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GUIDANCE FOR CO –ORDINATION OF STAFF TRANSPORT DURING ADVERSE WEATHER
AND STANDARD OPERATING PROCUDURE – FOUR WHEEL DRIVE SUPPORT.
The following guidance will be implemented if severe weather adversely affects the ability of key staff to report for duty:
1. Co-ordination and Management of Transport
As from September 2018 the co-ordination and management of transport will be provided on one site.
A transport co-ordinator will link with each of the co-ordination centres so that all journeys can be prioritised and organised more effectively for the benefit of all. The service will be available 24 hours per day during adverse weather.
2.	Prioritisation of Transport
	Each site will prioritise their own transport and send the list to the transport hub.
	The transport hub will not alter the prioritisation but will make the most effective use of transport   available.
3.	Authorisation of Transport
Transport will be authorised for key staff who are required to support clinical services, which cannot be covered using generic skills. 
Prior to authorisation of the request all other alternative options for cover should have been considered.
4.	How to book transport
All requests for transport are to be logged on the attached form. 
The transport department can be contacted on Ext: 39597 or direct line: 01792 957597. 
Email: abm.adverseweather@wales.nhs.uk
(It is important to note that there is no proposed change to the previous arrangements on how staff request transport on each site. The arrangements that are currently in place for staff to phone in will remain [it is normally the co-ordination centre but not on all sites].  Each unit will then need to collate and prioritise their requests for transport and sent that prioritised list to the transport department whose role will be to co-ordinate transport to ensure all journeys are carried out effectively).
[bookmark: _GoBack]5. 	Volunteer Drivers
Volunteer drivers who have not been approved as a nominated / authorised driver will not be able    to undertake journeys on the Health Board’s behalf.
Authorised volunteer drivers are:
· Pre- approved – appropriate checks have been undertaken (not DBS)
· Process in place for checking driving licence, car tax, MOT and appropriate insurance.
· Trained
6.    Car Insurance
Any driver providing four-wheel drive support in assisting staff to / from their place of work will be covered by the Health Board Fleet Insurance whilst driving a Health Board vehicle in the snow during the severe weather warning, even in a red alert situation.
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