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International Federation
of Red Cross and Red Crescent Societies





Driver Rules and Regulations - vehicle
Name of delegation: ___________________________________________

The following driver rules and regulations for vehicles are standard for all International Federation of Red Cross and Red Crescent Societies. These apply to all those who drive Federation vehicles including local staff specifically employed as drivers and those staff authorized by the HoD to drive: delegates, HoD and National Society personnel. Personnel should be sensitive to the fact that the vehicle and personnel using it represent the International Federation and should conduct themselves accordingly. Aggressive driving or behaviour may damage the International Federation’s image and must be avoided. 
This document must be read and signed by all drivers before authorization to drive can be granted. 
The following are designated areas for vehicle travel:

Authorized Area - day travel only, mission order not required: (define geographic limits and attach map where necessary; e.g., within ‘name of city’ city limits) _________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Travel (day or overnight) outside authorized circulation area (all cross-border and in-country travel outside the authorized area as defined above): only a delegation-employed driver may drive a Federation vehicle and a mission order is required. 

A.
General use of vehicles

1. No vehicle shall be used for any purpose not in accordance with the Fundamental Principles of the International Federation of Red Cross and Red Crescent Societies.

2. Only personnel employed by the International Red Cross and Red Crescent Movement or acting under their direct management may be authorized by the HoD to drive Federation vehicles. Such authorization must be given in writing and kept on file. Family members are not allowed to drive unless employed by the Movement.
3. Driver must respect local traffic regulations and the rules and regulations in this document. The driver is responsible for the vehicle; disciplinary action will be taken should any of the driver rules and regulations or local traffic regulations be violate.
4. Drivers must drive with care and attention, taking note of the vehicle’s condition and road conditions. The driver is responsible for the safety of the vehicle, goods and passengers.
5. Consideration must at all times be given to other road users, including pedestrians and cyclists. 

6. The maximum speed limit in urban areas is ____ km/h. On the highway the maximum speed limit is _____ km/h. The vehicle’s speed should never exceed local speed limits.
7. No arms, ammunitions or explosives are permitted in Federation vehicles.
8. Goods posing a danger to the driver or passengers (e.g., toxic, gas, combustibles, etc.) must not be transported unless the necessary precautions have been taken and written approval has been obtained from the HoD.
9. Passengers are restricted to Federation and ICRC employees and National Society personnel (staff or volunteers); personnel from other organizations (e.g., UN, NGOs, media representatives, government, etc.) are permitted as passengers provided the planned travel is within the scope of Federation activities. Transporting other passengers or merchandise is prohibited except by written permission of the HoD. Where an exception is made due to an emergency, such as people in need of urgent medical assistance, the driver must submit a detailed report to the HoD upon return to base.
10. Use of Federation vehicles must always be within the scope of the operation.  Any use for personal reasons is subject to prior approval, in writing, by the HoD.  The approval must include detailed information on limitations of use. 
11. Noting article 9 above, where local conditions warrant (refer to Fleet Manual) delegates may use Federation vehicles outside of work hours and operational tasks. General approval for such use should be given in the driver authorization. Under these circumstances, in addition to the categories of passengers listed in article 8 above, a delegate’s family members may be transported as passengers. 
12. Use of the vehicle under the conditions set out in articles 9 and 10 above should be restricted to within reasonable proximity of the city of residence. Any travel outside this area, requires a delegation-employed driver and written, prior approval of the HoD.
13. Private use of vehicles must be clearly noted in the vehicle logbook and be paid at the end of each month based on the International Federation’s private use flat rate (PUFR) (0.50 CHF/km).
14. The driver must posses a valid driving-licence for the country of operation. In the case of expatriate (delegate) drivers this may necessitate an accredited international driving-licence. All driving-licences must be valid for the type of vehicle to be driven. A copy of the appropriate licence(s) must be kept in the driver’s file.

15. Vehicles should never be parked outside establishments that might diminish the reputation of the Red Cross and Red Crescent Movement: bars, discos, etc.

B.
General security
16. Buckling-up is mandatory; where they are fitted in Federation vehicles, the driver and passengers must wear a seatbelt. The driver is responsible for ensuring all passengers are properly secured; the vehicle should not be engaged until all have complied with this rule. 
17. Motorcycle drivers must wear a crash helmet at all times; passengers on motorcycles are not permitted (refer to form 11.6, Driver rules and regulations for motorcycles).
18. Driving under the influence of alcohol or any drugs that may affect driving skills and/or reaction times is strictly forbidden and grounds for immediate dismissal.
19. The driver is responsible for the safety of the vehicle and its contents, during use and when parked. The driver must ensure that the vehicle is securely locked, fitted alarms are activated, anti-theft devises are employed and the vehicle is parked facing an exit.
20. Overnight, vehicles must be parked in a secure area, never on the street. Valuable goods may need to be removed beforehand. 
21. For travel outside the authorized area, in particular those involving long distances and poor road conditions, the vehicles should only be driven by a delegation-employed driver. However, emergency situations may require a delegate to drive. In such cases, a report should be submitted to the HoD upon return to the base.
22. When travelling long hours outside of the authorized area a plan indicating places for overnight stops must be worked out and included in the mission order. Driving outside of a city after dark is normally not allowed. Where night driving is necessary, prior approval must be obtained from the HoD. 
C.
Responsibilities of all people driving Federation vehicles

23. Repairs for any damage or mechanical faults caused by carelessness and/or negligence on the part of the driver will not be paid for by the insurance company. All costs will be charged to the driver and disciplinary action may be taken.
24. The driver is responsible for the overall load of the vehicle, thus has the authority to give instructions on:

· the number of passengers and their seating
· the weight and volume of goods in order to maintain safe vehicle performance
25. The logbook must be filled in for each trip, on departure and arrival.
26. Any damage or vehicle failure must be reported to the person responsible for the fleet as soon as possible.
27. Vehicle keys not in use must be kept in the fleet office. At all other times, the driver is responsible for the keys and should at no time pass them to an unauthorized person. 
28. Drivers must not duplicate Federation vehicles keys.
	In case of accident the following procedures should be taken:

A report should be made to the local authority (where required, the driver must wait at 
the scene of the accident or report to the local police station).

The fleet manager must be notified immediately.

A written statement of the accident must be submitted to the fleet manager within 24 hours of the accident.

The driver should NEVER sign any admission of fault.


D.
Duties of Federation staff employed as drivers

29. Delegation-employed drivers assigned to specific vehicles are responsible for the daily and weekly inspection of the entrusted vehicle. The weekly vehicle inspection report (form 11.10) must be presented to the fleet manager for approval. Details on vehicle inspections are provided in the Fleet Manual. Weekly inspections should include (but are not limited to): 

· radiator liquid
· battery liquid
· tyre pressure and condition
· lights

· instruments

· wipers

· cleaning the battery externally
· engine oil level

· brake and clutch fluids
· leakages

· hand and foot brakes

· horn

· warning lights
· v-belts
· generally check of nuts/bolts

· tools, first aid kit, spare wheel

· cleaning vehicle inside and out

30. Employed drivers are responsible for ensuring that the vehicle is serviced according to schedule. Servicing needs should be booked one week in advance through the fleet manager.
31. Fuelling of vehicles can only be carried out by Federation employees or delegates.

32. Before leaving at the end of the day, employed drivers must report to the fleet manager.

33. Employed drivers report to the fleet manager and should never agree to instructions bypassing their supervisor. Drivers must ensure that all vehicle movements have been approved by the fleet manager before leaving the delegation.

	Driver's Name:
	
	Approved by:
	

	
	
	
	

	Date:
	
	Date:
	

	
	
	
	

	Signature of driver:
	
	
	


Note: 
· Local circumstances may necessitate additional regulations be added to the above. 

· The term ‘driver’ refers to anybody driving a Federation vehicle. 

· The term ‘employed driver’ refers to staff specifically employed as delegation drivers as defined by their job description.
· This document should be translated in the language used by local employees. 
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