Charity's Vehicles & Minibus Procedures
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Use of the Charity's Vehicles & Minibus Procedures

GENERAL

1. No vehicle belonging to Vranch House is to be driven without the prior authority of the
Chief Executive who is to ensure that the following statutory requirements are met:

a. That the user of any Charity vehicle holds a full UK Driver’'s License. Prior to
requesting use of one the Charity’s vehicles, all staff must submit a copy of their
license to the Executive PA to the Chief Exec, with evidence of any penalty
points and declare that they have not previously been banned from driving or
refused motor insurance.

b. Under the Road Vehicles (Construction and Use) (Amendment) (No.2) Regulation
1996 (SI No. 163) all minibuses carrying three or more children have to be fitted
with seat belts; the minimum requirement is that a lap belt is fitted to each seat
used by a child aged between 3 and 16. Under the Public Service Vehicles
(Carrying Capacity) (Amendment) Regulations 1996 (SI No. 167) a forward-facing
seat with a seat belt is to be available for each child when minibuses are used to
take children on organised trips (which include journeys to and from school). A
minibus is defined as a "small bus" under the regulations and must be capable of
carrying between 9 and 16 passengers excluding the driver. Vehicles with a
smaller capacity are excluded from the regulations.

c. Upon maintenance of the Standard Permit obtained under Section 19 of the
Transport Act 1985, only staff who also meet the following criteria may drive a
minibus:

. Those who passed their (car) driving test before 1st January 1997 and have
the Category D1 (101) entitlement

. Those who passed their (car) driving test on or after 1st January 1997,
provided they are aged 21 or over and have held a category B license for
a minimum of 2 years and the vehicle they are driving does not exceed
3.500kg maximum authorised Mass (MAM) and carrying no more than 8
passenger seats.
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CONDITIONS OF USE
2. The following stipulations are conditions of use for any driver authorised by the Chief
Executive to drive one of the 2 minibuses or any other vehicle used by the Charity:

a. The vehicle is only to be used for the purpose for which authority has been given.
The authorised driver is to take care that no other duty or journey is embarked on
other than the duty or journey authorised by the Chief Executive. The single
exception to this is granted to the Charity's Driver who is given the authority to use
the Charity's vehicles at his or her discretion only providing that the vehicles are
used exclusively in pursuance of the Charity's business.

b. It is the responsibility of the driver o make sure that appropriate vehicle safety
checks are completed prior to any journey. Any member of staff authorised fo
drive one of the minibuses should arrange with the Charity's Driver to receive
insfruction on these checks before taking the vehicle. These will include checking
tyre pressures and condition (Note that from 1 January 1992, the minimum tread
depth is 1.6mm), brake fluid, fuel, oil, coolant and screen wash reservoir levels,
and the operation of the lights and the tail-lift. If passengers are fo be carried,
the driver must be fully conversant with the procedures for securing wheelchairs.

c. When in use, all doors must be unlocked so that access fo the interior of the
vehicle in the event of an accident or emergency is not impeded.

d.No passengers may accompany the authorised driver unless they are on
authorised Charity business (no hitch-hikers or lifts are authorised).

e. Vehicles exempt from Road Fund License may only be used for the carriage of
disabled passengers and their authorised carers or assistants.

f. The conditions applying to Orange Badge Holders (parking restriction
exemptions) must be followed.

g. The driver of the vehicle is responsible for ensuring that his or her load is properly
secured before commencing a journey and for driving at a speed appropriate to
that load.

h. All drivers who carry passengers in wheelchairs must have undertaken training on
wheelchair carrying vehicles in the following categories:

(1) The carrying of wheelchair passengers.
(2) The securing of wheelchairs (see Instruction Sheets 1 and 2).

(3) The securing of passengers travelling in wheelchairs by inerfia reel belts (see
Instruction Sheet 3).
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The use of hydraulic and tail-gate lifts (and standby, manual operation where
fitted). All hydraulic and powered lifts are only to be operated by the
authorised driver although the Charity's Driver may authorise another person
trained by him or her to operate the hydraulic or powered lift on the vehicle he
or she is driving. Passengers using the lift are to be told of the procedures, only
one passenger may use the lift at any one time assisted by a frained person,
guard rails should be used (where fitted) and clearances are to be checked
(including those of people standing on the ground near the tailgate lift).

There must be sufficient tfrained adult assistants to care for the welfare of
handicapped passengers (for children at Vranch House the ratio will rarely be
less than 1:1).

Embarkation and disembarkatfion should be carried out in an orderly and
controlled fashion under the direct supervision of the driver. Passengers should
not approach the doors or leave their seats until the vehicle is stationary. Doors
(other than emergency doors, where fitted, and used solely in emergencies)
should be operated only by the driver.

Passengers on fixed seats should wear a child restraint harness (see Instruction
Sheet 4) or inertia reel seat belt.

Passengers are to be made aware of the siting and use of the fire extinguisher
and the location of the First Aid Kit by the authorised driver.

. The authorised driver is to ensure that the vehicle is left in a clean and ftidy

condition after use and must make arrangements for the replacement of any
consumed items (such as items from the First Aid Kit).

Groundsman is to ensure that:

The vehicles are kept in a clean and serviceable condition. He or she is to report
any defect or need for additional maintenance/repair to the Chief Executive as
soon as such needs are identified. Routine services by the Charity's authorised
agents are to be carried out every six (6) months.

All appropriate Road Tax Licenses are displayed and renewed promptly.

. All vehicles pass the MOT and any other inspections (including inspection of the

fire extinguishers) at the due date.

That each vehicle has a contacts book (containing appropriate information in
the event of a breakdown, accident or emergency).

. That tail-lifts, where fitted, are serviced every six (6) months.

That all vehicles are properly parked and secured when not in use.
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ATTACHMENTS
1. Instruction Sheet 1; 4-point Webbing Wheelchair Restraint.

2. Instruction Sheet 2; Securing Wheelchairs in the Minibuses.
3. Instruction Sheet 3; Use of Double Inertia Reel Harness.
4. Instruction Sheet 4; Use of Full Body Restraint Harness.

INETRUCTION SHEET |

4-point Webbing Wheelchair Restraint

PLEASE READ THIS CAREFULLY

. Position wheelchair over the rail,

2. Attach 2 front restraints (A) o wheelchai
Attach clips lo rail. @ elchair.

3. Altach 2 rear restralnisln wheelchair
a5 high up the frame as possible, Attach
clips to rail.

4. Open lever of overcentre buckle, pull excess webbing to tighten,

3. Snap down lever to tenslan,

To release — Reverse Instructions,

CAUTION. This only secures
the wheelchair not the passenger,
A lap belt er hamess is essentlal,

TO ENGAGE INTO RAILS - HOLD
A5 SHOWH. PRESS DOWN
AGAINST SPRING

C.N. UNWIH, LUFTON, YEOVIL, SOMERSET EAS2 BEZ
Telephone Yeovll (0935) 75259 Fax 083531229

,»572@@&7 the a.’;;%réswé
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The Securing gf Wheelchairs f(Alternative to d4-point Webbing Wheelchaj-
Festraint)
o
The following general.. points MUST be ocbserved to
fising. L

obtaim a SEfUrE

1. When Tiwed, the length of the strap must be as short as
possible, in other words, the point where the strap is Tised to
the floor channel must be as near as possible to the point where
the strap is fixed to the chair. This means the strap may have
te2 be moved in the flooar channel to the correct position. A
wheelchalir showld pot be automatically fiwed to straps which are
Etill in the position left by the previous user without checking

that they are appropriate in the.new position.

2. The strap must where possible be fisxed to a horizontal bar of
the wheelchair.
3. At least two straps must be used for each wheelchair. These

straps must be as near to the mid-line as possible, and it
possible at seat height.

q, The straps must be used so that they are tightened by an upward .
pull of the strap. They should be as tight as possible, and
tightened against the pressure of the tyres.

D A third side strap can be used to give more stability.
. ) ) - B Whegichas Agsiiaa
Elewr 2nanagl !l-'---q-' Py | Sqrans {2 oy

3 1:'I.n.r M. =5
3
PR

Lo

To move a strap from one position to another in the floer channel,
lift the rectangular clip against the spring, slide the fixture along
to the new position, and release the rectangular £lip so that it locks
down  in the circular part of the groove in the floor channel. It ais
important that the floer channel is kept clear of sand, dirt, etc.
which would prevent it sliding.

//a/éug the difference
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INSTRUCTION SHEET 3
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Safe syte S = —

INSTRUCTIONS FOR USE OF
: DOUBLE INERTIA REEL HARNESS

1 Place the stalk in the track approximately 16" behind
T

the Wheelchair clamps with the buckle adiacent tm
the rear side of the Wheelchair

the clip to the rear and unlocked so that it is free to

2 Place the doubile inertia reel In the opposite rail with
¥ slide

Pull the tongue and the webbing will unreel from
3 both reels, the front forms the lap belt and the rear
¥ the shoulderf diagonal and the tongue is then
F - -Rlugged dnto.the socket on.the staik

o
P -5, I

and lock the clips which will prevent it being reeled

4' Pull out an inch or two of both straps for comfort
I back

the webbing will be free to wind into
both ;‘eels.

5 When harness is removed-unlock cip and -
)

T 7 CN.UnwIn Ltd, Lufton, Yeovil, Somarset BAZ2 BSZ
955 51229

=, Phone: (0955) 76359 Fay

//4/6% the ﬁ(/ﬁ%"é%@
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Filing and Weanng Instruclions o

Full Body Restraint Harness
For Hyperactive Child

rr

AET-007 Seat Fixing Straps, AE7-120 Full Body Harness

IMPORTANT: - = ﬁ ity
1. Pleasé read instructionsght through hc':’f:ff-b'sianing to
fit straps and hamess, 72, i D

Use only atar- :ﬂn
use in spacific a

%&mn ard macsc_n;

2. Ho almrmmtﬁﬁhhﬂld.hﬁ made 1o thi asm‘n'ihbr ar tha &. These |n5l:ru|::t.||:|ns mu:’t bﬂ pa.-ase{.fmtﬂ'tl’]e wehicle
methiod of fiting. Il i doubt, consult Biritax, USET.
3. Fitiings shigiid baassambled in the mlmct nr-dar as 7. The perfnrmanﬂaod' i M@nl-aym E ?md
Hustrer Pt o conditions will b the vehicle
4. Waliblfig sh B d:aher and netallcwnd 1o rub segt-back to wh ation myst
against zhe e IS wnicn nave o, D& givan io g ngin bEIH:HngIS'qEMn'l
Tranyied o it ; d in 5 should Saaungoiﬂ ik iiicated staél rucmn
be replaced. S e securaly g wahicle floor st
3. This hamess doesnot i -.'a 8 quick relaa.sa funcion. should prn'.r& i :
== J FITTING THE SEAT FIXING STRAPS {AET-007)
| Seat Fuong Straps Full Bedy Hamess Seefig 1.
| [AET-D07) Step One
Feed each of the two univeresl seal siraps (AET-007) between
1he back-resl and seat cushion, so thal: P
:d"f:mla | a] tha hook for the waist bell and 1he upper shaulder lixing

are in lronl of the back-res! - the distance batween the
uaper and lower harmess finngs can be alered 1o suit
diflerent seats and shoulder heighs.
It is essential thal the two lower straps sre positioned i
the junciion of seat-belt and cushicn.

b} the chpfadjusier is posiioned bebind the back-rest
pointing dowrnwards,

Step Twoe
Clip the djuster [0 1he rectangular ring and fighten he sirg

Vo Pads assambly arcund the seat-back, by pulling on the webbing
Ihrowgh the adusiens.
“ITTING THE FULL BODY HARNESS (AET-120) a)
The body harness (AET-120] ks fitied to a chid outside 1he vehicle £
" the weloro pads af the rear, see fg. 1. . umgslrm
10ne |

~w@td tha arms theough the shoulder siraps so that the shoulder |—fuil Bady Harngss | [
sdjugiers are fecing forwands,

itep Twa b)

“ake the crobch sirap undar the bedy and faod tha ends of the Seat Fising Siraps—

wais! bell through e loop in the crolch sirap and fix Iogather the (s

‘oo pals. 1

Hen Thrae

bejusi the waist balt to it snugly by tightening {i.e. pulling) tha rFulBM!' Harress
rebbing throwgh the adjusiens on each side of the waist,

ingure thal Ihe waist bell is seeured on the waist proper, and not Figure 2

igher up on tha body. -
wdjurst he shoulder straps in the same manner. Step Five

fois conngcting straps as neces 1o enswe thal he

1.B. To loasen hamess, dapress the lorward lacing butign on (ke ~IHE I8 sary

dusier which will enabile (he weboing 1o move Treely « this ehil sits firmily and comfortably against the seal-back.

‘Peralion can be readily carmed oul using ona hand anily.

flep Four CLEANING

‘ha chifid B secured Lo the seal straps at waist and shouler An pccasicnal wipa with 8 warm soapy sponge will keep the

sval. The lower hoaks on the seat staps are cipped int the webbing clean. Take care not to use bleach, dys or solvents.

Mg an the walst bell and the shoulders are secured by leeding TOOLS

u three bar edjusters on tha upper slraps through the square Fer the cormac! installation of the Full Body Restain Hamess, no
nks &l the shoulders, as llusirated in lig. 2. Inods ar addilional fiting kils ars reuited

rHan ¢ Chuchdl Way West, Ardewes, Mants SFI0 MM Tal (0304 100041 Teme AMEBITOVG  Fas. (0004 204108 BEa7

//a/cug the difference



