Staffordshire County Council 

HSF 11

Drivers Induction Checklist
Managers must ensure that Driver inductions are adequate and suitable dependant on the role of the Driver. Additional training may be required other than that provided in the induction. This checklist is to be used in conjunction with Driving for Work Guidance G21.
Drivers Name ……………………………………………………………Start Date……………..

	All drivers to be provided with copy of Driving for Work Guidance G21

	Procedures
	Date/N/A
	Managers Signature
	Drivers Signature 

	1. Introduction to workplace
	
	
	

	2. Driver role including 
	
	
	

	· Alcohol and Drugs policy
	
	
	

	· Mobile phones
	
	
	

	· Driver hours
	
	
	

	· Record keeping
	
	
	

	· Smoking
	
	
	

	· Provision of high visibility jacket, other PPE
	
	
	

	· Medical conditions
	
	
	

	· Endorsements
	
	
	

	3. Vehicle introduction including
	
	
	

	· Daily checks books
	
	
	

	· Tyres
	
	
	

	· Vehicle capacity
	
	
	

	· Fuel and oil system
	
	
	

	· Monthly checklist
	
	
	

	4. Defect reporting system
	
	
	

	5. Wheel security
	
	
	

	6. Vehicle security including removal of keys
	
	
	

	7. Vehicle cleaning procedure to include safe access and equipment.
	
	
	

	8. Breakdown procedures including County fleet care numbers and user safety.
	
	
	

	9. Incident procedures including incident reporting.
	
	
	

	10. Safe access and egress from vehicle.
	
	
	

	11. Journey planning including 
· Highway code including speed limits
	
	
	

	· night driving, 
	
	
	

	· journey breaks;
	
	
	

	· adverse weather conditions
	
	
	

	· fuel
	
	
	

	12. Transport routes 
	
	
	

	13. Use of seat belts
	
	
	

	14. Reversing and hand signals
	
	
	

	15. Refuelling 
	
	
	

	Delete this section if not relevant 
Passenger Carrying Vehicles - Managers are required to ensure that the induction is adequate and suitable. Reference should be made to Safe Use of Wheelchairs Guidance available on the intranet.

	16. Use and communication of risk assessments 
	
	
	

	17. Use of seat belts for passengers
	
	
	

	18. Safe carriage of service users belongings
	
	
	

	19. Pick up and drop off points
	
	
	

	20. Boarding of passengers
	
	
	

	21. Safe use of passenger lift to include:-
	
	
	

	· Checks on lift/platform
	
	
	

	· Safe working load
	
	
	

	· Ground conditions including inclines
	
	
	

	· Correct access and egress of platform in raised position.
	
	
	

	22. Use of ramps to include:-
	
	
	

	· correct inclines (Max 1:8 for assisted wheelchair, otherwise 1:12)
	
	
	

	· safe working load
	
	
	

	· Correct fixings.
	
	
	

	· correct storage
	
	
	

	· use in adverse weather conditions
	
	
	

	23. Safe transportation of wheelchair passengers including wheelchair risk assessments /passport scheme 
	
	
	

	24. Positioning of wheelchairs in the vehicle and leaving escape route. 
	
	
	

	25. Correct selection and use of wheelchair restraints (WTORS)
	
	
	

	26. Location of WTORs manuals in vehicle.
	
	
	

	27. Checking of WTORS 

· floor rails for dirt and damage
	
	
	

	· seat restraints present and in good condition without excessive wear. 
	
	
	

	· seat fixings in place and in good condition
	
	
	

	28. Removal of WTORS after use, storage in lidded container. 
	
	
	

	29. Application of wheelchair brakes when in transit. Powering off and use of manual mode.
	
	
	

	30. Moving and handling people general outline and risk assessments.
	
	
	

	31. Management of Violence and Aggression – risk assessments and training available.
	
	
	

	32. Transport of Medication
	
	
	

	33. First Aid awareness
	
	
	

	34. Towing procedures
	
	
	

	35. Local procedures
	
	
	

	
	
	
	

	
	
	
	

	Delete/ Amend this section to suit the duties and vehicles
Other vehicles It will be necessary to tailor the induction dependant on the vehicle to be used

	36. Manual handling 
	
	
	

	37. Carriage of fuel
	
	
	

	38. Carriage of passengers on mobile work equipment
	
	
	

	39. Carriage of gas cylinders
	
	
	

	40. Storage of equipment
	
	
	

	41. Fire procedures including evacuation
	
	
	

	42. Fire fighting equipment location and use 
	
	
	

	43. Specific instruction and risk assessment for equipment.
	
	
	

	44. Discussion of safety equipment on vehicle if applicable e.g. roll protection.
	
	
	

	45. First aid awareness
	
	
	

	46. Towing procedures
	
	
	

	47. Local procedures
	
	
	

	
	
	
	

	
	
	
	


