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Health & Safety Policy

South Molton Volunteer Car Scheme (SMVB)
Policy Version: 1.2
Date Approved: 23rd October 2026
Next Review Due: March 2027
Policy Owner: The Trustees of SMVB

Priority Reference: #4
Lottery Partnership Alignment: This policy meets standards expected by funders for ensuring the health, safety, and welfare of volunteers, service users, and others involved in volunteer-supported transport and community activities.

1. Purpose
The purpose of this policy is to ensure the health, safety, and welfare of everyone involved with SMVB, including:
• Volunteers, drivers, staff, trustees
• Service users and passengers
• Visitors or anyone affected by our activities
This policy aims to:
• Protect passengers, volunteers, and staff
• Reduce risks and legal liability
• Maintain SMVB’s reputation
• Ensure compliance with legal obligations
All individuals have a shared responsibility to act in a proportionate, reasonable, and safe way.

2. Scope
Applies to:
• Volunteers, drivers, and staff
• Trustees and committee members
• Service users and passengers
• All activities undertaken on behalf of SMVB, including journeys, office work, community activities, and events
Guidance for scheme size:
• Small schemes (<5 staff/volunteers): simpler procedures, informal risk assessments
• Larger schemes (5+ staff/volunteers): formal risk assessments, statutory compliance, structured procedures

3. Responsibilities
3.1 Trustees / Management
• Overall responsibility for health and safety rests with the Trustee Board
• Appoint a Competent Person / Health & Safety Officer
• Ensure resources, training, and supervision for staff/volunteers
• Investigate, document, and report accidents, incidents, and near misses
3.2 Competent Person / Health & Safety Officer
• Conduct risk assessments and advise management on safe practices
• Maintain accident, incident, and near-miss records
• Ensure training is provided and reviewed
• Liaise with regulators or external H&S providers if necessary
3.3 Employees / Volunteers
• Take reasonable care of their own health and safety and that of others
• Follow safe working procedures and guidance
• Report hazards, incidents, or concerns immediately
• Participate in induction, refresher, and task-specific training

4. Health & Safety Guidance

• Informal risk assessments should identify hazards and safe working practices
• Drivers must:
o Be legally compliant, accident- and traffic-fine-free
o Complete enhanced DBS checks and provide references
o Accept only journeys they feel competent to manage
o Receive basic manual handling, wheelchair assistance, and safeguarding guidance
• Office and equipment must be safe and fit for purpose

5. Accidents and First Aid
• All accidents, incidents, and near misses reported immediately
• First Aid Box and appointed First Aiders available at all premises
• Lead volunteers should:
o Know the location of First Aid Box and First Aider
o Maintain register of attendees for community activities
• Serious incidents must be recorded, investigated, and reported (including RIDDOR if applicable)

6. Risk Assessment
• Identify hazards, evaluate risks, and implement controls
• Update assessments annually or when practices change
• Cover: passenger journeys and manual handling, equipment use, lone working, and environmental risks

7. Fire Safety
• Conduct fire risk assessments and identify people at risk
• Maintain and communicate fire procedures and evacuation routes
• Conduct regular drills and reviews

8. Manual Handling
• Reduce lifting and carrying where possible
• Use aids (trolleys, lifts) and team lifts for heavy loads
• Follow safe lifting techniques and guidance

9. Lone Working & Personal Safety
• Remain alert when working alone or in unfamiliar locations
• Trust intuition and be aware of surroundings
• Avoid risky situations; know emergency contacts
• Report threats, aggression, or harassment immediately
• Follow guidance on personal awareness, dealing with aggression, reporting, and recording incidents

10. COSHH
• Avoid hazardous substances wherever possible
• Identify risks and implement control measures when necessary



11. Office & Premises Safety
• Maintain a safe, secure, and hygienic environment
• Ensure adequate lighting, ventilation, temperature, and access
• Keep corridors clear and equipment safe

12. Transport Safety
• Drivers and vehicles must be suitable for passengers
• Allocate passengers only to appropriate drivers and vehicles
• Report vehicle defects or incidents immediately
• Follow approved mileage and expenses guidance

13. Training & Awareness
• Induction and refresher training for all volunteers and staff
• Keep staff informed of updates in procedures, risk assessments, or legislation
• Provide task-specific training as necessary

14. Pandemic / Epidemic Procedures
• Follow official guidance to reduce infection risk
• Volunteers must comply with instructions
• Support available for volunteers showing stress or anxiety
• Communication and operational changes will be clearly provided

15. Monitoring & Review
• Policy reviewed annually or when legislation changes
• Trustee Board oversees adherence
• Competent Person ensures compliance, updates risk assessments, and records training

13. Adoption and Review
· Date adopted: 23rd October 2026
· Signed on behalf of Trustees/Management Committee: S Wilkinson
· Name and position: Steve Wilkinson – Vice Chair of Trustees, SMVB
· Review date: March 2027

Disclaimer: This policy provides general guidance and should be applied in line with SMVB’s specific activities and responsibilities. While every effort has been made to ensure accuracy, it may not reflect all current legal requirements. SMVB is responsible for its implementation and ongoing compliance.
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