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Technical Theatre
Method Statement
DRIVING HIRED TRANSPORT


1.
No transport shall be hired other than for School business.

2.
The procedure for hiring a vehicle is as follows:-


a)
Complete an order form including dates of hire and driver’s name. Get the production manager to sign it

b)
Contact the hire company and confirm the hire


c)
Give details of the hire including driver, time of delivery and length of hire to front desk as far in advance as possible be emailing Client Service Managers

d)
The driver must be present when the vehicle is delivered to:




Show their driving licence (both parts) 

Check over the vehicle for any damage and sign the relevant form


e)
The driver must be present when the vehicle is collected to check over the vehicle with the hire company staff for any damage. They should have the original pink form with them for comparison
3.
Students driving vehicles must:-


a)
Be experienced Drivers who have driven regularly and recently.


b)
Be over the age of 21


c)
Not have been involved in an accident within the previous 12 months.


d)
Hold a current valid driving licence without any endorsements which they must produce to the member of staff issuing the Order Form.

4.
No student shall be allowed to drive a vehicle without another person to accompany them to direct and navigate and take/make any phone calls.

5.
The driver and navigator must plan their route in advance of day of hire. This includes obtaining all necessary paperwork – delivery/return notes, contact details etc
6.
The Navigator should always be out of the vehicle directing when parking or 
reversing.

7.
It is the driver’s responsibility to ensure that their loads are securely tied

8.
All Drivers should take regular breaks and ensure that coffee/meal breaks are taken.
9.
Should you become tired or unwell you must stop driving immediately and get in touch with a member of staff.

10.
You should ensure that you have enough Petty Cash with you to cover Fuel 
and any other expenses that you are likely to have.

11.
Students should ensure they are contactable and leave their mobile phone number with members of staff. 
12.
Congestion charge. This is the responsibility of the person who hires the vehicle – not necessarily the driver. It should be once the vehicle has been delivered, using the Production Manager’s credit card and should be for all the days of hire PLUS the day of collection. Failure to pay the congestion charge costs the production £75 per day in fines and admin charges.

13.
In the case of an accident or damage to the vehicle


Phone your supervising member of staff


Take the name and contact details of anyone else involved and any witnesses


Take a photograph of the scene of the accident if possible


Before you leave the scene, write down exactly what happened.
This method statement is clearly out-dated.  Do not use.  Take advice from Staff Production Management before driving hired vehicles.  
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