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INTRODUCTION 

 

CORPORATE RESPONSIBILITY AND FITNESS TO RIDE/DRIVE 
 
LEBBS has a social and corporate responsibility to several groups and individuals, e.g. to our customers, 
to the Group and to the individuals who make up the Group.  The law makes no distinction between 
companies, charity groups or other organisations in this respect. 
 
In order to fulfil these responsibilities the committee have a duty of care to you, the rider/drivers, to ensure 
you are best equipped to safely fulfil your duties as a LEBBS rider/driver.  The Group has an obligation to 
comply with all legislation, such as the Road Safety Act.  This Act aims to improve driving (riding) standards 
and includes developments specifically targeted at companies. 
 
The Corporate Manslaughter Bill which became law in 2008 is aimed at the management within an 
organisation to ensure appropriate processes were put in place to protect persons doing the organisation’s 
business.  The levels of responsibility on companies to ensure the safe use of vehicles for company 
business are now greater than ever.  Amongst the provisions of this legislation organisations will need to: 
 

a. Have comprehensive road safety policies in place, 

b. Employ road safety management procedures, including risk assessment, 

c. Implement practices to eradicate or minimise any risks identified, 

d. Give staff the information, training and supervision they need to be safe on the road, 

e. Audit where necessary. 

 
Failure to comply with the legislation could have severe consequences.  The Group’s trustees could face 
a jail sentence.  Even if LEBBS is not directly responsible for an offence, we could be judged vicariously 
liable for endangering or causing harm through the negligence of a rider/driver riding on official Group 
business.  It is not sufficient to look at similar organisations, or to unreservedly accept external riding 
qualifications, we must ensure we have the correct procedures in place to enable rider/drivers to fulfil their 
riding duties, free from any concerns over safety and legislation requirements.   
 
The Committee have completed a review of our responsibilities in this respect and the following contains 
our statement and policies on rider/driver assessment and on-going fitness to ride/drive whilst on official 
LEBBS business. 

LEBBS Mission Statement 
To provide a free out of hours emergency courier service for hospitals and healthcare facilities within 
Lincolnshire, transporting urgent medical items, including blood, actively staffed by volunteers working to 
professional standards.  

LEBBS Overview 
LEBBS will be manned by volunteers providing an emergency courier service to hospitals and healthcare 
facilities within Lincolnshire using charity owned vehicles. LEBBS covers ‘out of hours’ times, providing a 
facility to transport blood products, baby milk, medical documents and other items deemed of an urgent 
nature for the benefit of patients within the county. 
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Responsibilities of a Duty Controller 
 
The following provides a summary of the duties and responsibilities of a LEBBS Duty Controller.   
 
A Duty Controller will require the following: 
 

 Contactable by home phone for the whole of the duty period 
 Possess good interpersonal skills 
 Have internet access 
 Basic Word and Excel Knowledge (open, edit, save-as) 
 Be familiar with Google Maps (although not essential) 

 
A home landline is required so that the 0845 LEBBS number can be redirected to your location 
at no cost to the charity – mobile numbers would incur a charge for the redirection. No other 
organisation will be passed your home telephone number. 
 
The duty period is currently: 
 

 Friday 19:00 to Monday 07:00 (May be amended to include Bank Holidays) 
 
But in the event of unsuitable availability of controllers may be split as below: 
 

 Night cover (1900 to 0700) 
 Day Cover (0700 to 1900) 

 
Given the nature of the telephone system, it is possible to cover individual days as opposed to a 
whole weekend. Controllers would inform the rota manager of those times they are able to 
commit, the controller would then allocate to ensure all shifts are covered. 
 
A Duty Controller will: 
 

 Make contact with duty riders/drivers to establish contact and ensure no problems are 
apparent 

 Receive calls from acute hospital sites within Lincolnshire 
 Obtain and record information from riders/drivers and hospitals 
 Liaise with hospitals and riders/drivers to ensure packages are delivered in a safe and 

timely manner 
 Record all information and runs on a duty shift log 
 Liaise with appropriate committee members if and when a problem arises 
 Inform the Duty Committee member if a vehicle requires a new receipt pad in the event 

that a rider or driver has had to start the Secondary Receipt Pad on the vehicle. 
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Telephone Procedures for a Duty Controller 
 

Receiving telephone calls 

The 0845 LEBBS number will be redirected to your home landline at the commencement of your 
duty shift – mobile numbers would incur a charge for the redirection.  The redirection of phone 
lines will be arranged in advance by a committee member. 
 
Your home telephone number will be stored securely by a committee member and will not be 
passed to any other organisation. 

 
LEBBS Telephone Number 

0845 6053227 
(0845 60-LEBBS) 

 
All telephone calls should be answered professionally and courteously using the procedures 
outlined below: 
 

1. Answer the phone “Hello Lincolnshire Emergency Blood Bike Service”. 
2. Record the name of the person you are talking to. 
3. Record all details of the callers request, including and not restricted to the following: 

 
 Hospital site/client 
 Call-back telephone number 
 Consignment type 
 Collect from 
 Deliver to 

 
 

Contact with Riders/Drivers 

Telephone contact should be made with all riders/drivers at the beginning of the duty shift to 
establish the following information: 
 

1. Best contact numbers for duty shift 
2. Riders/drivers photo ID available 
3. Receipt book available with adequate sheets 
4. Reminder regarding Labels for samples (UN3373) 
5. Mileage of LEBBS vehicle 
6. Reminder regarding fuel refills for the start of the shift and after each run. 

 
 
NOTE: 
If the facility is available (at your own cost) it is acceptable to transfer home telephone number to another, if required.  
Provided there is no interruption in service.  If transferring to a mobile telephone number, please ensure a full signal 
is available at all times and you are in a position to answer calls immediately.  No calls for LEBBS should be answered 
whilst driving, under any circumstances.  
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Duty Controller Handover Procedures 
 
Handover to the oncoming Duty Controller may not be necessary at the end of every shift.  This 
section is to be used to identify those times when a handover may be required.  The handover is 
the means by which outgoing Duty Controllers transfer information and responsibility to the 
oncoming Duty Controller. The handover ensures consistency and continuity of care is provided 
and that the relevant people are aware of the particular circumstances that have preceded their 
shift. 
 
Contact should be made with the oncoming Duty Controller and a full handover given in the 
following circumstances, this list is not exhaustive and should be used and an indication: 
 

1. When a rider/driver has been dispatched and is still mobile. 

2. If problems have been identified which will affect the oncoming riders/drivers or 

controllers. 

3. Any hospital issues that have arisen. 

4. Any road or travel issues that have arisen.  
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Shift Log completion and administration 
 
 
Accurate completion and administration of the shift log is an essential part of the Duty Controller’s role.  A 
log should be completed for each and every duty shift.  The procedures below provide a summary of what 
is required: 

Sheet 1 – Duty Rider/Drivers Details 
 
The first sheet contains the rider/driver and contact details, this should be completed prior to the 
commencement of the duty shift.  The rider/driver details page will be used to contact the rider/driver at 

the beginning of the duty shift.  
 

Please be sure the 0845 number has been transferred by calling the number briefly to 
check. 

 
 
Ensure all relevant details are recorded which could affect the response times and/or safety of a rider/driver 
(For example, road works, road closures, current accident and incidents, adverse weather conditions etc.) 
 

 
 
This sheet also contains links to various websites for weather and current up to date road and travel 
information, these should be checked prior to contacting a rider/driver at the beginning of the duty shift. 

Sheet 2 – Run Log 
 
The second sheet contains all the details of any runs that the rider/drivers will make during the duty shift, 
this is to be completed as a call is received and updated when a rider/driver contacts the Duty Controller 
with check points (ie, arrived hospital time, leave hospital time, arrive at destination time, clear time etc.) 
  

Shift Log – Sheet 1 
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Shift Log completion and administration – Continued 

 
 
Any additional information that may be received from the hospital and/or rider/driver should also be 
recorded in the relevant section at the bottom of the sheet.  
 

 
 

Sheet 3 & 4 – Information  
 
The subsequent sheets contain important contact information for hospitals, committee members and 
neighbouring groups.   

Saving and Sending 
 
At the end of the duty shift the spreadsheet should be completed in full and saved in the following format: 
 
Shift Logs without runs should be saved as –YYYY.MM.DD + D or N for Day or Night shift  
 

For example – 2013.06.01.D or 2013.06.01.N 

 
Shift Logs with runs should be saved as – YYYY.MM.DD + D or N for Day or Night + R to indicate run info. 
 
 For example – 2013.06.01.D-R  or  2013.06.01.N-R 

 
Once saved the spreadsheet should be forwarded, at the earliest convenience, to: 
 

 chair@lebbs.org 

  

Shift Log – Sheet 2 

mailto:chair@lebbs.org
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Typical Shift Algorithm – Duty Controller 
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Troubleshooting 
 
 

 

 

 

 

 

 

 

           0845 number is not diverted correctly.  7 Contact the duty committee member to arrange call diversion 

               Duty rider/driver not contactable. 1                            Inform Duty Committee member. 

 

             Problem identified with vehicle. 2 

             Vehicle deemed to be unroadworthy. 

 

  3     
Advise Duty Committee member and arrange for 

replacement vehicle. 

             Vehicle breaks down 
 4 Contact the AA quoting vehicle registration and location 

           Package reported as broken  5 
Contact the duty committee member and the sending 

hospital for further advice. 

 

           Hospital requests delivery out of area. 
 6 

Consider if the package can be relayed by using a 

neighbouring group. If in doubt contact duty committee. 

 

 Can the rider rectify the problem? If yes, rectify if possible 

and report to fleet.  If no, report to Duty Committee.  
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Contact Numbers 

 
 

Hospital Contacts 
  

Boston Pilgrim Hospital 01205 364801 PE21 9QS 

Grantham Hospital 01476 565232 NG31 8DG 

Lincoln Hospital 01522 512512 LN2 5QY 

Scunthorpe General Hospital 01724 282282 DN15 7BH 

Grimsby Diana Princess of Wales Hospital  01472 874111 DN33 2BA 

NHS Blood and Transplant Sheffield 0114 3584800 S5 7JN 

Louth 01507 600100   LN11 0EU 

Goole and District 01405 720720 DN14 6RX 

Neighbouring Groups Contacts  

SERV Suffolk & Cambridge 07946 797492  

SERV Herts and Beds  07010 667 575 07733 022550 

SERV Norfolk 0845 600 8606 01603 736999 

White Knights Yorkshire 0800 101 7800 07852 939 547 

Notts Blood Bikes 0845 609 9908 07845 821230 

Leicestershire and Rutland Blood Bikes 0116 296 3504 07900 997380 

Shrops and Staffs Blood Bikes (DHM) 0845 852 0519  

Emergency contacts   

AA Vehicle recovery 0800 420 420 0121 275 2847 
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