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	Hazard
	Risk 
	L
	S
	RF
	Control Measures
	L
	S
	RF



	

	Generic Risk Assessment:
	Management of Transport and Drivers
	Assessment No:
	VTRA: 001

	Description of Activity:
	Groups that own vehicles

	People at Risk:
	PwMS:
	Yes
	Volunteers:
	Yes
	Drivers:
	Yes
	Passenger Assistants:
	Maybe
	Lone Workers:
	Yes
	Public:
	Yes

	Injuries:
	Anxiety, back/head injury, bruise/cut, burn, choke, fatality, fracture, puncture wound, sprain/strain, suffocate


	Hazard
	Risk 
	Likelihood
	Severity
	Risk Factor
	Control Measures
	Likelihood
	Severity
	Risk Factor

	1

	a. Insurance
	Collision, breakdown
	2


	3


	6
	Vehicle and driver insured for all purposes for which the vehicle is used.

Note: If volunteers wish to use their own vehicle for group business, including conveying passengers, they should confirm their insurance policy covers them for such activities. HSV: 012 can be used as a template to request this confirmation from their insurers. 
	1
	3
	3

	
	b. MOT
	
	3
	3
	9
	Annual MOT test is required as follows:

· Minibus or van: from the first anniversary of its registration date

· Class IV minibuses: 9 to 12 passengers plus driver, 

· Class V  minibuses: more than 12 passengers plus driver

· Wheelchair carrying vehicle with 8 or less passenger seats: from the third anniversary of its registration date.
	1
	3
	3

	
	c. Servicing
	
	3
	3
	9
	Vehicle serviced/maintained in accordance with manufacturers schedule.
	1
	3
	3

	
	d. Periodic garage safety inspection
	
	3
	3
	9
	The Driver and Vehicle Standards Agency (DVSA) advise that periodic formal inspections by a competent mechanic are undertaken. Their guidelines indicate that for the way our vehicles are typically used, these inspections should be undertaken every 12 weeks or, for vehicles over 12 years old, every 6 weeks.  
	1
	3
	3


	1
	d. Periodic garage safety inspection (cont’d)
	Collision, breakdown
	3
	3
	9
	However, these inspections have been assessed as unnecessary if:

· The mileage and use of vehicle is low

· An up to date log book is in place (see HSV: 013 for details)

· A monthly safety checklist is completed as laid out in section 2b (see HSV: 014 for details)

· A defect reporting system is used (see HSV: 015 for details)

The situation should be reviewed if the usage of vehicle changes or the above procedures not followed. For queries, contact the MS Society Health and Safety Officer
	1
	3
	3

	
	e. Equipment
	
	3
	3
	9
	Group must review whether equipment outside vehicle standard is needed i.e. rear view monitoring system, extra mirrors etc
	1
	3
	3

	
	f. Changes to highway code
	
	2
	3
	9
	Drivers to review the highway code to ensure they understand and are able to implement the changes. 
	1
	3
	3

	2
	a. Log book system 
	Collision, breakdown
	2
	3
	6
	Up to date log book system kept in vehicle with information highlighted in HSV: 013 as a minimum – completed by the driver for every trip
	1
	3
	3

	
	b. Safety check list
	
	2
	3
	6
	Monthly safety check list (HSV: 014) completed by the Transport Manager/ driver every month if the Periodic Garage Safety Inspection is not undertaken every 12 or 6 weeks (see Section 1d)
	1
	3
	3

	
	c. Defect reporting
	
	3
	3
	9
	Defect report form (HSV: 015) completed for every vehicle defect including seats and mechanisms  
	1
	3
	3

	3
	Emergencies

a. Emergency contacts 
	Unable to get help in  an emergency, unable to get passengers home in a timely manner
	2
	2
	4
	Where driver manages the system – emergency contact for each passenger kept in vehicle for each trip

Where Group contact manages the system – emergency contact for each passenger kept to hand by group contact; driver to ensure they carry group contact name and number
	1
	2
	2

	
	b. Vehicle emergency procedure card
	
	2
	3
	6
	Vehicle emergency procedure card (HSV: 021) displayed in each vehicle at all times 

If a camera phone is not always carried, groups are encouraged to carry a disposable camera so any incidents can be recorded
	1
	3
	3

	3
	c. Breakdown service
	Unable to get help in  an emergency or  get passengers home in a timely manner
	2
	2
	4
	The Group is a member of a breakdown service and the service has been made aware that disabled people that need transporting to different destinations, may be carried. Details held in vehicle.
	1
	2
	2

	
	d. Personal protective equipment
	
	3
	3
	9
	Hi-visibility vest to be stored in the vehicle and worn by the driver whenever they are operating the vehicle
	1
	3
	3

	
	e. Reporting
	
	2
	2
	4
	Accidents/ incidents are reported using forms HSV: 122/ HSV: 123
	1
	2
	2

	4
	Valid driving license
	Collision, breakdown
	3
	3
	9
	All drivers have appropriate license showing either D1 or B (120) categories that is checked annually by the Group. If a driver is renewing their licence once 70 years old, they must specifically apply for the minibus entitlement (D1) to be renewed (which includes a medical) as this is not automatically done.
	1
	3
	3

	5
	Disclosure check
	Inappropriate behaviour
	2
	2
	4
	All Transport Volunteers, Drivers and Passenger Assistants have completed a disclosure check for the MS Society as per our policy (see volunteers website). To initiate this process the Group must contact volunteering on: volunteersupport@mssociety.org.uk 
	1
	2
	2

	6
	a. Induction training
	Collision due to misuse of equipment, breakdown, falls, injuries from supporting passengers
Collision due to misuse of equipment, breakdown, falls, injuries from supporting passengers 
	3
	3
	9
	All new Drivers and Passenger Assistants to receive an induction (see HSV: 032 for details) from a competent person at their Group – this can be an experienced driver
	1
	3
	3

	
	b. MIDAS training
	
	2
	3
	6
	All Drivers perform their duties in line with the highway code, local environment/ weather conditions

All Volunteer minibus drivers must complete MiDAS training – certificate is transferable from other organisations. This applies to all drivers irrespective of when they started driving for the MS Society and must be in place for all drivers by the 2022 audit.
	1
	3
	3


	6
	c. Passenger assistant training 
	
	2
	3
	6
	Passenger assistance should be provided in accordance with the criteria in section 13e. 


	1
	3
	3

	
	c. Passenger assistant training (cont’d)
	
	2
	3
	6
	Where the group has a vehicle with a tail lift or requires the securing of wheelchairs with passengers in situ, all Passenger Assistants who operate the tail lift or secure wheelchair passengers in place must complete the MIDAS passenger assistant training (PAT) scheme before the 2022 audit.
	1
	3
	3

	
	d. Moving and handling 


	
	2
	3
	6
	Both Drivers and Passenger Assistants must complete a moving and handling course relevant to their work i.e. manoeuvring wheelchairs, lifting and carrying vehicle seats, assisting passengers

Volunteer Drivers and Passenger assistants who wish to physically lift passengers must complete appropriate training with a recognised body first 

Where collecting donations and no passengers on board, use vehicle equipment e.g. the hoist or ramp and pulley system to load and unload. Use mechanical means to move loads between vehicle and destination

Where moving and handling cannot be avoided; Volunteer Drivers/ Passenger Assistants must be trained to complete the tasks in line with manufacturers’ instructions i.e. handling wheelchairs or vehicle seats
	1
	3
	3

	
	e. Refresher training
	
	2
	3
	6
	Refresher training:

Induction: every 3 years – Volunteer Drivers/ Passenger Assistants 

MiDAS training: every 4 years – minibus drivers

PAT: every 4 years – Passenger Assistants
Moving and handling training: every 3 years – Volunteer Drivers/ Passenger Assistants 
	1
	3
	3

	7


	a. Firefighting equipment
	Fire in vehicle, passengers not knowing what action to take or unable to escape
	3
	3
	9
	Clearly marked Water or Foam fire extinguisher in the vehicle; (minimum test rating 8A/21B). Where passengers in wheelchairs are carried in the vehicle, the minibus must carry two fire extinguishers, one of which is kept in the passenger compartment.
	2


	3


	6



	7
	b. Inspection/  maintenance
	Fire in vehicle, passengers not knowing what action to take or unable to escape
	3
	3
	9
	Fire extinguishers visually checked daily to ensure not used or damaged. Competent person to inspect and tag the fire extinguishers annually
	1
	3
	3

	
	c. Fire prevention
	
	3
	3
	9
	No smoking in Group vehicle. No spare fuel to be stored in Group vehicle. If oxygen cylinders transported, they are stored securely
	1
	2
	2

	
	d. Training


	
	3
	3
	9
	All Volunteer Drivers and Passenger Assistants trained in evacuation procedures (see HSV 021 for details) – including briefing passengers on what will happen if there is an emergency and the use of fire extinguishers if appropriate
All Volunteer Drivers and Passenger Assistants know that they should never try to tackle an engine fire – just evacuate the vehicle
	1
	2
	2

	8
	First aid 
	Unable to treat injured personnel
	2
	2
	4
	A clearly marked first aid kit for treating minor injuries must be kept in the vehicle. This should contain, as a minimum: 10 antiseptic wipes, foil packed; 1 conforming disposable bandage (not less than 7.5 cm wide); 2 triangular bandages; 1 packet of 24 assorted adhesive dressings; 3 large sterile unmedicated ambulance dressings (not less than 15 x 20 cm); 2 sterile eye pads with attachments; 12 assorted safety pins; 1 pair of rustproof blunt-ended scissors; disposable gloves; mouth mask for resuscitation.

Ensure that stock is replaced after use. Check that all items are ‘in date’ and replace once expired. Checks of kits should be recorded on the monthly safety checklist (HSV: 014).

If passenger injured or becomes ill the Driver will take control and will:

· nominate individual to look after other passengers in the vehicle

· nominate individual to call an ambulance and guide it to the patient and/ or vehicle

· clear the area around the patient and keep them comfortable 
The Volunteer Driver must carry a fully charged mobile phone to summon the emergency services if needed.

All accidents/incidents are reported using forms HSV: 122/ HSV: 123
	1
	2
	2


	9
	Passenger lift/ hoist
	Failure of passenger lift/ hoist, slips trips, falls from height, trap injuries
	3
	3
	9
	Passenger lift/ hoist must be inspected by a competent person every six months in line with the Lifting Operations and Lifting Equipment Regulations (LOLER) 1998. An annual weight test is also required.
Clear instructions for set up and operation of the lift/ hoist must be displayed inside the vehicle. All Volunteer Drivers and Passenger Assistants must be trained to set up and operate the lift/ hoist and must set up/ operate the lift/ hoist in accordance with this training and the manufacturer’s instructions at all times

Volunteer Driver/ Passenger Assistants check equipment is stored securely before moving off
	1
	3
	3

	10
	a. Ramp


	Falls from height, slips, trips, wheelchairs tipping, moving and handling injuries 
	2


	3


	6


	Ramp must be of shallow gradient (preferably less than 1:12) with raised edges and a non-slip surface. It must be maintained in line with the manufacturer’s instructions
	1
	3
	3

	
	b. Pulley system
	
	3
	3
	9
	Pulley system and other associated equipment used for moving people must be inspected by a competent person every six months in line with the Lifting Operations and Lifting Equipment Regulations (LOLER) 1998.

Where a remote control operates a winch that pulls wheelchairs up a ramp, it must be included in the six monthly LOLER inspection.

All Volunteer Drivers and Passenger Assistants must be trained to set up and operate the ramp and associated equipment and must set up/ operate the ramp and associated equipment in line with this training and in conjunction with the manufacturer’s instructions at all times

Driver/ Passenger Assistant check equipment is stored securely before moving off
	1
	3
	3

	11
	Seatbelts and wheelchair restraints
	Falls, wheelchairs tipping, trap injuries
	2
	2
	4
	Vehicle has suitable and sufficient wheelchair and passenger restraint equipment.

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

As part of the induction drivers and Passenger Assistants to be trained to set up and operate the restraint equipment

All metal ratchet clamp systems for restraining wheelchairs must be disposed of, even if held in storage for use as spares.

See also HSV: 041 – ‘Wheelchair lap belts and restraint systems’.
	1
	2
	2

	12
	Fuel cut off
	Accelerated fire as fuel pumping into engine
	3
	3
	9
	If the vehicle has a fuel cut off device ensure that it is clearly marked and all drivers and Passenger Assistants know how and when to activate it
	1
	3
	3

	13
	Welfare:

a. Lone working
	Collision due to tiredness, distractions, substance abuse, driver suffering a medical emergency

Inappropriate behaviour
	3


	3


	9


	Volunteer Drivers to have access to a mobile phone in case of emergency, but must not use it while driving

If the driver is threatened and no passengers being carried, the perpetrators must be allowed free access to what they want

If the driver is alone in the vehicle for long periods they must regularly communicate with a base contact such as a group contact, a friend or family member
	1
	1
	1

	
	b. Health issues that may affect driving
	
	2
	3
	6
	Volunteer Drivers must declare any health conditions that may affect driving to the group; these must be reported to the insurance company for guidance
	1
	1
	1

	
	c. Tiredness
	
	2
	2
	4
	The Group committee must support Volunteer Drivers if they refuse to drive because they feel tired and unable to concentrate
	1
	1
	1

	
	d. Substance abuse
	
	2
	2
	4
	Volunteer Drivers must never be under the influence of alcohol or drugs
	1
	2
	2

	13
	e. Assistance


	Collision due to tiredness, distractions, substance abuse, driver suffering a medical emergency

Inappropriate behaviour
	2
	2
	4
	Groups must provide passenger assistance in the following situations:

· where 5 or more passengers travelling in wheelchairs

· where 1 or more severely disabled passengers

· a route including travel on a motorway or dual carriageway

· a route where mobile phone signal is variable, (in roadside emergency, driver may need to leave passengers to get help)

· a route taking over 1hour from collection of first passenger

· a route where 1 or more collection/ drop off is known to take time (e.g. passenger lives alone, difficult to park etc)

· during winter when inclement weather or flooding is expected

· if concerns with vehicle of an increased risk of breakdown
Where these criteria stop a resource being provided to members, alternatives can be discussed with the Health and Safety team

Groups should ensure that where participants need personal care or the support of care assistants they are either asked to attend with their carer or arrangements are made so that care assistants are available at the activity
	1
	2
	2

	14
	Paid drivers
	Cost to the group in terms of driver training, affect group activities
	2
	2
	4
	Driving Standards Agency requires that all paid minibus drivers complete the Driver Certificate of Professional Competence which will require periodic training of 35 hours over a five year period Drivers will only be exempt if they receive expenses but no other form of payment. Contact MS Society HR team for more details. 
	1
	2
	2

	15
	Section 19 Permits
	Legal enforcement
	2
	2
	4
	Section 19 standard permits allow the holder to operate transport services for “hire or reward” without the need for a full public service vehicle (PSV) operator’s licence. It is our policy that all vehicles with 16 seats or less must have a section 19 standard permit.

Ensure the permit is current, is clearly displayed and is not illegible or faded. Obtain permits from volunteersupport@mssociety.org.uk 
	1
	2
	2


	16
	Screen wash
	Legionnaire’s disease from inhaling contaminated airborne droplets
	2
	3
	6
	There is a risk that Legionella bacteria could grow in stagnant water of the windscreen wiper fluid reservoir and be released into the air and drawn into the vehicle when the washer fluid is sprayed.

Ensure that screen wash is always used rather than just water in the wiper fluid reservoir.
	1
	3
	3

	20
	Driving regular routes

a. Weather
	Wheelchair tipping, moving and handling injuries, slips, trips, getting lost or stuck in traffic, not able to carry new passengers or those with new equipment, passengers being injured outside the minibus
	2


	3
	6


	If necessary to drive in severe weather, keep speed appropriate for the conditions
	1


	3
	3



	
	b. Environment
	
	2
	3
	6
	Avoid steep slopes and rough ground and review area for other hazards when loading vehicles
	1
	3
	3

	
	c. Planning the journey
	
	2
	3
	6
	Before travelling:

· check local radio for roadwork/ accident; have back up route

· 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

· pick up and set down passengers in a safe place; watch until they are safely home if possible

· for emergency contacts see section 3a
	1
	3
	3

	20
	Suitable scooters
	Injuries while manoeuvring scooters
	3
	3
	9
	Scooter passengers must transfer to fixed seat. If carrying the scooter affects the accommodation of other passengers, the driver has the power to veto them

Unlike Electrically Powered Indoor/Outdoor Chairs (EPIOC); Electrically Powered Indoor Chairs (EPIC) are not suitable for outdoor use. Both can be carried by Group vehicle as long as they are suitable for the venue in question. If meeting in an indoor venue then either type can be carried. If trip to an outdoor venue then wheelchair passengers to be informed of this so they have the correct wheelchair for the trip.
	1
	3
	3

	21
	Day trips or holidays


	Wheelchair tipping, moving and handling injuries, slips, trips, getting lost or stuck in traffic, not able to carry new passengers or those with new equipment, passengers being injured outside the minibus
	2
	3
	6
	In addition to areas covered in section 20. Driving regular routes
When planning journey:

· Check for road works and adverse weather conditions

· Limit the amount of luggage passengers can bring and ensure emergency routes and exits are kept clear

· Have a passenger list on the bus highlighting personal contact details and any special needs. Ensure a Group contact has this information in case of an emergency

· Ensure facilities are available en-route so regular breaks can be taken. Let passengers know the likely time between breaks

· Radar key kept in the vehicle

· Volunteer Driver to have regular breaks (15 minutes every two hours). Consider whether extra drivers are needed if long distances being covered
	1
	3
	3

	22
	Transporting objects and equipment

a. Weather
	Damage to donations, objects moving or falling out of the vehicle
	2
	2
	4
	Where possible avoid driving in inclement weather. If necessary, keep speed appropriate for conditions.

	1
	2
	2

	
	b. Environment
	
	2
	3
	6
	Avoid steep slopes, rough ground and other hazards when loading vehicles
	1
	3
	3

	
	c. Handling donations
	
	2
	2
	4
	For moving and handling operations see section 6d

· donated items to be checked before loading for broken glass etc 

· where possible objects to be clamped at floor level

· smaller loose items to be placed in boxes and then secured 

· use soft objects such as bedding and clothing to provide padding 
	1
	2
	2

	22
	d. Personal protective equipment
	Damage to donations, objects moving or falling out of the vehicle
	2
	2
	4
	Volunteer Driver wearing suitable clothing and sturdy footwear
	1
	2
	2

	
	e. Lift/ hoist/ ramp
	
	3
	3
	9
	See section 9 and 10
	1
	3
	3

	30
	Group lending out its vehicle to members

a. Insurance
	Collision, breakdown, injuries to passengers, inappropriate behaviour, failure of equipment due to misuse, falls from height, driver taken ill or becoming incapacitated
	2
	3
	6
	Complete separate risk assessment VTRA: 005A ‘Lending Group vehicles to members’.

Volunteer Drivers insured for all purposes for which vehicle will be used
	1
	3
	3

	
	b. Log book system/ safety checks/ defect reporting
	
	2
	3
	6
	Short term loan (up to a full day): driver borrowing the vehicle to complete log book (HSV: 013) 

Long term loan (more than one day or one day every week): driver borrowing logbook should follow systems as laid out in section 2 of this document.
	1
	3
	3

	
	c. Emergency contacts/ VEPC/ Breakdown service
	
	2
	2
	4
	Driver borrowing vehicle briefed on action to take in emergency, vehicle emergency procedure card HSV: 021 and given details of breakdown service
	1
	2
	2

	
	d. Valid driving license
	
	3
	2
	6
	Group contact to check that driver has appropriate licence in accordance with section 4.
	1
	2
	2


	
	e. Training
	Collision, breakdown, injuries to passengers, inappropriate behaviour, failure of equipment due to misuse, falls from height, driver taken ill or becoming incapacitated
	3
	3
	9
	The Group contact must provide training to the driver borrowing the vehicle that covers:

VTRA: 005A – Lending Group vehicles

General vehicle use e.g. refuelling, fuel cut off device etc.

Use of any equipment including wheelchair and passenger restraint systems, lifts/ hoists, ramps, pulley systems etc. that will be used

Emergency action – VEPC HSV: 021 and section 8 of this risk assessment for first aid.
	1
	3
	3

	
	f. Welfare
	
	2
	2
	4
	Group contact to brief driver on any welfare guidelines that are relevant (see section 13 of this risk assessment)
	1
	2
	2

	40
	Manoeuvring vehicle seats 

a. Defects Emergency
	Trap injuries, crush injuries, moving and handling injuries
	2
	3
	6
	All defects to seats and mechanisms to be reported using the defect report system as laid out in section 2c
	1
	3
	3

	
	b. Protective equipment
	
	2
	2
	4
	Individual moving seats has access to phone in case of emergency

Individual moving seats wears protective footwear and gloves
	1
	2
	2

	
	c. Seat tracking/  mechanism
	Trap injuries, crush injuries, moving and handling injuries
	2
	2
	4
	Seats, release mechanisms and tracking must be:

cleaned, lubricated and maintained in accordance with the manufacturer’s instructions and operated/ released in line with manufacturer’s instructions 
	1
	2
	2

	
	d. Moving and  handling
	
	3
	3
	9
	For moving and handling see section 6d
	1
	3
	3

	41
	Refuelling

a. Incorrect fuel
	Financial impact

fire, slips, trips and falls
	2
	2
	4
	Check correct pump is used and that the nozzle fits the vehicle

Driver to operate the pump in line with the fuel station instructions
	1
	2
	2

	
	b. Spilling fuel


	
	3
	3
	9
	No smoking in the area when carrying out refuelling

Mobile phones should be left in the vehicle and ideally switched off

If fitted; individual filling up knows where fuel cut off device is located

Under no circumstances try to fight a fuel or engine fire
	1
	3
	3

	50
	Other risks
	Various risks may arise
	
	
	
	Should other specific risks arise (e.g. COVID-19), separate risk assessments will be developed and issued for completion as necessary.

Ensure other risk assessments are complied with when issued.
	
	
	

	51
	COVID

(RF – 3 Low)
	Drivers, volunteers, passengers becoming ill or spreading the virus
	2
	2
	4
	The MS Society wants people attending events to wear face masks (unless a medical condition prevents this), use hand sanitizer 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.
Staff/ Volunteers are provided with a copy of HSV: 921B COVID-19 Guidance Sheet – this allows them provide overall guidance and to monitor COVID restrictions both locally and nationally, change behaviour accordingly and communicate these changes.
If staff/ volunteers/ passengers fall into the “COVID-19 Clinically Vulnerable” category, they must check with their group to see if any precautions need to be taken before they can travel on the vehicle. 

If restrictions are brought back into force, the groups must contact the health and safety team with regards to whether or not a stand-alone a COVID risk assessment is needed
	1
	2
	2
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