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CALDECOTT FOUNDATION DRIVERS’ OWN VEHICLE POLICY
(Updated 2025: In Line with Care Industry Standards)
1. Business Travel
1.1 The Caldecott Foundation is responsible for meeting the cost of travel by its employees for the purpose of official business, such as attendance at meetings, home visits, or training courses.
1.2 The most cost-effective and sustainable mode of transport must be used where practical.
1.3 In line with our Health & Safety and Safeguarding policies, we are committed to reducing risk for employees and our children and young people when driving for work.
1.4 Employees will only be reimbursed for expenses that are actually and necessarily incurred in the course of official travel.
1.5 Employees must follow all organisational safeguarding and lone working procedures when driving to and from care settings.
2. Travel Decision-Making Hierarchy
2.1 Line Managers must ensure that employees use the most efficient, economical, and environmentally sustainable means of travel.
2.2 Before using a private vehicle, employees must consider:
- Can the journey be replaced by a virtual meeting (video/phone)?
- Is public transport more efficient or eco-friendly?
- Is a Caldecott Foundation fleet or pool vehicle available?
- Can car-sharing be used, subject to safeguarding and risk assessments?
- Could scheduling changes reduce total travel requirements?
3. Employee Responsibilities When Using a Private Vehicle for Business
3.1 Employees must ensure their private vehicle is:
Roadworthy and safe per Road Traffic Act and Highway Code requirements.
Taxed and has a current MOT certificate.
They present the vehicle’s MOT certificate, insurance policy and their driving 
   licence for inspection in advance of first driving for work and thereafter on 
   request by their Line Manager / Karan Hughes.
Covered by a valid driving licence (appropriate for the vehicle).
Fully insured for business use, including passenger cover and care-related visits.
Serviced regularly to manufacturer standards.
Fitted with required safety equipment (e.g. seatbelts, airbags where possible).
Equipped with breakdown cover and basic emergency kit (torch, triangle, blanket, first aid kit).
3.2 Employees must:
Submit copies of driving licence, MOT, and insurance certificate (business use     included) before driving for work, and annually thereafter.
Notify their Line Manager and the Health & Safety Lead (Karan Hughes) of any:
  - Driving restrictions or disqualifications
  - Insurance changes
  - Vehicle issues affecting safety or compliance
3.3 Reimbursement will only be authorised if the employee’s insurance policy includes business use and third-party liability for passengers.
4. Employer’s Responsibilities
4.1 Line Managers must:
Confirm all drivers understand legal and safety obligations.
Verify vehicle documents before first business use and annually.
Keep accurate compliance records.
Complete risk assessments for high-risk travel, lone working, or transporting vulnerable persons.
Monitor driver fatigue, especially on long journeys or in emotionally demanding care scenarios.
5. Mileage Claiming Process
5.1 The Caldecott Foundation will reimburse employees at HMRC-approved rates:
45p per mile for the first 10,000 miles
25p per mile thereafter
5.2 Mileage claims will only be processed when all driver documents are up to date and verified.
5.3 Journeys should be logged accurately with:
Date and time
Start and end points
Purpose of journey
Passenger name(s), if applicable
6. Managing Occupational Road Risk
6.1 To manage health and safety risks while driving, all employees must:
Never use a phone while driving (including hands-free where not legally required).
Avoid long journeys if unwell or tired.
Take a 15-minute break every two hours of driving.
Conduct basic pre-journey checks: lights, tyres, fuel/oil levels.
Adhere to all speed limits and adapt to road conditions.
Avoid transporting service users unless risk-assessed and approved by management.
Always follow lone worker protocols, including check-in/check-out if travelling alone.
6.2 Where vehicles are used to transport children, the following must be in place:
Valid enhanced DBS check for the driver
Risk assessment for journey and passenger
Parental/guardian consent, if applicable
Appropriate seating and child restraints as legally required
7. Declaration
I confirm that I have read, understood, and agree to abide by this Vehicle Policy.
I acknowledge my responsibility to notify management of any changes affecting my eligibility to drive for work.
Signed: ____________________
Date: ____________________
For further advice, please contact Damion Napier, Health & Safety or Safeguarding Lead.
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