel key fob over reader.
2. Enter full vehicle mileage on keypad (care must be taken to ensure the 

correct mileage is input).
3. Notification is received to begin refuelling at pump.
4. Remove nozzle from pump and refuel vehicle (do not overfill).
5. Ensure nozzle is replaced correctly and fuel cap is properly secured.

• Hire Vehicles: long term hire vehicles are supplied with an individual fuel key. 
Short term hire vehicles should be refuelled using a master fuel key which is 
available upon request from the Vehicle Allocations Reception. Please note: it is 
a requirement that hire vehicles are returned with a full tank.
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Safety at refuelling locations

• Drivers should take care when driving and parking near fuel pumps. The engine 
should be stopped and the handbrake applied.

• Before refuelling a check should be made that there are no naked flames in 
the vicinity (as with any other Council location, smoking is prohibited). Mobile 
phones and other radio transmitting equipment must not be used in and 
around fuel stations.

• Care must take care to avoid spillages. In the event of a spillage, the Transport 
Workshops or Depot Manager must be informed immediately. Drivers must 
contain, clear up and report all spillages they have caused. Sand/granules 
are available for use. Fuel should be prevented from spreading into drains.

• If fuel is spilt on clothing, then the employee should avoid sources of ignition 
and make arrangements to change soiled garments ASAP.  If fuel comes into 
contact with skin, it should be washed ASAP. Any contaminated paper roll 
etc should be discarded correctly in bins provided. Employees should avoid 
inhalation of fuel vapours.

• Any faults or damage to fuel pump equipment must be reported to the 
Transport Workshops or Depot Manager immediately. In the event of finding a 
fault or damage, equipment should not be used.

• In the event of a large spillage or potentially dangerous situation, the fuel 
pump area should be evacuated and help sort immediately. FIRE: 999.
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Vehicle Accident Procedures
• Drivers are responsible for the safe operation of the vehicle and must take care 

to avoid confrontation and accidents.

• Drivers have a legal duty to stop if involved in an accident that causes:

• Injury to anyone other than the driver.
• Injury to an animal not carried in the vehicle (horse, cattle, ass, mule, sheep, 

pig, goat, dog).
• Damage to any property (including for example lamp posts, trees, gates).
• Damage to another vehicle.

Following an accident

1.  Safety
 Immediately following an accident the main concern is the safety and welfare 

of the driver, passengers, occupants of other vehicles and pedestrians. A driver 
should never put themselves at risk!

2. Hazards
 If there is the possibility that vehicles or debris is creating a hazard to other 

road users, other drivers should be warned in order that avoiding action can be 
taken. Hazard warning lights should be used as well as beacons/traffic cones if 
available (vehicles should only be moved if this can be carried out safely). 

 Drivers should follow the same guidance as provided in Section: Defects/
Breakdowns including contacting the Vehicle Workshop Office for advice

No matter what the circumstances, if an accident has led to a  
situation involving your vehicle, the road or surrounding area  
which poses a safety risk to the public, the Police should be  
contacted immediately. 

3.  Exchange details
 Drivers must exchange details with anyone having reasonable grounds (e.g. 

owner of a damaged vehicle). A driver must stay at the scene long enough to 
enable persons with the right to do so to request the information. The following 
details must be exchanged:
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• Name and address of both the driver and the vehicle owner (in respect of 
Council vehicles: Local Environmental Services Department, Park Road, 
Gateshead NE8 3HN, telephone number (0191) 433 7427).

• Vehicle Registration number.
• Insurance certificate (can be produced by arrangement with Transport 

Services department).

• The Police must be informed ASAP within 24 hours:

• If a driver is unable for whatever reason to exchange the above details (e.g. 
the owner of a damaged vehicle/property is not at the accident location). 
The driver should also attempt to pass on contact details to the 3rd party 
via a note through a letter box or on a parked vehicle. 

• In the event that an accident has led to an injury to another person (medical 
help should also be called). Insurance certificate must also be presented.

• Communications from third parties, police, insurance companies etc. should be 
referred to the Transport Services Office. Liability must not be admitted directly 
or indirectly. Statements should not be made before first contacting Transport 
Services.

 
4. Record information
 At the scene of an accident, the driver should take note of the following:

• Make/model and registration of any other vehicles involved and names/
addresses of drivers/owners. Address of any property damaged.

• Approximate damage to other vehicles and/or property.
• If any person is injured, an attempt should be made to obtain their name 

and address (and hospital name if necessary).
• Names and addresses of any potential witnesses.
• Police Officer’s name and number if present.
• Measurements of distances from kerbs and between vehicles, before 

vehicles are moved. Note any road markings and sign posts.

It is the driver’s responsibility to inform the Police. Drivers must  
not wait the full 24 hours before reporting the accident if they  
can do so sooner (if they do not report it as soon as is  
practicable, they are guilty of an offence).
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5. Report accident
 Line management and the Transport Services department must be contacted 

ASAP to report an accident. The process described in ‘Reporting to Transport 
Services’ must then be followed.

6. Vehicle
 Vehicles involved in an accident must be presented to the Transport Services 

Workshop for inspection (depending on the damage to a vehicle, the driver 
may need to phone the Vehicle Workshops to request recovery). A driver should 
consult his/her Line Manager if there are any concerns regarding damage 
caused in the area surrounding the incident

Reporting to Transport Services 
• All accidents involving other vehicles, property, persons or animals must 

be reported to Transport Services ASAP, regardless of the extent of injury or 
damage sustained.

• A Transport Services Accident Form must be fully completed ASAP by the 
driver following an accident. If a form cannot be submitted directly to the 
Transport Services Office on the day of the incident, then the Office should be 
informed by phone and the form submitted on the next working day.  
Please note: the Council must adhere to guidelines to deal with claims ASAP.

• All details on an Accident Form should be fully completed including a full 
statement describing the incident and any 3rd party details. The driver’s Line 
Manager should check and sign the form before submission.

• A Health & Safety HS20 form should also be completed.

• A Transport Services Accident Form should also be used to report acts of 
vandalism involving vehicles and if damage has been caused when a vehicle 
has been parked.

• If a claim is made by a 3rd party, alleging that an accident has taken place, a 
driver may be asked to complete an Accident form. If the driver denies any 
knowledge of the incident, this must be stated on the form. Completion of a 
form is always required and is an important document which can be used by 
the Council to defend claims, make claims or process ‘at fault’ claims.

Remember: it is an offence for a driver not to stop following an accident.  
It is also an offence not to report an accident or not to exchange details 
with a 3rd party. A driver may also face disciplinary action by the Council.
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Using Gateshead Council Vehicles

Employees taking vehicles home
• Drivers may only take Gateshead vehicles home if the arrangement has been 

approved by his/her manager in advance. 

• Arrangements should only be considered in circumstances where drivers are 
working remotely (unless vehicles are being used by drivers ‘on call’). Transport 
Services should be consulted before authorisation is given for any other reason. 
Taking a vehicle home must benefit service provision.

• Drivers and managers must inform their relevant group finance department of 
any arrangements for tax purposes.

• Vehicles subject to the Council’s Operator’s Licence (goods vehicles over 3.5t 
maximum weight) MUST NOT be taken home by drivers.

• Vehicles must always be parked considerately and in accordance with parking 
regulations/the Highway Code.

• Travelling to and from work in a Council vehicle is considered ‘business use’ and 
all rules and procedures as defined in the Drivers’ Handbook apply (including 
completion of Driver Log Records). This driving will count towards duty and 
driving time when making drivers’ hours calculations.

• Drivers must always follow the most direct route when travelling to and from 
work. Drivers should not stop to carry out private business; however the 
purchase of lunch to take to work is acceptable (providing the driver does not 
deviate from the most direct route).

General use of Council vehicles
• The use of vehicles must be in accordance with the procedures regarding 

authorisation to drive.

• Vehicles must only be used for Gateshead Council business related use (i.e. in 
direct connection to the driver’s work as defined by management). Driving 
vehicles for private use is forbidden (doing so may invalidate insurance cover).  

• Passengers carried in vehicles must be authorised i.e. It must be part of a 
driver’s work to carry those people in the vehicle.
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Seatbelts and Restraints
• The instruction and procedures in this section cover:

• Adult seat belts.
• Child Restraints (baby seats, child seats or boosters).
• Any other passenger restraint systems (including specific for people with 

additional needs).

• Seat belt wearing saves thousands of lives every year. It is very dangerous to 
not to wear a seatbelt whether you are the driver or a passenger in a vehicle, no 
matter how short the journey.

• Drivers and passengers must always wear a seat belt when using Council 
vehicles unless they have received a certificate of exemption from a doctor on 
medical grounds. The appropriate, correct child restraint must always be used 
by children whenever they are being transported.

• Seat belt and passenger restraint equipment must be checked as part of Daily 
Vehicle procedures and before each individual journey. Defective equipment 
must be reported. If in any doubt, the vehicle should not be used.

Legal requirements summary

*Front/rear seats Responsibility

Driver Seat belt must be worn. Driver

Child under 3 years of age Correct child restraint must be 
purchased and used.

Driver

Child from 3rd birthday up 
to 135cms in height (approx. 
4ft 5ins) or 12th birthday 
(whichever they reach first)

Correct child restraint must 
be purchased and used. If not 
available, the Occupational 
Health or H&S Dept. must be 
contacted for advice before 
travelling.

Driver

Child aged 12 or 13 or a 
younger child over 135cms 
(approx. 4ft 5ins) in height.

Adult seat belt must be worn. Driver

Adult passengers Seat belt must be worn. Passenger

* It is advised that children do NOT travel in the front seats of any Council vehicle. It is illegal to 
carry a child in a rear facing child seat in the front, which is protected by an active frontal air bag.
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The table on page 29  applies to drivers and passengers of all Council vehicles. If 
the appropriate seat belts or child restraints are not available, Occupational Health 
or the Health & Safety department must be contacted for advice before travelling.

The driver is not only legally responsible for the vehicle, but also for 
ensuring that all children under 14 wear the appropriate seat belt or 
child restraint. However, additionally the Council states that drivers 
should not drive a vehicle if any passenger (of any age) is not wearing 
the appropriate seat belt or restraint. If a seat belt or restraint is removed 
during a journey, the driver should stop in a safe place and not resume 
driving until it has been correctly replaced.

• Drivers/passengers with additional needs: may need to use specially 
adapted belts or child/adult restraint systems specially designed for their 
requirements. Use of such equipment must be individually assessed and 
authorised by the appropriate User department. Drivers must receive relevant 
training and be competent in its use. Equipment must be used correctly. Advice 
can be sort from the Occupational Health department. 

• Child Restraint systems: must be appropriate for the individual child and 
vehicle being used. There are several types of child restraints – baby seats, child 
seats and boosters. Drivers must receive relevant training and be competent 
in the fitting, securing and checking of equipment. User departments are 
responsible for making sure that the appropriate equipment is identified at 
the ‘point of sale’ and that there are systems in place to ensure the appropriate 
equipment is used. Necessary training must be obtained. All child restraints 
must be used according to manufacturers’ instructions. Advice can be sort from 
the relevant training section.

• A single seat belt must never be used by more than one person (whether 
children or adults). A seat belt must not be placed around a child who is on an 
adult’s lap. Minibus seatbelts must not comprise of only a lap belt.

Drivers are responsible for the safety of all passengers. Therefore  
before every journey, the checking of seat belts and child/adult  
restraint systems for each individual is vitally important!
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Towing Trailers
• Before towing a trailer, a driver must ensure the following:

1. The towing vehicle and the trailer must be compatible.
2. The driver must have the correct driving licence to drive the particular 

vehicle/trailer combination.
3. The towing operation must be authorised by Line Management and the 

trailer must be suitable for the load being carried.
4. Safety checks of the trailer and load must be carried out 

Vehicle and trailer combination
• Each individual vehicle is limited to the weight of trailer it is permitted to legally 

tow.

• Drivers must familiarise themselves with the ‘Maximum Authorised Mass’ of 
both the towing vehicle and the trailer. By adding these two figures together 
you get the Train Weight of that vehicle/trailer combination. In order for that 
combination to be legal, the Train Weight must not be more than the Gross 
Train Weight of the towing vehicle. 

Information:

Maximum authorised mass (MAM) means the maximum legal weight 
of the vehicle (or trailer) i.e. the maximum weight of the vehicle and load. 
This may also be called ‘Gross Vehicle Weight’ (GVW).

Gross Train Weight means the maximum legal weight of the vehicle and any 
trailer i.e. when adding together the MAM of the vehicle and the MAM of the 
trailer, the total should not be more than this.

The above weights can be found on an identification plate on the vehicle. 
Usually there will be a manufacturer’s plate and a DfT (Ministry) plate. If there 
is a difference between the weights shown on the two plates, the Ministry 
plate prevails. Vehicle plates are usually located in the vehicle cab, often 
inside the door (although they can sometimes be found under the bonnet). 
Figures will be in kgs. If a trailer does not have a plate showing the Maximum 
Authorised Mass, then Transport Services should be contacted.
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It is important that the vehicle and trailer combination is compatible. 
Otherwise the driver will be committing an offence, as well as  
compromising health & safety.

Driving Licence
• Drivers must understand the categories held on their driving licence and ensure 

they are legally allowed to drive the vehicle/trailer combination. For guidance 
on licence categories see Section: ‘Driving Licences’. 

Trailer Safety
• Drivers are required to carry out and record daily checks of the trailer before 

commencing driving and when exchanging vehicles/trailers during the 
working day. For guidance see Section : ‘Care and Maintenance of Vehicle’.

• A trailer should not be used if any defects are identified (the same defect 
reporting procedure should be used as with vehicles).

• Trailer coupling and uncoupling should only be carried out by a driver if they 
have received relevant training. Only appropriate equipment supplied by 
Transport Services should be used and vehicles should never be used with 
‘non-council’ trailers. 

• Drivers must check that:

i. Lights are displayed which work in conjunction with the towing vehicle.
ii. There is a rear number plate displaying the registration number of the 

vehicle.
iii. 2 red triangular reflectors are displayed to warn that a trailer is being towed.
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Towing rules for licences passed on 19th January 2013 
onwards

Towing rules for drivers gaining B category as of 19th January 2013.

Towing vehicle must fall into Category B:

• the trailer must not exceed 750kg, and
• the combined MAM of the vehicle and trailer combination must not exceed 3.5t and 

the MAM of the trailer must not exceed the unladen weight of the towing vehicle.

Towing rules for drivers gaining B+E category as of 19th January 2013.

Towing vehicle must fall into Category B (trailer combination falls outside of category B):

• the MAM of the trailer must not exceed 3.5t.
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Safe Loads
Overloading

• Under the Road Traffic Act 1988, it is an offence to use a goods vehicle or cause 
or permit it to be used when overloaded. The Council views overloading a 
vehicle as a serious Health & Safety breach and drivers/Line Managers may face 
disciplinary action.

• Drivers should be aware of all weights in relation to their vehicle and the 
weights of loads they will be carrying

 
• The above weights can be found on an identification plate on the vehicle. 

• Drivers must be aware of the usual weight of the vehicle when it contains all 
equipment, fuel and passengers, but no payload (i.e. the kerbside weight). By 
subtracting this from the maximum gross weight, you can calculate how much 
load can be carried.

• Drivers must be aware of the weight of any load they are about to carry. 

• Correct load distribution is important to avoid overloading individual axles 
(even if the MAM is not exceeded, individual axles can be overloaded). This is 
important when a vehicle is partly loaded.

• Every driving operation should have a strategy in place for calculating the 
overall weight of loads and weight imposed on individual axles.

Maximum Gross Weight: This is the maximum legal weight a vehicle can 
operate. The weight of the vehicle, equipment, fuel, people and load must 
not exceed this.

Maximum Axle Weight: This is the maximum legal weight which can be 
applied to each axle.

If there is any doubt advice should be sort from Line management or  
the best way to check vehicle weights is to drive the vehicle to the  
public weighbridge (located on South Shore Road, behind Park Road 
Depot). The facility is owned by the Council. 

Opening times: 8:00am – 4:30pm Monday to Friday. 
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Summary:
1.  Know the weights of your vehicle.

2.  Know what you are carrying and the weight of the load.

3.  Distribute your load appropriately to avoid overloading axles.

Load Security
• Loads must always be correctly secured so that no danger or nuisance is 

presented to vehicle occupants or anyone else on the road. 

• Loads in open vehicles must be covered if there is a danger of the load falling, 
being blown off or lost. 

• Appropriate, authorised equipment must be used to secure loads. A Line 
Manager should be contacted if such equipment is required. Ropes, straps, 
sheets and nets, as appropriate, can be used. Safety checking of the condition 
of such equipment must form part of daily vehicle checking as well as the 
security of the load itself. The securing of loads must only be carried out by 
competent drivers. 

• Loads should be checked regularly to monitor security and weights.

• If drivers have any concerns with regard to the safety of any loads, then the 
vehicle should not be driven and a Line Manager (or Transport Services) should 
be consulted.

Drivers are responsible for the safety and security of vehicle loads, 
even if they have not loaded the vehicle themselves.

It is a serious offence to overload or carry insecure or unsafe loads. 
Drivers can also be charged with dangerous driving. Prosecutions can be 
made even if the load has not been shed or no incident has occurred.
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Reversing
• Drivers must always ensure guidance/assistance is obtained when reversing 

vehicles (providing they are accompanied by responsible personnel). This 
includes when operating vehicles in a depot (even if driving alone). You should 
have an agreed code of signals.

• Reversing should be avoided unless absolutely necessary. Extra care should 
be taken if reversing is required in built up areas, such as roads near to school 
premises.

• User departments should have risk assessments in place to cover reversing in 
the case of every driving operation (including a consideration of environment, 
operational activity and vehicle being used). 

Reverse Assistants

• Where user departments deem it necessary, appropriately trained Reverse 
Assistants must always be correctly used when reversing. Drivers and Reverse 
Assistants should receive relevant training.

• A Reverse Assistant is used to ensure that no one enters the area to the rear of 
the vehicle and to warn the driver if it is necessary to stop.

• A Reverse Assistant should walk forwards glancing over the shoulder, watching 
the manoeuvre. He/she should be fully concentrated and not be involved in any 
other tasks when providing reversing assistance.

• The driver must be able to see the Reverse assistant at all times during the 
reversing manoeuvre. If the driver is unable to see the reverse assistant, the 
vehicle must be stopped immediately. The driver and Reverse Assistant must 
have agreed signals; agree the manoeuvre and the intended route.

Reversing if working alone

• Lone reversing operations should be risk assessed. Lone reversing should only 
go ahead if absolutely necessary and help cannot be sort.

Continued overleaf
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• A dynamic risk assessment should be carried out before reversing including 
a visual survey of the area to eliminate any potential hazards/dangers. If it is 
unsafe or you are unable to see any of the area you are operating in, then the 
manoeuvre should not be attempted. The operating zone must always be clear!

• As with any reversing, hazard warning indicators should be used and in working 
order and speed must never go above 5mph.
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Journey Planning
Drivers should plan all journeys in conjunction with their Line Manager. Journey 
planning reduces the risk of drowsiness at the wheel as well as saving time, stress, 
fuel and mileage.

Journey planning should take the following into account:

• The most suitable route, taking into account road conditions, weather 
conditions, traffic, time of day, how experienced the driver is and the vehicle.

• Compliance with drivers’ hours rules.

• The height, width, length and weight of the vehicle. Will there be any roads or 
locations where the vehicle may be restricted or prohibited? If a driver is unsure 
where to find any information with regard to their vehicle, their Line Manager 
or Transport Services should be consulted.

• Building in extra time to allow for daily vehicle checking, loading/unloading, 
load security checks, breaks and any unforeseen delays.

• Avoidance of locations with large numbers of pedestrians (e.g. near to schools).

• Avoidance of locations where reversing may be necessary or manoeuvring may 
be difficult.

• Driving risk assessments.
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Environment and Fuel Efficiency 
Best Practice
The Council is committed to reducing its environmental impact and minimising 
fuel consumption. By driving carefully and avoiding harsh acceleration and 
braking, drivers can help achieve this as well as reducing the risk of accidents.

Fuel is a major cost to the Council and even small reductions in fuel usage can lead 
to significant savings

Driver techniques: 

• Switch off heaters, air-con and lights when not required.

• Ensure tyres are inflated to the correct pressure. 

• Do not allow the engine to idle when stationary for long periods of time.

• Always pull away in the correct gear.

• Use the engine brake whenever possible (when fitted).

• When coming to junctions etc, plan ahead to avoid unnecessary braking.

• Ensure the rev counter remains in the green band (when fitted)

• Drive smoothly and avoid harsh braking and acceleration.

• Always adhere to speed limits.

• Journey planning: avoid congested areas.

• Journey planning: ensure you know your route before starting off.

• Remove unnecessary equipment and load when not required (including 
tools, roof/ladder racks etc.)

• THINK: Is your journey necessary?
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Use of Minibuses
Minibuses are vehicles which have been constructed to carry more than 8 but 
no more than 16 passengers (in addition to the driver). There are a number of 
Council/school minibuses carrying out operations across the borough. Drivers 
of minibuses have additional responsibilities including the safety of passengers 
in their care. Please note: all other procedures/instruction regarding Council 
vehicles in this handbook must be followed by Minibus drivers also.

• Minibus permits: Council minibuses must display a Section 19 permit and 
operate under rules contained in that section of the Transport Act. Operations 
therefore should be ‘non-profit making’.

• Driving Licences: Drivers require the D1 ‘101’ category on their licence to drive 
a minibus under a Section 19 permit. 

It is important for drivers and Line Managers to fully complete Driving Record Log 
Books.

• Additional equipment: Drivers/passenger assistants must be appropriately 
trained in the use of any equipment, including tail lifts, ramps, wheel chair 
restraints and emergency equipment (including fire extinguishers). Training 
can be arranged via Transport Services. Any equipment/luggage must also be 
secure in order to prevent movement during the journey.

• Minibuses abroad: Council minibuses must not be used abroad before 
contacting Transport Services well in advance. There are many different 
important regulations which must be adhered to. 

• Drivers’ hours should be strictly controlled. Drivers should never drive if 
tiredness is likely to cause a safety risk!

Managers are advised to consult the ROSPA document: Minibus  
safety A Code of Practice. This can be downloaded from the  
website www.rospa.com. It is also recommended that drivers  
are trained to MiDAS standards (Minibus Driver Awareness Scheme).



42  Drivers’ Handbook

Horticultural Vehicles
• Drivers of ‘ride on’ horticultural/agricultural vehicles, including tractors, must 

have a correct/valid licence. This includes vehicles classed as Agricultural 
Tractors and Mowing Machines which are used on the public highway. If towing 
a trailer the driver must have the correct licence.

• Training: A driver must have proper training which has been authorised by his/
her user department before using vehicles. Drivers must also complete a road 
competency assessment before driving on the public highway.

• Checks:  Drivers must carry out a complete safety check of the vehicle and any 
equipment before commencing work, including checking relevant parts of the 
vehicle as identified in Section: Care and Maintenance of the Vehicle (including 
trailer checks). Any defects found must be reported and equipment must not be 
used. 

• Checks:  Drivers must take care to ensure that beacons are always in working 
order and turned on when driving on the public highway. Roll-over protection 
systems must always be in good working order and correctly positioned in the 
upright position.

• Tyres:  Tyres must always be checked as part of daily pre-use checks. However 
rules are different to those covering goods vehicles. If in doubt a driver should 
ask their Line Manager. If there is any doubt with regard to the safety of a tyre, 
then the defect should be reported. 

• Towing: Drivers should read the Section ‘Towing Trailers’ in this handbook.

• Accidents: The procedure in Section: ‘Vehicle Accidents’ must be followed in 
the event of an accident. If an incident occurs when involved in grass cutting 
duties and not on the road, then the driver must follow all parts of Section: 
‘Vehicle Accidents’, except that the accident should be reported to Facilities 
Management instead of Transport Services.

• Drivers must follow Section: Code of Conduct: Council vehicle driver 
responsibilities’.
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