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STANDARD OPERATING PROCEDURE DOCUMENT (SOP) 
 

Title 
Home Visit Record Log, Daily Car Checks and Vehicle 
Log Sheets  

Doc. 
No. 

OP042 

 
Scope 
 

Operational & Clinical 
Directorates 

  

 
Purpose 
 
 

 
To ensure that all vehicle defects are recorded and necessary action is taken to 
rectify any faults. 
To fall within government vehicle checks regulatory compliance. 
To record all visits on shift. 
To record mileage and reasons for vehicle use. 
 
To be read in conjunction with commencement of duty home visiting SOP 
OP040. 
 

Guidelines 

 
All drivers must complete a vehicle check prior to the commencement of their 
shift and any defects must be reported to the shift manager or head of service 
who will record any defects and report them to the rota and logistics service 
manager. 
 
All drivers will record all visits undertaken on shift and complete the required 
information as per the ‘Home Visit Record Log’. 
 
All drivers will record in the ‘Vehicle Log Sheets’ retained in each vehicle the 
mileage undertaken on each shift. 
 
All administrative staff who use the vehicles during the day will also complete the 
above.  
 

PROCEDURE RESPONSIBILITY 

1 

 

All drivers, when attending for duty, must check the designated 
vehicle assigned to them for that session and complete the ‘Daily Car 
Check List’ in accordance with this. 

 

The driver must complete and sign the ‘Daily Car Check List’ form 
once all checks have been complete and record any reasons why 
they have not performed a set task. Failure to do so could result in 
disciplinary action. 

 

 
Urgent Care 24 
Driver / 
Administrative 
Team 
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Any defects must be reported to the shift manager or head of service 
if in-hours so it is recorded for the rota and logistics service manager 
to pick up and action. 

 

2 

 

All drivers must complete the ‘Home Visit Record Log’ throughout the 
duration of their shift. 

 

Urgent Care 24 
Driver  

3 

 

All drivers must complete the ‘Vehicle Log Sheet’ (mileage record 
sheet) that is located in each of the Urgent Care 24 vehicles at the 
completion of their shift. 

 

Urgent Care 24 
Driver 

4 

 

At the end of each shift the completed ‘Home Visit Record Log’ and 
‘Daily Car Check List’ will be returned and placed in the completed 
driver’s paper folder. 

 

Urgent Care 24 
Driver 

5 

 

The next working day the rota and logistics service manager will 
check the ‘Shift Manager Report’ for any reported defects with the 
vehicles and action as required. The driver ‘Daily Check List’ will be 
checked against each vehicle periodically and any unreported defects 
will be investigated. The ‘Vehicle Check Sheets’ will be retained and 
scanned for storage after 1 month. 

 

Urgent Care 24 
Rota and Logistics 
Service Manager 

6 

 

The ‘Vehicle Log Sheets’ that are retained in the vehicles will be 
checked regularly by the rota and logistics service manager to ensure 
that the mileage corresponds with the recording in the log book.  

 

Urgent Care 24 
Rota and Logistics 
Service Manager 

7 

 

All administrative personnel will follow the above instructions if using 
any of the vehicles. 

 

Urgent Care 24 
Administration 
Personnel  

8 

 

This Standard Operating Procedure is to be read in conjunction with 
the ‘Records Management Policy’. 

 

Urgent Care 24 
Service Manager 

9 

APPENDICES: 

1. Home Visit Record Log 

2. Daily Car Checks 

3. Vehicle Log Sheets 

Information Only 
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Appendix 1 
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Appendix 2 
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Appendix 3 
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