Pool Car Usage Policy
Pool Cars
Trust employees have use of a fleet of 13 pool cars for those who are travelling for business purposes. These should be used in the first instance for significant travel requirements, ahead of incurring personal mileage claims or booking taxi’s.

The Integrated Passenger Transport Unit (IPTU) at Sandwell MBC administer the utilisation of the pool car fleet for Trust employees. These cars are located at the fleet compound at West Bromwich Street, Oldbury, B69 3DL.
Authorised Driver
You must be an authorised driver before using a pool car and so registered on the Transport database which is held by IPTU Transport Office based at Sandwell Council House.
To register you must clear a driving licence check. This will require provision of a valid driving licence and your national insurance number. A risk assessment form also needs to be completed. This can take up to five days to. No cars will be issued without clearance.
Bookings
Booking a vehicle can be done by completing a CS12 form (copy attached in Appendix 1 below). The form must be signed by you and your line manager and then scanned and forwarded to transport section@sandwell.gov.uk. Alternatively, you can fill in a form at the IPTU Transport Office (no forms will be accepted without original signature
On completion of the booking by transport you will then receive an e-mail confirming your booking. 
Please note vehicles can only be booked for specific journeys and you must state the specific destinations. Block bookings are not permitted as this affects the availability for other Trust employees requiring pool cars. 
The only exception to this is if a social worker is on duty and their manager has approved the block booking accordingly.
Keys

The key drawers will be kept locked and you must speak to a member of IPTU Transport staff before taking a vehicle. 
**Due to current Covid pandemic, the keys are located at the link reception.

****Keys must be signed out stating date/time taken and signed back in stating date/time returned on the Key Monitoring Register**** 

Vehicle Safety Checklist

Before driving a pool car, you should complete a vehicle safety checklist AP59 form (copy attached in Appendix 2 below) provided by the IPTU.  It is the driver’s responsibility to ensure that the vehicle is roadworthy before every journey.
Returning Vehicle

If you are going to be late returning the vehicle you must inform the IPTU Transport Department on 0121 569 4323. This is important as it will affect later bookings arranged for that vehicle.

PLEASE ENSURE THAT THE VEHICLE IS LEFT CLEAN, ALL RUBBISH IS TO BE TAKEN WITH YOU AND THERE IS TO BE NO SMOKING IN ANY OF THE VEHICLES.
Fuel
All the vehicles should be re-fuelled after every use at Taylors Lane Depot, Oldbury, B69 2BW. 
· Fuel for the pool cars is paid for by the Trust.

· Fuel key fobs are provided for each pool car.
· Please ensure that, on returning the pool car, there is a full tank of fuel in the car (not left empty) and that the fuel key fob is returned.
· The fuel must only be used for business travel in the specified pool car.
Parking your Personal Vehicle
If the pool car will be returned after 18:00, you may be able to park your personal vehicle in the compound at West Bromwich Street, Oldbury, B69 3DL.   IPTU must be notified in advance.

If the pool car will be returned before 18:00, the keys should then be returned to the IPTU Transport office.
****Any failures to comply with any of the above will be communicated to your line manager and the Trust Finance Team. This could then result in a suspension from using the pool cars****
Pool Car Terms and Conditions
Clarified guidelines for the use of Pool Cars are detailed:
1. The pool cars are for use on official Sandwell Children’s Trust business only, NOT personal use.
2. Pool cars MUST NOT under any circumstances, be taken home prior to a journey unless your journey starts very early, and it’s not practical to travel to the compound first to pick up the vehicle (unless express permission has been given by the driver’s line manager). 
3. Pool cars MUST be returned to the compound at the end of your journey and not taken home unless your journey ends very late and it is not practical to travel to the compound to return the vehicle (unless express permission has been given by the driver’s line manager).
4. The pool cars are for the use of business travel only. They are NOT to be used under any circumstances for the carriage of heavy equipment, tools or rubbish or for field trips. Pool cars must only be driven by an employee who is registered on the Transport database and has completed a CS12 form which has been approved by the line manager.
5. When booking a pool car, you must submit the name of the actual driver for insurance purposes and details of the purpose of the journey. 
6. Before you use any vehicle, a Pool Vehicle Check Form must be completed. You will not be able to use the pool cars unless this form is fully completed and returned to a member of the IPTU prior to use. 
7. If the vehicle is low on fuel, it is your responsibility for re-fuelling the vehicle either before or after every use. Each vehicle has a fuel key fob which will be used to refuel the vehicle at the Taylors Lane Depot Oldbury. Taylors Lane opening hours are: 7:30 AM to 3:30 PM Monday to Thursday and 7:30 AM to 3:00 PM on a Friday (except bank holidays).
8. Any mechanical problems should be reported immediately to IPTU.
9. Any damage to the pool cars must be reported at the first opportunity within office hours.
10. As the vehicles are owned by Sandwell MBC, any relevant fines (for example for speeding or parking offences) are received at the Fleet Management Team at Waterfall Lane Depot. They will then reassign the fine over to the relevant named driver for them to deal with personally. In the event that the vehicle driver commits an offence, the IPTU will notify the relevant line manager within the Trust.
11. Pool car users must always lock the gates of the pool car compound on departure using the compound gate key supplied with each vehicle key fob.

12. Pool car drivers are not permitted to park their private vehicles in the pool car compound whilst the pool car is being used. The only exception to this will be where it is known in advance that they will be returning after 6pm. In such cases a unique permit with relevant car registration number will be issued to the driver when they come to collect the pool car keys before starting their journey and this must be displayed on their private car dashboard for the whole duration of the time it is parked in the compound. Issue of these permits will only be authorised by IPTU in the case of legitimate and pre planned late return pool car allocations. The permit must be returned to the IPTU when the pool car keys are returned.
	 
	Pool Car Booking Form - APPENDIX 1 - CS12 FORM

	

	 
	Driver Name:
	 

	 
	Service:
	 

	 
	Contact telephone number:
	 

	 
	Date pool car required:
	 

	 
	Time required            From:                                                           To:
	 

	 
	Reason required:
	 

	 
	Destination:
	 

	 
	Case Id:
	 

	 
	PLEASE SIGN KEYS OUT / IN STATING ACTUAL TIMES ENSURE CARS ARE KEPT CLEAN AND ALL RUBBISH REMOVED, AND VEHICLES ARE REFUELLED BEFORE RETURNING (FUEL STATION CLOSES 15:30PM)
	 

	 
	Name of Team Manager:
	 

	 
	Signature of Team Manager:
	 

	 
	Workers Signature:

	 

	 
	Date:
	 

	 
	For Business Admin use only

	 

	 
	Worked permitted to drive                                  Yes / No
	 

	 
	Booking reference number:
	 

	 
	Outlook calendar updated (please tick)
	 

	 
	Fleet / Registration number of car booked:
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