Policy on the Use of University Vehicles or Any Other Vehicles Used On University Business.
The purpose of this policy is to ensure that all members of staff driving vehicles on University business are aware of their responsibilities and the regulations covering vehicle use.  

All University fleet vehicles must be procured, maintained and managed by Transport Services.
All University vehicles, with the exception of tractors and mowing machines, are the responsibility of Transport Services. The Transport Manager is responsible for the servicing and safety checking of those vehicles under their control. Vehicles must be made available for this purpose at a mutually agreed time.  In the case of Grounds & Gardens these should be properly maintained by the Budget Centre and records retained for inspection. 

The Transport Manager has the authority to remove from use and “take off road” any University vehicle that they consider is not roadworthy or does not comply with the requirements of the Road Traffic Act. This applies whether or not the vehicle is under their direct control.

Drivers 

In order to comply with the requirements of the University insurers all drivers must:

· Be over the age of 21 years (Drivers of minibuses must be over 21 years old, have held a full licence for 2 years and have attended training via the Transport Services Office).
· Hold a full, clean driving licence appropriate to the type of vehicle driven

· Have held a full licence for more than 12 months

· Advise the Transport Manager through their line manager of any endorsements or other changes to their licence

· Produce their driving licences for inspection when required. (See below)
· Use vehicles for University business purposes only. Vehicles are not insured for private use.

In all cases, the authority of the Head of Budget Centre and the Transport Manager must be given before driving a University vehicle.  This authority may be delegated to line managers who must ensure that drivers comply with the requirements as stated above.

Driving Licence Checks

The driving licences for all members of staff who may be required to carry out driving duties on behalf of the University should be inspected annually by line managers or other appointed persons. 
A record sheet (click here) giving details of the licence check should be completed within each unit, the licence check should record the classes of vehicle the licence shows an individual can drive and this should be noted.  A copy must then be sent to Transport Services, the original being retained by the originator until the next inspection takes place.  The Transport Manager should be informed immediately of any new endorsements.  This may affect the eligibility to drive on behalf of the University and this needs to be checked with the Insurance Office before an individual is allowed to drive.
Traffic Regulations

All drivers must comply with the University Traffic regulations a copy of which is attached to this document as Appendix I.  In particular, those regulations relating to speed limits and parking in restricted areas should be noted.  At all times when parking, drivers should be aware of the need for access by emergency vehicles. 

No University vehicle should park in a disabled parking bay unless the driver is a blue badge holder.

Health and Safety

Drivers called upon to transport hazardous substances should make themselves aware of their responsibilities under University Health and Safety Policy. They should ensure that goods are secured to prevent loads shifting.  Signs for display on vehicles carrying such substances may be obtained from Maintenance Stores.

Mobile phones and 2 way radios must not be used while a vehicle is in motion unless a hands free system is fitted on the vehicle.
Smoking is not permitted in vehicles.
Engines should be switched off when vehicles are parked.   If unattended, the vehicle should be secured.
Seat belts must be worn at all times when vehicle is in motion.

Private Use of University Vehicles

Our policy is very clear; under no circumstance should the University’s vehicles be used for anything other than University business.

Personal use is defined as using the vehicle for anything other than work related.  You should not take the vehicles home after work or at lunchtimes or use them at any point for personal business.
Barrier Cards

Each University Fleet vehicle is issued with a barrier card, under no circumstances should these cards be used on a personal basis to gain access to the Campus in an attempt to avoid car parking charges.  Cards should be kept in the vehicle at all times.  It is the Driver’s responsibility to ensure he vehicles’ barrier card is secure at all times and that Transport Services are informed immediately of a lost or damaged card.  
Private Vehicles Used on University Business

Drivers using their own vehicles on University business must ensure that those vehicles comply with all legislation of Common and Statute Law regarding vehicles and drivers. The vehicle insurance must be valid for business use, be regularly maintained and hold an MOT certificate if appropriate.  It is the driver’s responsibility to ensure that the vehicle is roadworthy before embarking on a business trip, checking tyre pressures, oil and water as appropriate. When on University premises, drivers should also observe University Traffic Regulations and those parts of this policy which are relevant.

Animals
Drivers’ domestic pets should not be carried in University vehicles at any time.

Alcohol

Alcohol may not be consumed in University vehicles and no driver who is under the effect of alcohol is permitted to drive.  Drivers should be aware of the levels of alcohol consumed the night before driving.
Notes

Any losses from vehicles, which arise from failure to adhere to this policy, may be at the driver’s own expense.

Failure to observe the guidelines may lead to disciplinary action.

The University is not responsible for the payment of any penalty incurred by breach of the law.  These are the responsibility of the driver of the vehicle involved.

Appendix 1
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University Traffic Regulations

(Regulations concerning the use of vehicles in the grounds

of the University of Birmingham)

Anyone parking in the grounds of the University of Birmingham is entering into a contract with the University to abide by its terms and conditions of a private land owner.

1) In these Regulations, "vehicle" means a vehicle of any description and includes a machine or implement of any kind drawn or propelled whether by animal or mechanical power and includes bicycles, tricycles and invalid carriages and "drive" and "driver" shall be interpreted as including "ride" and "rider".

2)  No person shall drive a vehicle on University premises without observing these Regulations which shall be deemed to incorporate those provisions of the Common and Statute Law applicable to drivers and vehicles on public roads.

3) No person shall drive a vehicle on University premises without being in possession of a valid

driving licence.

4) Any person driving, using or parking a vehicle not registered in the name of the

University in the grounds of the University does so at his own risk, whether to themself, their passengers, the vehicle or its contents. All persons driving motor vehicles on University premises must satisfy themselves that their third party insurance policies are valid for University roads. The University will not be responsible for any loss of or damage to any such vehicle or to any person or anything contained therein or thereon however the loss or damage may be caused except where a statutory liability exists through operation of law.

5) The University Council may from time to time determine routes of entry and exit, parking sites and times between which vehicles may be brought on to and taken from the University grounds.  Support Services specify speed limits and otherwise regulate traffic and parking controls and may at any time prohibit any person from bringing a vehicle on to University premises; in particular any vehicle that is persistently in breach of these Traffic Regulations and the University's Terms and Conditions of parking.

6) No member of the University or person employed by the University shall bring or cause a motor vehicle to   

be brought on to the University premises without first obtaining, from Support Services; the appropriate parking permit. Permits for motor vehicles are issued to individuals by Support Services, said individuals are obliged by the Terms and Conditions of Parking to adhere to these Traffic Regulations.  Permits are granted at the discretion of Support Services, are not transferable remain the property of the University and must be returned to the issuing office on demand. The University reserves the right to withdraw the permit for breach of these regulations including non-payment of penalty charges and avoidance of daily parking fees. 

7) All drivers shall comply with the indication given by the signs regulating traffic within the University and shall obey the directions of the University's traffic control staff and security staff.

8)  No person shall drive a vehicle on University premises at a speed exceeding 15 miles per hour or lower where indicated unless the vehicle is being used by emergency vehicles (fire services, ambulance services or police purposes).

9) The driver of a vehicle shall accord precedence to a pedestrian on any carriageway within the limits of a pedestrian crossing and shall approach a crossing in a manner that enables him/her to stop before reaching it unless he/she can see that there is no pedestrian on the crossing. Pedestrian crossings on University roads shall be indicated by the marking of the carriageway with a pattern of alternate black and white stripes unless the surface itself be utilised for providing strips which would otherwise be

required to be black.

10) Driving instruction may not be given in the grounds of the University.

11) No vehicle should be parked in a prohibited location at the University. The following

would be classed as prohibited parking at the University:

o Parking without displaying a University permit;

o Parking in disabled bays without displaying a blue badge;

o Parking on double yellow and red lines;

o Parking on the pavement;

o Parking on grass verges;

o Parking in loading areas;

o Double parking;

o Parking in keep clear/yellow hatched areas; and

o Parking in any area which causes obstruction or limited access to other users.

12) No vehicles shall be parked in car parks or elsewhere on the University campus for

more than 24 hours unless authorised by Security. Only such light running repairs

may be carried out as are necessary to enable vehicles to be removed from where

they have been parked except in those areas designated for more extensive repairs.

13) The General Manager, Support Services may cause any vehicle found parked in an

unauthorised or prohibited place or manner, or in any way in contravention of these

Regulations to be issued with a financial penalty. The rates for financial penalty will be

as authorised by Council and will be published by the University in signage on campus

and by other forms of notice.

14) In order to enforce these Regulations it will be necessary for the University to hold

personal data relating to the drivers and registered owners of vehicles found parked in

an unauthorised or prohibited place or manner. Personal data may be held by the

University and shared with, or received from, any external contractor engaged by the

University for the administration, enforcement, and/or recovery of financial penalties

and expenses arising from the application of these Regulations. Any personal data

must be held in accordance with the Data Protection Act 1998 and the University’s

Data Protection Policy. Drivers entering onto University premises will be notified in

signage or other forms of notice that their entry will be deemed to signify their consent

for the University to hold and process personal data for the purposes of these

Regulations.

15) Failure to observe these Regulations shall render the owner of the vehicle concerned

liable to reimburse the University the expense incurred in tracing the ownership of the

vehicle.
