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Guidance notes,.,Volunteer Drivers

We hope the following notes will provide the
please do not hesitate to contact us if there is

Background
The Voluntary Car Scheme is designed to provide
have access to a private car and are unable to use
or disability or because it is not available.

answers to most of
anything you do not

Sank House

20 St Edward St

Leek

ST13 5DS

01538 386888

your questions but
understand.

transport for people who do not
public transport through infirmity

The service can be used to take eligible people to
. Health related appointments such as doctors, dentists, opticians, chiropodists,

physiotherapists etc., and hospital outpatients (when transport is not the
responsibility of the Health Authority).

. Visit friends, relatives in hospital, nursing homes, their own homes.

. Day care facilities/luncheon clubs.

. Social/recreational activities.

. Shopping/business trips.

Insurance
While driving for the Voluntary Car Scheme you will need to be covered by your own
car insurance. Enclosed is a letter, which should be sent to your insurance company.
It states that it is your intention to undertake voluntary driving and asks for
confirmation that you are covered while doing so. It also explains the conditions
which apply to this cover, please read this letter carefully. If your insurance company
requests payment for additional cover, please report this to us and we will take up
the matter on your behalf.

If you change your insurance company you will need to inform your new
company that you serve as a volunteer driver. We are happy to supply a further
copy of the letter for this purpose.

Please do not make private arrangement with passengers; your insurance will be
affected if you do.

Expenses
As the letter to insurance companies explains, payment to a volunteer driver cannot
exceed the running costs of the vehicle. Currently this is calculated to be 45p per

mile to cover the cost of petrol, general wear and depreciation. Claims should be

made using the Volunteer Driver's Log Sheet.

Car Parkino Fees
Parking fees can be reclaimed. The total amount should be entered in the relevant
space on the Volunteer Driver's Log Sheet and parking tickets attached.



It has been the experience of some drivers that, if the car park supervisor is
approached and the situation explained, the fees are sometimes waived. THIS
SHOULD NEVER BE ASSUMED.

Income Tax
The Inland Revenue lays down the mileage rates volunteer drivers can receive
without becoming liable to pay income tax. New rates were introduced on 6th April
2002, which means that volunteer drivers can drive in excess of 13,000 miles per
annum while receiving expenses at the current rate, It is highly unlikely that you will
exceed this mileage while driving for Moorlands Voluntary and Community Transport's
(MVCT) scheme but should bear these regulations in mind if you are also driving as a
volunteer for any other organisations from which you are receiving mileage expenses.

Passenqers' Fares
The passenger will make a payment for the journey, WHICH IS GIVEN TO THE
DRIVERATTHE TIME OFTHE JOURNEY. This is based on the distance actually carried
and is set out in the enclosed fare table which is revised annually. This should be
available for the passenger to see on request.
If more than one passenger is carried EACH should pay the fare indicated for the
distance he/she would be carried if the car took the most direct route (i.e. the car
operates as a bus with each passenger paying a fare not as a taxi with the costs
sha red ).
If a passenger being taken to keep an appointment at a doctor's surgery, hospital (or
similar) is accompanied by someone who provides assistance or support this person is
classed as an ESCORT and is nof charged.
Occasionally you will not receive payment from the passenger. This is usually when
someone is being taken to a Day Care Centre and the organisation pays on his/her
behalf. You will receive this payment with the rest of your expenses.

Claim Form
This is used to calculate payments due to you and to provide statistics so it will be
appreciated if you will complete it as fully as possible and submit it to the office, (fo
Moorlands Home Link office for drivers based in Cheadle), soon after the end of each
month to enable prompt payment of expenses and figure collection.

It may seem complicated at first but hopefully the following notes and examples will
help. Please ask if there is anything you do not understand,

. Give the names of all passengers but note escorts.
. Use abbreviations given here to indicate the purpose of the journey.

H.P. = Hospital Patient
H.V. = Hospital Visitor
D.S. = Doctor Surgery
M = Other Medical
(Opticians, dentist etc.)

B/S = Bank/Shopping
V = Visiting friends etc
R = Recreation/Social
O = other

Under total mileage give the distance COVERED BY THE CAR (rounded to the
nearest mile).

. Under Fare Mileage give the distance covered by the passenger

. Under Light Mileage give the distance covered without any passenger



In the'fare paid'column give the fare amount received from the passenger,
then
In the'donation paid'column give the amount of any excess or donation that
the passengers asks to go towards the scheme. (See Donations below)

Examples
1. A driver travels 2 miles to pick
for an outpatient's appointment.
passenger to his/her home,
This is a RETURN journey and the

up one passenger who is taken 12 miles to hospital
The driver waits for one hour and then returns the

outward and return mileage can be added together.

2. A driver travels 2 miles to pick up one passenger who is taken 6 miles to a Day
Centre. Because the passenger will remain there for several hours, the driver does
not wait but drives 5 miles to his home and later makes a separate journey to take
the passenger home. This involves many more light miles and should be classed as a
DOUBLE journey (D/J) and the passenger so charged.

An Exception should be made where a short local journey is concerned e.g. a driver
travels half a mile to take a passenger one mile for a 45 minute visit to a friend in a

residential home. The driver chooses to return home for a cup of coffee rather than
wait for the passenger. This should be charged as a return journey.

Donations
If a passenger offers to pay more than the fare indicated, it may be accepted but only
as a donation to the scheme, otherwise insurance and tax regulations are infringed.

Method of Pavment
MVCT prefers whenever possible to pay volunteers directly into a bank/building
society account using BACS. If you wish to use this method you will need to supply
the name and number of the account to be credited together with the bank sort code.
Alternatively a cheque can be posted to you or collected from the office.

Identitv Card
Because many of your passengers are likely to be from amongst the most vulnerable
groups of society, an identity card is provided to use as a means of introduction. We
will need you to provide two passport-sized photographs of yourself. One will be used
on your ID card and the other will be kept for our records. The cost of these will be
reimbursed.

Car'Sticker'
This is for display on your car window. It may be useful if you have to stop in a

restricted area to drop off or collect an infirm passenger. It does not, however, give
you any exemption from normal parking restrictions with which you must comply.

Volunteer Driver Details VCS/1
Because of the kind of service we provide, in addition to references, we need certain
information for our records for insurance purposes etc. We would be grateful if you
complete form VCS/1, it would be appreciated if you could forward copies or bring to



our offices your driving licence, vehicle insurance certificate, confirmation letter from
your insurance company that you are cover for voluntary driving and t4OT certificate
(if applicable).

Volunteer Driver Medical Ouestionnaire VCS/2
We would be grateful if you could complete a medical questionnaire to ascertain your
fitness to drive for our/the scheme. If necessary we will contact your doctor, with
your permission, to ensure that your doctor is happy for you to become a volunteer
driver.

Disclosure & Barring Service (DBS Check)
Due to the potential vulnerability of our clients, all volunteers are DBS checked, this is
carried out in the main Leek office.

Driver and Passenger Safetv
Some passengers may be very infirm. Others may have other disabilities, which mean
that sensitive treatment is needed. Every effort will be made to discover the
passenger's circumstances and needs and appraise drivers of relevant information.
However, if you find yourself placed in a position where you feel that to undertake the
journey would put you or your passenger at risk do not do so. Please inform the
office of your decision so that alternative arrangements can be made or appropriate
persons informed. It may also be helpful if you could pass on, through the booking
line, information about specific passenger's needs, which might be useful for other
drivers to know. You will not be expected to provide excessive physical assistance
whether or not the passenger uses a wheelchair, perhaps using an arm to help guide
them.

Confidentialitv
Passengers may come to regard you as their friend/confidant and may divulge
sensitive information e.g. about family or carers or health or financial matters. If you
feel able to lend a sympathetic ear, it will be welcomed, but do be careful to remain
impartial and do not offer advice that you are not qualified to give. If you feel that
the passenger needs professional help or have any other concerns please raise them
with the booking line who may well have contacts within Statutory or Voluntary
organisations or the family of the passengers with whom these matters can be raised.
Please treat information, which you receive from the office about passengers or from
the passengers themselves as confidential and only to be discussed with Voluntary
Transport staff.

We do not recommend that you give your telephone number to passengers.

If you have any questions, queries or general comments about the scheme please do
not hesitate to contact the Chief Officer, who will be happy to help.

Thank you once again for joining Moorlands Voluntary and Community Transport

Moorlands Voluntary and Community Transport is a company limited by guarantee
registered in England and Wales number 11965532 and a Registered Charity
number 1187083
Registered office: Bank House,20 St Edward Street, Leek, ST13 5DS


