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Our policies provide a framework to underpin our vision and values, (t ) ]—OLLCRQSS

to help us achieve our strategic objectives.

Our Vision By providing quality homes and services, we will create stronger
Local people, local control. communities and a better quality of life for our customers.
Our Values
- Focused on the needs of our customers and communities. - Open and accountable.
- Supportive of our staff and Committee members. - Inclusive and respectful.
- Responsible, efficient, and innovative. - Fair and trustworthy.

Strategic Direction

Consolidation and improvement: Applicable to our core business as a landlord & property manager.
Growth: Through the new build opportunities, we are taking forward.

Partnerships: Where this can help to address shared goals and increase capacity and value.

Resilience: A key priority across all parts of our business.

Strategic Objectives

Services: Deliver quality, value for money services that meet customers’ needs
Homes & neighbourhoods: Provide quality homes and neighbourhoods.
Assets: Manage our assets well, by spending wisely.

Communities: Work with local partners to provide or enable services and activities that benefit local
people and our communities as a whole

Our people: Offer a great workplace environment that produces a positive staff culture and highly
engaged staff.

Leadership & Financial: Maintain good governance and a strong financial business plan, to ensure
we have the capacity to achieve our goals.

Our Equalities and Human Rights Commitment

We understand that people perform better when they can be themselves and we are committed to
making the Association an environment where employees, customers, and stakeholders can be
open and supported. We promote equality, diversity, and inclusion in all our policies and procedures
to ensure that everyone is treated equally and that they are treated fairly on in relation to the
protected characteristics as outlined in the Equality Act 2010.

Privacy Statement

As data controller we will collect and process personal data relating to you. We will only collect
personal information when we need this. The type of information we need from you will vary
depending on our relationship with you. When we ask you for information, we will make it clear why
we need it. We will also make it clear when you do not have to provide us with information and any
conseqguences of not providing this. We are committed to being transparent about how we collect
and use your data, and to meeting our data protection obligations with you. Further information
about this commitment can be found within our full Privacy Statements.

Policy Scope & Review

For the purpose of this policy the term Association will include all members of the Tollcross Housing
Association Limited. Therefore, all employees, governing body members, volunteers, customers
and other relevant stakeholders will be expected to adhere to this policy and/or procedure. All
policies and procedures are reviewed every 3 years in line with best practice and current legislation.
The Association reserves the right to make additions or alterations to this policy and procedure from
time to time. Any timescales set out in this policy may be extended where required.
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1.

Introduction

1.1 This policy document sets out the company vehicle arrangements for all
Tollcross Housing Associations employees, including temporary staff.

1.2 The policy document is intended to demonstrate Tollcross Housing
Association’s commitment to planning and managing the service it
provides to staff and to achieving acceptable standards; to reducing
accidents; and to demonstrate to all employees that the Association is
fully committed to their health, safety and welfare.

Current Position

The Association currently owns 1 company car available for general use.
Equalities

An Equality Impact Assessment (EIA) has been carried out when reviewing
this policy. In line with good practice the completed EIA will be published
alongside the Policy.

Where there is a need for follow-up action, the tasks and timeframe for
achieving them shall be noted in the Equality and Human Rights Action Plan
to ensure they are addressed.

We do not see this policy as having any direct impact upon the protected
characteristics contained within the Equality Act 2010.

Company Vehicles
4.1 Pool Car

a) The vehicle is available for use by all staff across the Association
who have complied with the vehicle declaration requirements.

b) The car is stored at the rear of the office at 868 Tollcross Road
and booked out on a diary system managed by the Corporate
Services Department. At evenings and weekends the car remains
in the rear car park at the office, unless otherwise agreed by the
Chief Executive.

The benefits of this option are:

Car is always available for use.

No tax liability for staff members.

Fair access to vehicles for all staff.

No individual liability.

Opportunity to brand pool car.

Opportunity to have an environmentally friendly vehicle
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5.

Association’s Responsibilities

The Association will be responsible for the following in relation to all company
vehicles :

e Annual Insurance

e Servicing

e Repairs & Maintenance

e Vehicle Tax

e Breakdown/Rescue Cover

e Circulation and compilation of annual authorisation statement for use of
vehicle as driver

Staff Responsibilities

Staff using company vehicles on company business should adhere to the
following:

e Daily Checks of the vehicle are undertaken by the first person using the car
each day (See Appendix 4)

e (Good driving practices, in accordance with the Highway Code, are expected
of all vehicle drivers. This includes wearing a seatbelt at all times.

e Any accidents/incidents incurred will be reported to the Corporate Services
Director who will investigate and record all details.

e Employees should not attempt to drive when feeling tired, unwell or under
the influence of drugs/alcohol.

e Any irregularities in the company vehicle’s performance should be reported
to a member of the Corporate Services Team to arrange the necessary work
to be carried out.

e Drivers must ensure an adequate means of communication is available on
all excursions.

e Drivers must not use mobile telephones including via hands free kits or any
other communications devices unless the vehicle is parked in a safe location
and the engine is switched off.

e Smoking is prohibited throughout all of Tollcross Housing Association
workplaces, with no exceptions, this includes company vehicles.

e All company vehicle users must inform the Corporate Services Director

immediately of changes to their health or if they are involved in a police
investigation or if there are any changes to their driving documents.
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e All company vehicle users must sign a precondition document annually
confirming they have read and fully understand their responsibilities in this
area (Appendix2).

e Ensure the Company Vehicle Log Book is completed on a daily basis by all
staff driving the car.

Staff should ensure that at all times, should any issues/defects become
apparent, they are reported immediately to the Corporate Services Staff. On a
monthly basis the Corporate Services Assistant shall carry out an inspection of
the pool car. Appendix 4). This will be monitored by the Health and Safety
Administrator. Should anything require attention that can be remedied by the
driver, i.e. refilling screen wash, then this should be done before returning the
keys and log book to reception. Anything more significant should be raised with
a member of the Corporate Services Team on return to the office. This will be
monitored by the Health and Safety Administrator.

7. Accident Reporting

7.1 In the event of any accident whilst driving the company vehicle, you
should not attempt to deal with any situation unless you have been
specifically trained, and by making a personal judgement, believe that it
would be safe to do so. You will make a personal judgement on whether
to contact the emergency services or road recovery firm but will, on all
occasions report details to senior staff as soon as is reasonably
practicable.

7.2  All staff will co-operate with emergency services involved in an incident.

7.3  You will ensure that the following information is submitted to the
Corporate Services Director as soon as possible.

The drivers name

The drivers address

The drivers date of birth

Was the driver injured?

Has the driver held a full driving licence for over 12 months
The date, time and location of the incident

A description of the incident advising who was at fault
Details of the damage to the vehicle

Confirm if the vehicle is drivable and the location of vehicle if un-
driveable

¢ Did the emergency services attend

7.4 If athird party (TP) is involved in the accident you should ensure that the
following information is submitted to the Corporate Services Director as
soon as possible.
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7.5

7.6

e Confirmation of the TP’s name, address and contact telephone
number

Registration, make and model of TP vehicle

The damage to the TP vehicle

Number of passengers in TP’s vehicle

Was any of the passengers in the TP’s vehicle injured

Did the emergency services attend

The Corporate Services Director will then submit this information to the
Insurance Company using the following claim notification:

Company Name: QBE Insurance

Address: 1 Coval Wells, Chelmsford, Essex, CM1 1WZ
Tel: 01244 527 2700
Fax: 01244 527 2701

A member of the Corporate Services Team shall arrange for any works
to the vehicle and seek confirmation from the Chief Executive to hire a
car, if appropriate

8. Provision of Fuel for Company Vehicles

8.1

The Association will provide fuel for business purposes only.
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9.

10.

11.

12.

Provision for Cleaning Company Vehicles

The Association will pay for the vehicles to be washed. This will be at least on
a monthly basis, but generally staff judgement should be used.

Essential Car Users

Tollcross Housing Association currently has no essential car users.

Casual Car Users

111

11.2

11.3

A casual car user is defined as a staff member required to use their
own car occasionally with permission from their line manager, and will
be paid the appropriate casual car user’s mileage rate in accordance
with EVH terms.

All casual car users must have business included on their own
personal car insurance and make certain the car is road worthy. In
addition they are obliged to inform the Corporate Services Director
immediately of changes to their health or if they are involved in a police
investigation or if there are any changes to their driving documents.

The Corporate Services Director will undertake, at least on an annual
basis, to ensure all casual car users sign a precondition document
confirming they have read and fully understand their responsibilities in
this area (Appendix 2).

Corporate Fit

12.1

The degree of compatibility of the Association’s Transport Policy with
other corporate policies, plans and strategies is considered below:

e Relevant Legislation — the Policy complies with guidance from the
Inland Revenue.

e Business Plan — travel and subsistence and renewal of company
pool cars is currently identified within the Association’s Business
Plan.

e Health and Safety - The policy ensures that the Associations
maintain its culture of Health and Safety awareness.

e Data Protection — The policy seeks to comply with the Association’s
Data Protection policy & procedures.

e Mobile Phone Policy — this Policy should be read in conjunction with
the Associations Mobile Phone Policy.

e No Smoking Policy - this Policy should be read in conjunction with
the Association’s Smoking Policy
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13. Informing and Involving Stakeholders

13.1 We will advise stakeholders that policy documents are available on
request and that comments on our policies are welcome.

13.2 All employees will be informed of the Transport Policy through Team and
Staff meetings and have full access to all Policies, through a central file
on the company server and on the Intranet.
14. Review
14.1 This policy will be reviewed every 3 years and an entry will be

maintained in the Association’s Policy Review Schedule to indicate
this.

Page 6



Tollcross Housing Association
Transport Policy

Appendix 1 — Equality & Human Rights Impact Assessment

EIA 30/04/2024
Date

This policy sets out the company vehicle arrangements for all Tollcross Housing
Association’s employees. The policy is intended to demonstrate Tollcross Housing
Association’s commitment to planning and managing the service it provides to staff
and to achieving acceptable standards; to reducing accidents; and to demonstrate
to all employees that the Association is fully committed to their health, safety and
welfare.

Policy Transport Policy

EIA Completed Corporate Services Assistant
by

1. Aims, objectives, and purpose of the policy / proposal

Tollcross Housing Association staff.

2. Who is intended to benefit from the policy / proposal?

3. What outcomes are wanted from this policy / proposal?

To provide staff with a clear understanding of the arrangements in place to
maintain an acceptable standard, reduce accidents and to demonstrate that the
Association is committed to their health and safety.

4. Which protected [ ]Age [ ] Gender [] Religion or
characteristics could ] reassignment belief
be affected by Disability ] Marriage & civil [] Sex
proposal? [ ] Race partnership [] Sexual
[] Pregnancy and orientation
maternity

5. If the policy / proposal is not relevant to any of the protected characteristics
listed in part 4, state why and end the process here.

This policy does not impact on any specific protected characteristic.

6. Describe the likely impact(s) the policy / proposal could have on the groups
identified in part 4

N/A

7. What actions are required to address the impacts arising from this assessment?

(This might include; collecting data, putting monitoring in place, specific actions to
mitigate negative impacts).

None.
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Appendix 2

Tollcross Housing Association — Vehicle Declaration Form

For users of the Company Vehicle

*| have a full and valid driver's licence. | have obtained confirmation using https://www.gov.uk/view-driving-
licence and following the steps to “Share your licence information (BETA)”

I will report any faults/damage to the company vehicle to the Health & Safety Administrator immediately

I know of no adverse health effects that may affect my ability to drive

| am aware of the arrangements in place for obtaining assistance should the vehicle break down

| will not use my mobile phone whilst driving including via a hands-free kit

I understand that | may be held liable should any of the above points no longer apply and | have not reported
this to the Health & Safety Administrator.

For users of personal vehicles on company business ‘ Tick

*| have a full and valid driver's licence. | have obtained this using https://www.gov.uk/view-driving-licence
and following the steps to “Share your licence information (BETA)”

*My vehicle is insured for business use

*My vehicle has a current MOT certificate (if not applicable, put “NA”). | have obtained confirmation using
https://vehicleenquiry.service.gov.uk/ViewVehicle

*My vehicle is Road Taxed. | have obtained confirmation using https:/vehicleenguiry.service.gov.uk/ViewVehicle.

I will maintain my vehicle in a roadworthy condition at all times

| have/do not have (delete as appropriate) vehicle breakdown cover. Should | not have breakdown cover, |
will be responsible for any costs associated with the repairing/pick up of my vehicle should it break down.

I know of no adverse health effects that may affect my ability to drive

I will not use my mobile phone whilst driving including via a hands-free kit

I understand that | may be held liable should any of the above points no longer apply and | have not reported
this to the Health & Safety Administrator.

Employee* Line Manager*

Print name Print name

Signature Signature

-

*Signing confirms evidence has been provided that confirms valid licence, insurance, MOT and Tax
has been witnessed by your Line Manager.
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Appendix 3

Company Vehicle Mileage Log - to be completed daily and scanned to the Corporate
Services Assistant for filing on a monthly basis

Month

Odometer Odometer

Date Start End Miles Comments
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Appendix 4 TOLLCROSS (t

COMPANY VEHICLE LOG BOOK GUIDANCE NOTE housing association limited

The Transport Policy clearly details the responsibilities for any driver of a company
vehicle which includes a number of checks that should be carried out to ensure the
roadworthiness and cleanliness of all company vehicles is being maintained. The
formal checklist means any issues or concerns with the vehicles can be raised and
addressed at the earliest possible time.

= DAILY CHECKS

e There are a number of daily checks that are the responsibility of the driver. It
is requested that each day the first person taking the vehicle out on business
runs through the checklist and completes the record for that day. It may not be
obvious whether some things are working or not until the vehicle has been
driven so we ask that on return to the office you update the checklist again if
applicable.

e Staff shouldensure that at all times, should any issues/defects become
apparent, they are reported immediately to a member of the Corporate Services
Team. On a monthly basis the Corporate Services Assistant shall carry out an
inspection of the pool car. This will be monitored by the Health and Safety
Administrator. Should anything require attention that can be remedied by the
driver, i.e. refilling screen wash, then this should be done before returning the
keys and log book to reception. Anything more significant should be raised with
a member of the Corporate Services Team on return to the office.
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DAILY CHECKS
Responsibility of Driver

Bodywork | Is there any obvious sign of damage to the bodywork?
Tvres Do the tyres appear in good condition with adequate tread?
y Do the tyres appear to be adequately inflated?
Windows Are the windows in good repair and clean?
Wipers and | Do the windscreen wipers work?
Washers Is there water in the windscreen wash bottle?
General Are the brakes, steering, seatbelts etc in good working order?
Operation | Are there any obvious signs of fluid leaks?
Ensure all surfaces are wiped down before and after use.
Cleanliness | |s the car free of rubbish?
Is the interior in a clean and tidy condition?
Lights Do lights work — head, full beam, tail, indicators, brake and fog?
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= MONTHLY CHECKS

On a monthly basis the Corporate Services Assistant will review the log books and
carry out a further check on the company pool car and complete the monthly checklist.
All documents will be saved in the appropriate folder in the H&S file on the

Server.

MONTHLY CHECKS
Pool car - Responsibility of Corporate Services Department

Bodywork | Is there any obvious sign of damage to the bodywork?
Tures Do the tyres appear in good condition with adequate tread?
y Do the tyres appear to be adequately inflated?

Windows Are the windows in good repair and clean?

Wipers and | Do the windscreen wipers work?

Washers Is there water in the windscreen wash bottle?

Lights Do lights work — head, full bean, tail, indicators, brake and fog?
Are all surfaces clean and fresh?

Cleanliness | |s the car free of rubbish?
Is the interior in a clean and tidy condition?

ol Check oil level and ensure that it is within the manufacturer
recommended limit
Check all tools and equipment are present e.g. jack, accident kit,

Car Tools first aid kit, winter driving kit (no fire extinguisher has been provided
as in the case of a fire we would expect the car to be vacated).
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Registered owner

Vehicle make

Vehicle model

Body type/colour

Engine cc/Fuel

Servicing/Repair/MOT

Road tax

Breakdown
Tyre replacement
Tyre size

Window repairs

COMPANY POOL CAR DETAILS — DP11 NBA

Tollcross Housing Association, 868 Tollcross Road, Glasgow, G32 8PF
Telephone: 0141 763 1317
Date of Registration — 15t August 2011

Mini

HAT 1.6 one

Hatchback
White

1598
Petrol

Arnold Clark, 55 Hamilton Road, G32 9QQ (305 9841) (contact Holly at
Service Dept.)
Service & MOT due 20" April

Expiry date is 15t October. www.vehicleenquiry.service.gov.uk

The AA — 0800 420 420
Membership Number : BCASP276603 (expires 315t January)

The AA — 0800 420 420
Membership Number : BCASP276603

175/65/15 (84H)

Contact Tollcross HA insurers
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