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Specific transport risk assessment VTRA: 001A – Groups that own a vehicle 

Specific transport risk assessment VTRA: 001A – Groups that own a vehicle

	Hazard
	Prevention
	Y/ N/ NA



	Group:
	
	Contact:
	
	Date of RA:
	

	Specific risk assessment:  
	Groups that own vehicle
	RA No:
	VTRA: 001A

	Type of vehicle              (enter registration number) 
	Minibus – more than eight passengers but no more than 16 plus the driver
	

	
	Wheelchair carrying vehicle – eight passengers or less plus the driver
	

	Injury:
	Anxiety/stress, back/head injury, bruise/cut, burn, choking, fatality, fracture, puncture wound, sprain/ strain, suffocation

	People at risk:
	PwMS:
	Y/ N
	Vulnerable person:
	Y/ N
	Driver:
	Y/ N
	Passenger Assistant:
	Y/ N
	Lone worker:
	Y/ N
	Public:
	Y/ N


	To be completed by the Group Transport Manager/ Group contact with the Group drivers in conjunction with generic risk assessment VTRA: 001 for each vehicle the group owns. Thereafter to be reviewed if the group believes the document is no longer valid, if there have been major changes within the group or annually whichever is soonest.  

To complete the risk assessment:

· Look at each statement and answer it Yes, No or N/A

· If all the answers are Yes or N/A, fill in the first line of the Action Plan on the last page; stating “No action needed” sign and date to indicate when the assessment was completed

· If there are any ‘No’s’ fill in the actions needed, person responsible and completion date in the Action Plan
· Once outstanding actions are complete, the responsible person must sign and date the last column as each action is complete


	Hazard
	Prevention
	Y/ N/ NA

	1/ 4/ 5

	Documents (Risk Factor – 3 Low)
	Documentation in place for:
	

	
	
	· Insurance and MOT (full details in VTRA: 001 sections 1b and 1c)
	

	
	
	· Service/ maintenance (including 12 or 6 week inspection – full details in VTRA: 001 S.1c, 1d) 
	

	
	
	Any non standard equipment such as rear view monitoring system is in place where needed
	

	
	
	Driver has appropriate license that is checked annually by the group (full details in VTRA: 001 S.4)
	

	
	
	Transport officer/ driver/ passenger assistant has completed an MS Society disclosure check (full details in VTRA: 001 S.5)
	

	
	
	Drivers to review the highway code to ensure they understand and are able to implement the changes.
	

	2
	Driver paperwork      (RF – 3 Low)
	Up to date log book system kept in vehicle and completed for each trip (HSV: 013 for details)
	

	
	
	Safety check list kept in vehicle and completed monthly (HSV: 014 for details)
	

	
	
	Defect report form kept in vehicle and completed for every vehicle defect including those affecting seats and mechanisms (HSV: 015 for details) 
	

	3/ 7
	Fire and emergency      (RF – 6 Medium)
	System in place for ensuring emergency contacts available (full details in VTRA: 001 S.3a)
	

	
	
	Vehicle emergency procedure card (HSV: 021 for details) displayed in each vehicle at all times 
	

	
	
	Disposable camera kept in vehicle if camera phone not carried by driver
	

	
	
	Group is a member of breakdown service and contact details available
	

	
	
	Breakdown service aware disabled PwMS may need transporting to different destinations
	

	
	
	Hi-visibility vest to be stored in the vehicle and worn by the driver when operating the vehicle
	

	
	
	Clearly marked Water or Foam fire extinguisher(s) in the vehicle, (two required, one located in the passenger compartment, if passengers in wheelchairs are carried). 
	

	
	
	Fire extinguishers checked daily to ensure not used or damage
	

	
	
	Competent person inspects and tags the fire extinguishers annually
	

	
	
	Driver/ passenger assistant trained in use of fire extinguishers but engine fires must never be tackled, just evacuate vehicle
	

	
	
	No smoking or fuel to be stored in vehicle. If oxygen cylinders are transported, they are stored securely
	

	
	
	Driver/ passenger assistant trained in evacuation procedures (HSV 021 for details) – including briefing passengers on what will happen
	

	
	
	All accidents/incidents are reported using forms HSV: 122/ HSV: 123
	

	6
	Training            (RF – 3 Low)
	Driver/ passenger assistant (PA) completed induction (HSV: 032 for details) – refresher training every three years
	

	
	
	Driver performs their duties in line with the highway code, the local environment/ weather conditions
	

	
	
	All minibus drivers must complete MIDAS driver training. This applies to all drivers irrespective of when they started driving for the MS Society – refresher training every 4 years
	

	
	
	Passenger assistant training (PAT) scheme undertaken by all passenger assistants where the vehicle has a tail lift or requires wheelchairs to be secured with passengers in situ – refresher training every four years
	

	
	
	Where possible driver/ PA avoids moving and handling operations
	

	
	
	Where this is not possible:
	

	
	
	· Driver/ PA lifting equipment trained in relevant moving and handling  techniques
	

	
	
	· Driver/ PA lifting passengers complete appropriate training with a recognised body
Refresher training for both every three years
	

	8
	First aid            (RF – 2 Low)
	A clearly marked first aid kit for treating minor injuries is kept in the vehicle and contents checked monthly as part of monthly safety checklist HSV: 014.
	

	
	
	Driver/ PA trained in how to deal with first aid incident (full details in VTRA: 001 S.8)
	

	
	
	Driver carries a fully charged mobile phone to summon the emergency services if needed
	

	9
	Passenger lift/ hoist                (RF – 3 Low)
	A competent person must undertake LOLER inspection on lift/ hoist every six months and a weight test annually
	

	
	
	Clear instructions for set up and operation of the lift/ hoist displayed inside the vehicle
	

	
	
	Driver/ PA trained to set up and operate the lift/ hoist and store securely prior to moving off
	

	10
	Ramp/ pulley system  

(RF – 3 Low)
	Ramp has shallow gradient with raised edges and a non-slip surface and is maintained in line with manufacturer’s instructions
	

	
	
	LOLER inspection of pulley system/ associated equipment every six months by competent person
	

	
	
	Driver/ PA trained to set up and operate the ramp and associated equipment and ensure it is stored securely before moving off
	

	11
	Seatbelts and wheelchair restraints          (RF – 2 Low)
	Vehicle has suitable and sufficient wheelchair and passenger restraint equipment. Metal ratchet clamp systems for restraining wheelchairs are not used. Any held in storage must be disposed of. 
	

	
	
	All passengers face either the front or the rear of the vehicle
	

	
	
	Driver/ PA trained to set up and operate the restraint equipment
	

	12
	Fuel cut off       (RF – 3 Low)
	Fuel cut off clearly marked (if vehicle has one) and driver/ passenger assistant know how and when to activate it
	

	13
	Welfare 

(RF – 3 Low)
	Driver has agreed to:

· declare to the group any health conditions that may affect their driving which the group must refer to the insurance company for guidance
· never drive under the influence of alcohol or drugs or if they feel tired and unable to concentrate

· have access to a mobile phone in the event of an emergency but never use it when driving

· have a system for communicating regularly with a contact if likely to be alone for long periods
	

	
	
	Group has determined whether or not PA’s are needed (full details in VTRA: 001 S.13.) 
	

	
	
	Where individuals need regular assistance or personal care, they bring a carer with them

If no; Group to arrange care assistants to assist members when needed
	

	14
	Paid drivers     (RF – 3 Low)
	Where drivers are employed officially by the MS Society or other organisation; will they pay for the Driving Standards Agency training (full details in VTRA: 001 S.14) 
	

	
	
	If no; can group afford costs of the new training needs?
	

	15
	Section 19 Permits

(RF – 2)
	Section 19 permit displayed, in date and clearly legible.
	

	16
	Screen wash
(RF – 3)
	Screen wash always used rather than just water to minimise risk of Legionnaire’s disease
	

	20
	Driving regular routes 
(RF – 3 Low)
	In addition to the above, when planning short journeys, the driver will:

· check local radio for roadworks/ accidents, have back up route 
· if necessary to drive in severe weather, take account of the conditions

· ensure all the necessary equipment is available and there is somewhere to store excess equipment and bags

· if new passenger or existing one with a new wheelchair, the driver should check that they can accommodate this

· ensure scooters are suitable for venues being visited (full details in VTRA: 001 S.20d)  
· ensure scooter passengers must transfer to fixed seat
· if possible pick up and set down passengers in a safe place including avoiding steep slopes and rough ground; watch until they are safely home

For emergency contacts see section 3a
	

	21
	Day trips or holidays 

(RF – 3 Low)
	In addition to the requirements of section 20 ‘Driving regular routes’ the driver will:
· limit the amount of luggage passengers can bring

· hold a passenger list on the vehicle highlighting personal contact details and any special needs

· plan breaks at locations with appropriate facilities and brief passengers on the anticipated time between breaks

· ensure a Radar key is kept in the vehicle

· plan breaks for themselves (at least 15 minutes every two hours) and determine if extra drivers are needed
	

	22
	Transporting donations, objects and equipment

(RF – 2 Low)
	Driver wears suitable clothing and sturdy footwear
	

	
	
	Avoid steep slopes, rough ground and other hazards when loading or unloading vehicles
	

	
	
	Ensure items are checked, packaged appropriately and secure when moving
	

	
	
	When planning a journey, the driver has:

· planned route checking for road works and adverse weather conditions

· a system in place for moving and handling loads and storing them on the vehicle
	

	40
	Manoeuvring vehicle seats 

(RF – 3 low)
	Driver/ PA moving seats wears protective footwear and gloves 
	

	
	
	Seats, release mechanisms and tracking are:

· cleaned, lubricated and maintained in accordance with the manufacturer’s instructions

· operated and released in accordance with manufacturer’s instructions
	

	41
	Refuelling 

(RF – 3 low)
	Ensure correct pump is used and operated in accordance with fuel station instructions. 
Do not try to fight a fuel or engine fire under any circumstances.
	

	50
	Other risks
	Other specific risk assessments relevant to transport activities completed as required 
	

	51
	COVID-19  (RF – 4 Medium)


	The MS Society wants people attending events to wear face masks (unless a medical condition prevents this) and be able to socially distance where possible in order to protect those who may be more vulnerable to the virus. This may not be possible in group vehicles, in all cases the driver will need to assess the situation, and take the action they think is best for the safety of themselves and their passengers. 

	
	
	· Check COVID-19 requirements including test and trace regularly, both nationally (links via HSV: 921B - COVID-19 guidance sheet) and locally (via news outlets) and follow government guidance accordingly
	

	
	
	· Provide volunteers and passengers with a copy of HSV: 921B – COVID-19 guidance sheet asking them to read this prior to travelling on the vehicle
	

	
	
	· If volunteers/ passengers fall into the “COVID-19 Clinically Vulnerable” category, check to see if any precautions need to be taken before they can travel safely on the vehicle
	

	
	
	· Having ongoing plans in place to communicate any changes to volunteers and passengers
	

	
	
	· Keep spare masks and hand sanitizer on board vehicles
	

	
	
	· If restrictions are brought back into force, the groups will contact the health and safety team with regards to whether or not a stand-alone a COVID risk assessment is needed
	


	ACTION PLAN

	Hazard No.
	Action Needed
	Responsible Person
	Completion Date
	Signed/ dated for completion

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please ensure that once actions are complete, signed off and dated this document is sent to the health and safety team


[image: image1.png]



NB JD Rev 7 
February 2022
Page 1 of 7
NB JD Rev 7 
February 2022
Page 7 of 7

