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STAFF AND VOLUNTEERS’ USE OF VANS
AND THEIR OWN VEHICLES POLICY
INTRODUCTION
KVA’s Surplus to Supper Hub is currently loaning a van from Surplus to Supper Trust CIO, used for both efficient collection of surplus food from right across the food industry in Kingston Upon Thames and surrounding areas and for delivery to front-line Charities, Churches, Schools and Community Groups.

REGULATIONS
There is no obligation for a member of staff, or volunteer, to become an authorised driver, but if they do, then the following simple rules apply:

1. Drivers must be 25 years of age or above and hold a full driving licence, a copy of which must be put on the users’ personnel file.  It is the driver’s responsibility to ensure that their driving licence is kept up-to-date and that a copy of their current licence is available on their personnel file.
2. Drivers must inform the operations manager of any driving penalties that they may incur, as this may result in them being removed from the authorised drivers list for a period of time.
3. Drivers should be accompanied by at least 1 – (preferably 2) - driver’s assistant (hereby known as a buddy), to help them with loading and unloading, along with the completion of any required paperwork.  It is KVA’s Surplus to Supper Hub stipulation that no woman driver should go out in a van, unaccompanied, at night.
4. Drivers and driver buddies will be allocated a van, on mutually agreed dates and times, to particular locations, on a daily/weekly basis. The operations manager undertakes to agree the weekly schedule with each driver/driver buddy, in advance of their shifts.  Once these shifts have been allocated and agreed, drivers/driver buddies must let the operations manager know as soon as possible, of any changes that they wish to make
5. It is part of the Driver Buddy’s role to complete the required checks when collecting or delivering surplus for the Hub, driver and buddy(s) must be logged and locations visited.
6. Drivers must not drive under the influence of alcohol, illegal drugs, or illegal levels of prescribed drugs. Drivers must advise the Driver Supervisor/Co-ordinator if they are taking any regular 	medicine and Surplus to Supper has the discretion to remove them from the Authorised Drivers List for a period of time.	
7. Drivers must wear a Seat Belt at all times and ensure that their Driver Buddy, or any passengers, are also wearing Seat Belts before they set off and for the duration of the drive, unless there are any special exemption reasons.
8. Drivers must report any damage or accidents to the Van, to the Operations Manager and log on the appropriate form. Failure to comply with notification of damage, accidents or fixed penalties may compromise our insurance cover arrangements.  If 	possible and where applicable, please take photographs of any incidents, and add to the form for evidence purposes. Any damage incurred in the event of an accident, should be covered by Surplus to Supper’s Insurance Policy.
9. Drivers must drive within the law and abide by the requirements of the Road Traffic Law and the Highway Code, in particular observing speed limits and ensuring that the Van is properly parked.
10. Drivers must return the van keys to the appropriate place after every journey and ensure that all doors on the van and Hub, are closed properly for example, those of the Fridges, Chillers and any outside doors, once all unloading is complete.
11. Drivers must return all collections to the Surplus to Supper site, as the Charity is now undertaking a number of events and items are often needed for these, sometimes in advance of the booking dates.
12. Drivers must also note that it is the Driver that is responsible for the payment of any fines incurred as a result of a motoring offence, whilst the Van is being driven by an Authorised Driver. This includes Parking and Speeding fines.  

OWN VEHICLES
1. Surplus to Supper recognises that, on occasion, staff may be asked to use their own vehicles for work purposes.  This might include visiting our clients and/or collecting smaller donations. An appropriate mileage allowance will be agreed in advance and reimbursed accordingly.
2. Every member of staff using their own vehicle must ensure that their Insurance Certificate includes Business Use.  Drivers will be responsible for any Parking Fines or Motoring Offences they receive whilst driving for business purposes.
3. Every Driver must:
4. Not drive under the influence of alcohol, illegal drugs, or illegal levels of prescribed drugs.  
5. Always wear a Seat Belt and ensure that any passengers are also wearing Seat Belts before they set off and for the duration of the drive, unless there are any special exemption reasons.
6. Drive within the law and abide by the requirements of the Road Traffic Law and the Highway Code.
7. Report any damage or accidents to the Site Foreman, although this should be covered by the Driver’s own Insurance cover.
8. Ensure that all doors on the Surplus to Supper site, are closed properly for example, those of the Fridges, Chillers and any outside doors, once all unloading is complete.
9. Return all collections to the Surplus to Supper site, as the Charity is now undertaking a number of events and items are often needed for these, sometimes in advance of the booking dates.





Emma Idris
Operations Manager
Jan 2026  
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