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POINTS FOR INFORMATION

NO ALCOHOL TO BE CARRIED ON MINIBUSES

NO OVERLOADING

HIGH ROOF VEHICLES -

NO ROOF RACK 

15 seats: 2.54 metres high, 5.67 metres long

Speed limiter fitted
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POINTS FOR DRIVERS TO REMEMBER
· Drivers should refrain from drinking alcohol a minimum of 24 hours before driving. 

· No alcohol to be drunk or carried on any vehicle owned, leased or hired by LSU.
· It is strictly prohibited for the driver of any vehicle owned, leased or hired by LSU to use any form of hands free mobile equipment. 
· Plan your journey to include a minimum of one 15 minute break every two hours of driving.
· It is illegal for drivers of 15 seater vehicles driving under Permit 19 (small bus permit) to smoke whilst driving.

· Always check your vehicle (including body work)

before and after your journey.

· Use an observer when reversing

· Driver only to collect keys, unless prior arrangement has been made,  

· No keys without passenger list

· Notify name of person collecting keys if driver cannot (before keys are collected)

· Don’t leave the bus without fuel you will be fined!

· Don't attempt to park minibus in multi storey car parks or where there are height barriers

· Don’t forget to return your keys on time 

· Get your passengers to take their litter home or pay a fine!
HEALTH AND SAFETY POLICY – TRANSPORT 

General Statement

It is our policy to take all reasonable steps to manage the health and safety of those who drive on Students Union business. This is to comply with our legal duties as an employer and to demonstrate that we have taken all reasonable steps to introduce safe systems of work. It is for this reason that our policy not only sets out our procedures on driving, but details what we expect from our employees; both in terms of complying with relevant legislation and our own standards. These cover a variety of areas including the documentation that we need to see from drivers as well as basic guidelines on driver health. 

Section 1 Driver Registration 

All drivers of LSU vehicles and hired in vehicles must be registered on the Union’s Vehicle Insurance policy.

Criteria

Minibuses 15 seats 

· Applicants must be at least 21 years old and have held a full, UK driving licence for a minimum of two years, three years in the case of a person driving for Scout and Guide club

· Not had an accident in a minibus in the last 5 years

· A passport size photograph must also be produced. 

· All accidents and convictions within 3 years must be declared. 
Transit Van 

· Applicants must be at least 21 years old 

· Held UK driving license for a minimum of 2 year

· Attend a Transport Workshop and take part in on road driving assessment.
· A passport size photograph must also be produced. 

· All accidents and convictions within 3 years must be declared. 
If the driver cannot fulfill any of the criteria above they are asked to complete a non-standard form which will need to be sent to our brokers for approval. 

Once through the registration procedure drivers are given a driver’s handbook; this must be read and understood before undertaking the next part of the procedure. 

Section 2

Workshop and Assessment Procedure

Prospective drivers are then asked to take part in a workshop which covers:

· Health and Safety requirements

· viewing a safety DVD on how to drive a minibus safely 

· Minibus Law 

· key collection

· accident and breakdown procedure.
Prospective drivers are then shown how to undertake a static familiarisation of the vehicle which includes 

· Checking oil, water, seat and mirror adjustment, 

· Check tyres and tyre pressures. Keeping tyres at the correct pressure will save on fuel
· Checking body work 

An appointment is made to take a written test consisting of multiple choice questions which cover

· Vehicle driving speeds
· Health and safety 

· Minibus Law
· Road signs

· Motorway signs

· Regulation for multi lane roads 

Upon successful completion of this written test the prospective driver will be asked to demonstrate competence of several manoeuvres:

· Reversing

· Box junctions

· Overtaking,

· Bay/parallel parking

· Undertake verbal commentary whilst driving

Section 3

Drivers Responsibilities

Legal and LSU requirements/good practice 

· Drivers must read and abide by the rules, guidance and standards set out in  the minibus driver’s handbook which is  provided at the time of driver registration  

· Drivers are also advised to consult a copy of the Highway Code for guidance on their obligations as a road user. Available from www.highwaycode.gov.uk
· Under no circumstances must drivers consume before driving either alcohol or medication which may affect his/her ability to drive

· THE CARRIAGE OF ALCOHOL IS BANNED FROM ANY MINIBUS OWNED, LEASED OR HIRED BY LSU

· It is illegal for drivers of 15/17 seat vehicle driving under Permit 19 (small bus permit) to smoke whilst driving.

· It is strictly prohibited for the driver of any vehicle owned, leased or hired by LSU to use any form of hands free mobile equipment. 

· Do not drive when tired.

*To avoid driving tired please read the tips below to ensure you have a safe journey

· Any minibus making a journey in excess of 150 miles must have two drivers. 
· New drivers with little or no experience of driving multi seat vehicles must not undertake journeys in excess of 75 miles until they have driven on 4 journeys, each travelling a minimum of 25 miles for each journey, (i.e., the outward and inward journey will count as two journeys). 

· If drivers are intending to take part in contact/high risk sports two drivers must be used irrespective of the distance travelled. No exceptions. 
· The vehicle is the responsibility of the driver at all times and under no circumstances must s/he permit anyone else to drive the vehicle unless registered on the Union policy.                          
· Drivers are responsible for collecting and returning the vehicle as instructed

· It is the driver’s responsibility for  collection/return of keys and vehicle pack at the end of the journey

· It is illegal for any driver whilst driving under Permit 19 to accept any payment or payment in kind. They are entitled only to a meal and a non alcoholic drink. 
*Before you start your journey:

· Plan your journey to include a 15 minute break every two hours of driving

· Have a good night’s sleep before setting out on a long journey

· Remember the risks if you have to get up unusually early to start your trip, or have a long drive home after a full day’s work.

· Avoid making long trips between midnight-6am and 2-4 pm when natural alertness is low

· Even a small amount of alcohol, some medicines and drugs can make you drowsy and you’re in danger of falling asleep at the wheel. 

 When you are on your journey

· Take a 15 minutes break every two hours of driving

· If you start to feel sleepy find a safe place to stop (not the hard shoulder of a motorway) as soon as possible.
· Drinking 2 cups of coffee or other high caffeine drink and having a rest to allow time for the caffeine to kick in are effective methods of combating sleepiness

· Share the driving.

The above information is taken from the government’s road safety campaign “THINK!”  

PASSENGER LISTS 

All users of LSU vehicles must supply a list of passengers prior to departure.  

It must also show: 

· Name of driver/s

· Name of first aider                                   
· Contact details of driver

· Contact details of venue being travelled to. 

PROCEDURE TO FOLLOW IN CASE OF MINIBUS ACCIDENT OR EMERGENCY

· Passenger lists: The names of all passengers travelling in minibuses can be found in green box file at Union Reception 

· Key box outside Reception should be checked to ensure that a passenger list has not been changed since the keys were collected. Drivers are instructed to detail all name changes.

KEY HOLDERS 

· The key to the white return key box is in the main Union key cabinet. Duty Manager or authorised key holder needed to access the key.

· If no Union key holder available please contact University Security Control Room on 01509 (22)2141, explain the situation and they will call a key holder.

Passenger responsibilities

All passengers must accept that the driver is the most important and ‘senior’ person in the vehicle and comply with all directions and instructions given. The driver has the right to ask anyone to leave the vehicle if they are proving to be a menace and thus endangering other passengers and other road users
In buses and coaches (including minibuses), seated passengers aged 14 years and above MUST wear seat belts where they are fitted. Regulations requiring children 3 years to 13 years or under 135 cms MUST use the appropriate child restraint. Drivers MUSTnotify all passengers that seatbelt MUST be worn. 
This Health & Safety Policy for Transport covers all vehicles owned, leased or hired by the Students’ Union including sections of the Students’ Union 

20 June 2004

Updated 7 May 2008, Author: Sue Lucas, UC-053-paper 31 
VEHICLE LOG BOOKS 

There is a log book for each vehicle which is kept in the glove box. They contain a brief run down of information contained in this booklet. Please check when you collect your bus that the following appears in the front section of the log book. 

· Permit 19 certificate, the Permit disc, and Help Line information.  

· Information regarding fuel, checks, speeds, breakdown, windscreen, accident.

· Copy of Insurance certificate

· Incident Report form . 
· Vehicle maintenance log book
If any of the above are missing please report it as soon as possible. 

Please complete the mileage sheets which are given out with keys. 

INSURANCE

All minibuses carry full comprehensive insurance, but if you are towing and your trailer should break loose and cause damage only third party cover exists.

We have only £250 of cover for items that are lost or stolen from inside the vehicle, so if you have any club/personal items being carried please ensure that it is covered separately. 

FUEL – LSU Vehicles
The minibus should be left with half a tank of fuel at the end of the journey.  If it is not, your club will be fined £10 plus the cost of the missing fuel.  If on the other hand you collect a minibus with less than half a tank, please show this discrepancy on your authorization form.  Please keep the receipt and bring it to Reception who will photocopy it and organize a refund for your club.
FUEL – OUTSIDE HIRE VEHICLES  

All outside hire companies operate differently. It is important that you check your fuel gauge at the start of your journey and return the vehicle at the same level. Shortfalls in fuel will be charged with additional percentage costs by the hire company.
If you over fill the vehicle you will not be able to claim back unused fuel.

COLLECTION AND RETURN OF MINIBUS KEYS

All drivers must present a driver’s card and provide a passenger list when collecting any minibus keys. THEY WILL NOT BE HANDED OUT WITHOUT THIS LIST. 

Keys should be collected from the Union by the Driver between 9.30 am and 4.00 pm on the day of travel. For a Saturday or Sunday booking the keys must be collected on Friday before 4.00 pm.  If keys are not collected the costs will be made against the club/society, plus any additional insurance charges. The person collecting the keys must show a current Minibus Driver's Pass. 

Should the driver be unable to collect the keys he/she must notify the Union Reception and let them know who will be collecting keys on their behalf. The nominee should bring some ID with them.  If the driver or the nominee finds that they are unable to collect keys before 4.00 pm, please contact Union Reception 01509 635000 as soon as possible to make alternative arrangements. 
KEYS WILL ONLY BE HANDED OVER IF THE ABOVE PROCEDURE IS FOLLOWED.

RETURN OF MINIBUS KEYS

Please return your keys and plastic wallet at the end of your journey by posting them in the white box behind the doors leading to Reception from the Piazza stairs. If the building is closed on your return please bring the keys and wallet to Upstairs Reception by 9.15 am the following morning, or in the case of a weekend booking, Monday morning. Do not leave keys with University security unless instructed to a member to transport staff.
There will be a fine of £10.00 for late return of keys. If you lose keys the cost of replacement will be added to the £10.00 fine.

The person who signs and collects the keys is directly responsible for them and their return. Please do not hand your keys over to anyone else unless you have been specifically asked to do so by a senior, permanent member of Students' Union staff.  Please write on the authorization form the name of the person you gave the keys to and return it to Union Reception as normal. 

You will be given an authorization form along with your keys, please complete the information required as well as signing and dating the form. Should you experience any difficulties or problems with the vehicle please make your comments on the reverse of the form. Please don't wait until the following day to inform us of any mechanical problems, as it may be too late. Someone else could be using it right after you. If the problem is potentially serious please leave a note on the steering wheel as well as on the form. 

Minibuses must not be taken earlier or returned later than the time they have been booked out for. Please return your bus to the Union car park at the end of your journey, as it is a possibility that someone else may have it booked after you. 

Please return the bus in a clean and tidy condition; please don't leave litter on the floor. You will be given a litter bag with your key wallet, please use it. If the bus is messy when you collect it, then report the fact on the reverse of the authorization form that accompanies the keys. The previous users will be charged a cleaning fee of £10.00. If you do not report it, as the last user you will be billed. 

On leaving and entering campus by LSU vehicle please use your swipe card to access the security barrier. If you do not have a swipe card you stop at the barrier.

	FINES AND OTHER COSTS
	AMOUNT

	Late return of keys and paper work
	20.00

	Leaving the courtesy lights on
	20.00

	Leaving the bus dirty (i.e., litter). This includes a 

cleaning fee. Don’t forget to report it if the vehicle is dirty when you collect it; the last user always gets fined. Providing that you clean up the bus after your use, you will be credited with £10. Ideally take a photograph as proof it was dirty before you clean it up. 


	25.00

	Loss of keys
	10.00 plus cost of replacement

	Late collection of keys from external hirer
	Hire costs apply

	If you do not return the keys to an external hirer, this can result in a full day’s hire being charged to you.

.
	80.00 plus any insurance costs

	If any of your passengers let off the fire extinguisher without good reason
	20.00 fine plus replacement of the extinguisher 

	If any externally hired vehicle is returned in a dirty condition the company will professionally clean the vehicle and pass the bill to your club. 
	£50 - £100

	If it is proven that alcohol and been carried or consumed on the vehicle
	 Disciplinary procedure will follow, a possible ban for the driver and possible ban for the club plus a fine of £300

	If you fill any vehicle with the wrong type of fuel this also can be expensive.
	Towing fee

Engine wash out 

Replacement of fuel

This can cost at least £200 - £400 depending on time of day.

	Non cancellation of vehicle less than 48 hours notice
	£80 per day

	Late cancellation if through bad weather or opponent cancelling 
	£80 per day (external vehicles only)


BREAKDOWN PROCEDURE
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ACCIDENT PROCEDURE – see also Breakdown Procedure for details












FIRE

There are always fire extinguishers in the vehicles, but please check that they have not been let off. 

If you suspect a fire in the engine compartment:

· Pull up as safely and as quickly as possible

· Get all passengers out safely 

· Summon assistance or get someone to dial 999

· DO NOT open the bonnet wide

· Direct any available fire extinguisher through the small gap available when the release catch is operated. 

Many incidents could be reduced in their severity by prompt action. 

REMEMBER

Fire can spread through a vehicle with alarming speed. 

If you notice a strong smell of petrol, don't ignore it - investigate. 

FIRST AID ON THE ROAD

Every vehicle carries a first aid kit, don't forget to mention on your authorization form if you have needed to use anything from the kit.  If you have taken a dressing pad or sling, this must be reported to the Union's Health and Safety Officer. An accident report may need to be completed. 

BREAKDOWN

In the event of a vehicle breaking down, the primary responsibility of the driver is to ensure the comfort and safety of the passengers; once the vehicle is in a safe position, it should no longer be the main concern of the driver. 

When Breakdown occurs: 

· Use hazard lights to warn others

· Do not spend too long trying to find out what is wrong.

· Call for roadside assistance as soon as possible using the help line number. If you are causing an obstruction, ring the police.

Punctures and blow-outs 

If the vehicle becomes unstable or you begin to feel steering problems you might have a puncture or a blow-out (burst tyre). 

Try not to panic. 

· Don't brake suddenly.

· Try to keep a straight course by holding the steering wheel firmly.

· Stop gradually at the side of the road. 

· Get the vehicle away from the traffic, (on to the hard shoulder if you're on the motorway).

DON'T attempt to change the wheel unless you are confident and know what you're doing.   If you have to change the wheel please follow this advice: 

· Secure the vehicle when changing any wheel by applying the handbrake and using chocks if available. 

· Always try to work on a level surface. 

· Re-tighten wheel nuts/studs after changing a wheel 

NEVER attempt to change a wheel in an exposed or dangerous position. 

The Help Line will arrange to get the vehicle and ALL the passengers back to your choice of destination. 

Please report any damage on the reverse of your authorization form. 

SAFETY/LEGAL INFORMATION

PARKING

When returning to the Union Building the minibuses should be parked in the 2nd car park using the designated bays on the right hand side.  If all these spaces are taken, please use pay and display car park. 

All buses should stop at the barrier when entering campus unless you have a swipe card to access the barrier. 

You must observe all legal parking requirements, i.e., DO NOT PARK in front of: 

1. The Beam Engine



5.  Nursery drop-off zone

2. Down the side of the building              6.  In front of any fire doors

3. Outside Rutland Lodge                          7.  In front of rubbish skips

4. In front of any fire doors                       8.  In the service road area.

At night, if you cannot park off road, you should park on the near side of the road, at least 10 metres from the nearest road junction, and with your side lights LEFT ON. 

You should not use the horn or reversing bleeper in built up areas (see minibus law), Minibuses fitted with isolation switch. 
OVERLOADING

LDV minibuses from LSU carry 15 passengers, but please don’t forget to take luggage into consideration. These include the driver. Please do not carry more passengers than there are seats it is ILLEGAL and invalidates insurance cover.

The 15 seat buses are too high to be fitted with roof racks, so the double rear seat can be used for luggage. However as a safety measure it would be advisable if one passenger sat by the side door and one passenger sit in the single rear seat, this will aid speedy evacuation of the vehicle. 

Please be aware that you can easily go over the vehicle weight limit if you are carrying passengers and kit.  You may have to carry two passengers less. The average seat weight is approximately 75 kilos
ALCOHOL

It is an offence against the Road Traffic Act to carry alcohol to sporting fixtures but LSU minibus regulations state that alcohol should NOT be carried on minibuses. If it is proven that alcohol has been carried on the vehicle you and your passengers will be subject to the Union's disciplinary procedure. This could result in a ban for the driver and the club involved suspended from using any Union vehicle. 

SEAT BELTS

Please comply with the legal requirement that all passengers MUST wear seat belts if fitted. 

TIPS ON SAFE MINIBUS DRIVING

The tips given are for general driving technique and are summarized, if you wish to see the full section please ask at Upstairs Union Reception. 

BRAKING

Wherever possible, do not brake when travelling on a curved path; use them before the bend or corner. If braking on the curve cannot be avoided do it as gently and carefully as possible. 

Always try to brake in ample time, using the brakes gently and sensitively. Be prepared to vary the pressure on the pedal, according to the road surface being travelled over. 

Mentally link the mirrors with the brakes and in planned braking, i.e., coming up to a Stop sign or Traffic Lights, etc., check the mirrors first, and be prepared to give a warning signal. 

During firm braking, both hands must be on the steering wheel. Therefore gear changes should not coincide with brake input. A very minor overlap at the end of the braking is acceptable.

On descending steep winding hills, and having engaged a lower gear, use the brakes if necessary on the straight sections, and ease off on the corners, to avoid the possibility of the brakes failing because of overheating. 

FOLLOWING DISTANCES

Refresh your memory on the distance it will take to stop a vehicle, as published in the Highway Code. A modern vehicle may stop inside these distances, but it is recommended that they are taken as correct. 

Firstly, part of the distances given are taken up by the reaction time in your brain, and although brakes are better, brains aren't. Secondly you are allowing an extra margin of safety. But, the big question is, how do we judge what the stopping distance, or following distance should be? Sixty metres or a number of car lengths may be
 impossible for some people to judge. Fortunately there is an easier way. Allow two 
seconds between the rear of the vehicle in front passing some marker on the road, a signpost or shadow, and the front of your vehicle reaching the same point. If you reach your marker point before the two seconds - drop back.  As you will be driving a minibus it is advisable that you increase the distance to 4 seconds and not 2 seconds.  On a dry road surface and in good visibility you then have a reasonable distance between you and the vehicle in front. If the road is wet or slippery the Highway Code suggests doubling the distance, which, under some circumstances, such as busy rush hour traffic in a city may be very difficult to maintain. However do allow as much as you are able - think of your responsibility not only to yourself but to your passengers and other road users. 

SPEED LIMITS

	Type of Vehicle
	Built up

Areas
	Elsewhere
	Motor-

ways

	
	MPH
	Single

Carriage

Way

MPH
	Dual

Carriage

Way

MPH
	MPH

	Cars and motorcycles including car derived vans up to 2 tonnes maximum laden weight
	30
	60
	70
	70

	Cars towing caravans or trailers

(including car derived vans and motorcycles)
	30
	50
	60
	60

	Buses and coaches (includes minibuses)

(not exceeding 12 metres in overall length
	30
	50
	60
	Fitted with speed limiter
60


The above is taken from the Highway Code and Leicestershire Constabulary - Traffic Division.

SHORTEST STOPPING DISTANCES: 

	Speed
	Thinking Distance
	Braking Distance
	Overall Stopping Distance

	m.p.h.
	Metres
	Metres
	Metres

	20
	6
	6
	12

	30
	9
	14
	23

	40
	12
	24
	36

	50
	15
	38
	53

	60
	18
	55
	73

	70
	21
	75
	96


The above distances are for a car, you will be driving a minibus and as such will need longer distance to stop safely please bear this in mind. Similarly if you are tired your reactions will be slower so please drop back. 

DID YOU KNOW THAT: 

· you have a 1 in 200 chance of being killed in a road accident

· every day, on average, 10 people are killed in and around 120 are seriously injured in road accidents

· about half of all accident deaths of children are due to road accidents

· 1 in 5 drivers involved in an accident in which someone is injured is aged under 25?

· by reading and following the rules of THE HIGHWAY CODE you can help reduce the number of deaths and injuries on our roads. 
There will be questions on road signs and highway code in the drivers’ workshop questionnaire. It is imperative that you check out the highway code. www.highwaycode.gov.uk
BUS LANES

Since January 1997 (under the Traffic Signs Regulations and General Directions 1994, SI1994/1519) all buses (that is, vehicles with a passenger capacity of more than eight, excluding the driver, whether operated for hire or regard or not) have been able to use designated bus lanes, unless the world "local" is included either on the blue signage or the road marking. Where the sign specifies "local", only buses being used on scheduled services are permitted. 

There is no longer any need to check whether the traffic order held by the planning or highways department will admit minibuses operated under Permit or privately. The same regulations allow all minibuses to make use of such directions as 'no right hand turns - except buses' and 'buses' and 'buses only'.

YOU CANNOT TAKE A MINIBUS IN A BUS LANE

Where minibuses are operating a registered local service under section 22 (Community Bus) Permits, they can also use any 'local' bus lane. THIS DOES NOT APPLY TO MINIBUSES 

STEERING

Keep both hands on the steering wheel, on the top half of the wheel, and do not let a hand rest anywhere else, or an elbow on the window ledge. 

Tighten the grip when cornering, braking or driving through standing water such as deep puddles. 

Steer gently and carefully on slippery surfaces. 

Don't "steer and gear" or allow the wheel to spin back of its own accord, and try not to cross your hand when steering. Your left hand should stay on the left hand side of the wheel and vice versa. 

The above information was taken from "Essential Minibus Driving" published by the ROSPA, Advanced Drivers' Association in conjunction with LDV limited and "Minibuses and the Law" Community Transport Association.

REVERSING

There are going to be occasions when you are going to have to reverse the minibus so here are a few tips. 

1. Always use an observer/s OUTSIDE the vehicle and decide what method of signaling will be used. 

The observer should clear the area of any pedestrians and should also check the area of any possible hazards, i.e., gate posts, rocks/boulders, cycles, other vehicles, etc. This person should be able to ensure a safe vehicle maneuver. Should you lose sight of your observer/you should STOP immediately. 

2. You should make maximum use of internal, external mirrors and also the refracted lens on the rear door. If you still cannot see behind the vehicle and you have no observer, you should leave your bus and check behind before reversing. 

If you are unfortunate enough to collide with an obstruction and damage is caused, your club will bear the cost of repair

The above information was taken from "Reversing Vehicles" published by Health and Safety Executive.

TEN TIPS FOR SAFER MOTORWAY DRIVING

Motorways and trunk roads are safer than other roads but accidents do happen. Some can be avoided. Preparation is important: plan your journey and check your vehicle is roadworthy before you start out. When on the road remember the following: 

LANE DISCIPLINE

Keep left except when overtaking. Remember mirrors – signal – manoeuvre.

STOPPING DISTANCES

Don’t travel too close to the vehicle in front of you. Try using the 4 second rule (recommended for minibuses) when driving in traffic on a motorway or major road. Watch when the vehicle in front passes an object beside the road then try saying “keep a safe distance, keep a safe distance” before you pass the same object. If you pass it before you finish saying this, you are too close for safety. 

BREAKDOWN

If you break down, pull in as far to the left of the hard shoulder as possible when on a motorway or off the carriageway if on a trunk road. Turn on hazard warning lights, use nearside doors, keep well away from traffic and call for assistance. 

Women drivers travelling alone or with children should tell the operator when telephoning for help. On motorways emergency telephones are situated every half mile. Marker posts indicating the direction of the nearest emergency telephones are situated every 100 metres (110 yards) on the hard shoulder. Never cross the carriageway to use an emergency telephone. When returning to your minibus wait on a nearby bank or verge, well away from traffic. Should you feel threatened return to your vehicle by the nearside door and lock all doors. Leave your vehicle as soon as you feel the danger has passed. 

LITTER

Litter can cause accidents. Never throw rubbish from a vehicle onto the road. Take it home with you and dispose of it properly. 

FOG

When you run into fog, reduce your speed so that you can stop within the distance you can see. Dipped headlights or front fog lights should be turned on, as well as rear fog lights if visibility is less than 200 metres. Remember fog is often patchy. 

In bad weather conditions always slow down and leave a bigger gap between yourself and the vehicle in front. Switch on headlights when visibility is seriously reduced. Use your windscreen demister to keep the windscreen clear on the inside. 

ROADWORKS

Motorways and trunk roads need regular maintenance. It is quicker and safer to stay on these main roads during road works rather than diverting, providing you keep within the special, often mandatory, speed limits and observe the signs instructing you to get into the correct lane. 

SPEED

The speed limit for cars and motorcycles on motorways and dual carriageways is 70 mph. Cars drawing a trailer or caravan must not exceed 60 mph. On single carriageways the limits are 60 mph for cars and 50 mph for cars towing. In built up areas the 30 mph speed limit generally applies. These limits apply unless signs show otherwise. 
MOTORWAY SIGNS

L Drivers, motorcycles under 50cc, mopeds, pedal cycles and invalid carriages are not allowed on motorways. Animals and pedestrians are also excluded. 

LOOK OUT EXPECIALLY FOR THESE SIGNS

Red flashing lights and a red cross sign indicate that you must not proceed in that lane. 

Yellow flashing lights and a speed limit indicate an advisory speed limit. Follow that advice. 

Displayed at the end of a restriction. Wait until you see this sign before resuming normal driving. 

AA Roadwatch line 009003 401 100 or (*401 100 from a mobile) for national motorway information. 

---------------------------------------------------------------------------------------------------

THE LAW FOR MINIBUS DRIVERS

You must adhere to the Highway Code at all times. 

You must be at least 21 years old and the holder of a full (not provisional) driving licence to drive a minibus, unless you have an appropriate PSV licence. (Category D)

If you have any disability (which includes any physical or mental condition), which affects (or may in future affect) your fitness as a driver and you expect this to last more than 3 months, you are required to tell the Drivers Medical Branch, DVLA, Swansea SA1 1TV

You are responsible for the state of the vehicle at all times. This includes tyres, steering, brakes, headlights, the fire extinguisher and first aid kit. If in doubt, don't go out. 

It is illegal to drive whilst under the influence of drugs. Drinking any amount of alcohol will impair your driving ability and may lead to a breach of the law. IT IS ILLEGAL TO SMOKE IN A MINIBUS OR ANY TRANSPORT OWNED OR LEASED BY LSU. 
It is illegal to use a hand held mobile phone whilst driving. It is LSU policy not to use any form of hands free equipment, which should be strictly adhered to.
You must obey the instructions of a uniformed police officer, and give your name and address, that of the vehicle owner, your date of birth and the vehicle registration number, if requested. You may be asked to produce your driving licence, the insurance certificate, and the latest MOT test certificate at a police station. This must be done within 7 days. 

If this can't be done immediately, you must report it to a police station as soon as possible within 24 hours. If someone is injured, this must be reported. 

When driving with passengers: 

· All doors must be unlocked

· You must be able to see through all windows

· All gangways must be kept clear

· You must switch the engine off when re-fuelling

· You must behave in a civil manner

· You must not talk to anyone else

· No alcohol must be carried on LSU Vehicles
· You must not smoke

· You must not use a mobile phone
Where no traffic signs set a lower limit, speed limits are as follows: 

· Street lights closer than 200 yards - 30 mph

· Other single carriage ways - 50 mph

· Dual carriage ways - 60 mph

· Motorways - 60 mph (minibuses now fitted with speed limiters)
· Towing on a motorway 60 mph

All passengers must wear seat belts at all times when travelling, children under 1.35 meters tall MUST use the correct child restraint. 
You should not use the horn or reversing bleepers in built up areas after 11.30 at night or before 7 in the morning.
At night, you should always park on the near side of the road, at least 10 metres away from the nearest road junction, and with your side lights LEFT ON. 

It is illegal to use a blue badge for purposes other than assisting severely disabled people. 
You must put your lights on in poor visibility. You can only use hazard flashers when the minibus is stationary. 

No more than one passenger to each seat. 

If you don't have the permission of the Permit holder to be driving this minibus, then you may well be committing an offence, because the insurance will no longer be valid. 

NB For the sake of brevity, much of the detail surrounding the above law has been compressed. A full version of the law is available from Students' Union Reception. 

----------------------------------------------------------------------------------------------------------------------------
PERSONAL SAFETY FOR DRIVERS

Driving

When driving alone lock all the doors and keep windows closed or only slightly open. If you are driving a minibus, remember that some minibus doors will only lock from the outside with a key. 

Keep bags and valuables out of sight. 

Do not pick up hitch-hikers

Parking

Park in a well-lit place. Avoid multi-storey car parks after dark. (Minibuses should not be parked in multi-storey car parks)  Make sure your vehicle is locked up. When returning to a parked vehicle, have your keys in your hand. Before getting in, check nobody is hiding inside the vehicle; if necessary, carry a torch. Get in quickly and lock the door behind you. 

If you are travelling to an unsafe area it is a good idea to take someone with you. 

Always lock the doors when paying for fuel at a service station. 

Preparation

Carry with you: maps and A to Z to avoid having to ask for directions; a torch; a personal alarm; loose change and a phone card; breakdown services information. 

Make routine vehicle checks before you set off, so you are less likely to break down. Check the oil, water, brake fluid, tyre pressures, and lights. Make sure you have enough fuel. 

Plan your route so you will not need to stop and ask directions. 

If your vehicle breaks down                       
On motorways, the emergency telephones are 100 metres apart. If your vehicle breaks down, try and coast to a telephone. Do not return to your vehicle, stand well clear of the hard shoulder and wait for assistance. 

On all other roads, after making your call, return to your vehicle immediately and lock all the doors after you. Do not get out of the vehicle, open the door, or wind down the window until a uniformed police office or uniformed breakdown service operative arrives.  If you feel unsure, ask to see some form of identification. 

If you are involved in a road accident

You are legally obliged to stop and exchange details with any other driver involved in the accident. Also it may be necessary to take witness names and addresses. However, if you are at all suspicious, stay in your vehicle with the doors locked; open the window slightly to speak to the other driver. Offer to drive to the nearest police station; if the other driver does not agree, be cautious. Stay in your vehicle and note down the make, model, colour and registration number of the other vehicle. 

If you are harassed on the road

Stay calm. Do not stop. Drive to the nearest police station or busy well-lit place. 

If someone tries to flag you down (because there appears to have been a road accident - do not stop. Drive to the nearest call box and telephone the police or emergency service.
If you are stopped by someone claiming to be a police officer, but you feel suspicious, offer to drive to the nearest police station. A genuine police officer should not object to this. 

Disclaimer

Loughborough Students' Union has made every effort to ensure the accuracy of the information contained in this booklet, but it should be noted that this is only a guide, and should be treated as such.

CONTACT PHONE NUMBERS: 

LOUGHBOROUGH STUDENTS' UNION  

        01509 635000

LOUGHBOROUGH STUDENTS' ATHLETIC UNION    01509 635054 (Sat. A.M.)

24 HOUR FREEPHONE HELP LINE


      0800 389 1708

If using mobile phone put * before the 0800















POLICY NUMBER





Y005746FLT0110A
www.rac.co.uk
www.theaa.com
www.greenflag.com
www.drive-alive.co.uk
Visit Britain.com
maps.google.co.uk
What the breakdown company need to know





Your name:                                                                   Your phone number: 


                                                                                                                                               


Vehicle Registration                                                     Vehicle type:





Location of vehicle                                                        No. of passengers:


or prominent landmarks: 





Symptoms of breakdown:





SAFETY


                             Most roads                                                                 Additionally, on motorways


Get your vehicle off the road if possible                                 Pull on to the hard shoulder and stop as far to 


                                                                                                 The left as possible, with your wheels turned 


Put on your hazard warning lights                                           to the left.





Keep your sidelights on if it is dark or visibility is                 Try to stop near an emergency telephone


poor.


                                                                                                 Leave the vehicle by the left-hand door and 


Do not let anybody else stand between your vehicle              ensure your passengers do the same.           


and oncoming traffic 


                                                                                                 Do not attempt even simple repairs.


                                                                                                 Ensure that passengers keep away from the


                                                                                                 Carriageway and hard shoulder 











 Reporting incidents





Report all incidents involving any vehicles on club trips to SU Reception at the earliest opportunity. If you are involved in an accident which causes damage or injury to any other person, vehicle, animal or property, you MUST stop give your own and the vehicle owner’s name and the address plus the registration number of the vehicle, to anyone having reasonable grounds for requiring them. If you do not give your name and address at the time of the accident, report the accident to the police as soon as reasonably practicable, and in any case within 24 hours. DO NOT admit liability. 





Students’ Union breakdown/accident/windscreen number:


Students’ Union minibus (breakdown/mechanical failure): 0800 389 1708, quote reg number 





If you have an accident in the Union Minibus: Minibus Plus under Ensign 0800 3891708. Quote Union registration number. Policy No: Y005746FLT0110A


If in an external hire vehicle you will need to explain it is a temporary vehicle under policy number Y005746FLT0110A. Our Insurance Company is Endsleigh Ins Brokers. 


For windscreens, there is a £75 excess to be paid at the time of fixing, please keep receipt for reimbursement. 








STOP and assess the situation for hazards 





�





Actions





             Passengers                                            Casualties                                         Vehicles





Get out of the vehicle                   Treat them if you can                         Only move them if safety allows





Get to safety off the road             Call the emergency services 999        Call emergency services 999





Reassure one another                   Accompany them to hospital              Call breakdown number





What the emergency services need to know 





Your name and number:





Location:





Number of people/casualties involved and nature of any injuries: 





Any hazards present:





Co-operate with the





emergency services 





not do NOT admit 





any fault or liability





�  Take a photo





You need to get information from other people involved and also give them your details.





Pass these details to 3rd parties





Your name: 





Vehicle Registration: 





Vehicle type:





Endsleigh Business Ins, Hadley House, Sherdington Road, Cheltenham, 


GL51 4UE





Loughborough Students’ Union 


01509 635000





Information from witness or 3rd Parties


Name:                                  Phone:





Address:





Insurance details:





Vehicle Registration:





Vehicle type:








Report to the Students’ Union


01509 635000
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