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VEHICLES

Driving

· It is a requirement that the two 15 seat vehicles are not be driven at speeds in excess of 50 miles per hour except when motorway driving, when the limit is 60 miles per hour.

· The 9 seat vehicle is legally as per a car.

· Due consideration should be given to the perception of the centre’s image if the vehicles are driven at excessive speed, especially around the quiet roads in the Mournes

· Due consideration must also be given to passenger comfort when driving on narrow winding roads, where speeds should be considerably modified. Although the actual speeds on small roads may be low, the perceived speed in the back of a minibus can be disconcerting as the rear of the vehicle swings and sways a lot more than the front. 
The safety and comfort of our passengers is extremely important.

· At the end of the day, vehicles should be returned to the bottom car park by the driver and the key returned to the instructor’s office as appropriate.

· It is the responsibility of the driver to ensure that all rubbish and equipment is removed from the bus on return to the centre.

· It is the responsibility of the driver to ensure that the bus is adequately fuelled – it should always be returned to the centre with a minimum of 1/3 of a tank of diesel

· When entering and exiting Tollymore speeds must be kept extremely low i.e. 5-10mph, due to the location of the Mountain bike skills course and other users who may be in the vicinity. 

Maintenance/Damage Sheets

· Minor damage/maintenance issues should be filled into maintenance/damage books and reported to the Maintenance Officer.

· Maintenance Officer to check maintenance sheets daily.

· Major damage/maintenance issues whereby the vehicle is un-roadworthy should be reported directly to the Centre Manager.  The keys are to be removed to ensure that the vehicle is not used and taken to the main office.
· The vehicles will be checked weekly for lights, oil, water etc

Cleaning

· The maintenance officer is responsible for ensuring that vehicles are kept in a clean state both internally and externally.

· The maintenance officer to carry out cleaning as per centre cleaning schedule.

Sport NI – MOTOR FLEET INSURANCE ACCIDENT REPORTING PROCEDURES

Trailers
· Trailers can only be driven by those who hold the appropriate license as per the information in the staff matrix.
· Drivers are responsible to ensure that the trailer is fully functional re lights etc. both before and after driving. The check form for the trailer should be filled in at the end of each session.
The current motor accident reporting procedures have been revised as from 1 November 2011.

As from that date all accidents must be initially reported by the driver to the Centre Manager or nominated deputy.  It must also be reported to the Finance Manager in the House of Sport
The report should other than in exceptional circumstances be made within one hour of the time of the accident.  In the case of an evening or weekend accident the report should be made as soon as possible.
The driver will be required to provide the following information:-

	1
	Brief details of the circumstances of the accident

	2
	Details of damage to both vehicles

	3
	Address of PSNI station to whom accident was reported and name of investigating officer [if applicable]

	4
	Full details of third party i.e. name, address and motor insurance details.


It will not be necessary to complete a written report in all cases and drivers will be advised when a report is required.

It is most important that these reporting requirements be adhered to in order to comply with policy conditions
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