Guaranteed Ride Home – process for help desk
· All registered BUDi Team car-sharers are eligible for this facility should their lift home fall through due to an unforeseen emergency – such as the driver needing to get home early to attend to a sick child.

· All registered car-sharers in a BUDi Team (registered with [name your CamShare scheme]) to be given details of how to call for this facility.

· They will: 
CORE HOURS (From 8am – 7pm):

1. Call the [give contact details, e.g. car-share manager / reception] and quote “Guaranteed Ride Home”.
2. Helpdesk to call the preferred supplier [contact details] as the first option to get a car to the passenger ASAP, or at a specified time dependant on notice given by caller.  Cost to be charged to [contact details] direct from [contact details].  No cost code needed, only passenger pick up/drop off details etc.
3. Ask the caller for:
· Name:

· Internal telephone number:

· Mobile number:

· Where to collect from:

· Time of collection:

· Drop-off address:

· Drop-off postcode: 

4. When a provisional booking made with [contact details] – 
· [contact] to call/email the caller and confirm arrival time of cab for lift home
· [contact] to send reference number to [supplier] by e-mail
5. If the applicant is not happy with this – he/she should let [contact] know over the phone and make their own arrangements home through calling a minicab from reception/taking public transport - paying themselves and then claiming expenses back from Transport Management.

6. The next day, the caller must inform Management that the facility has been used by filling out a “Notice of Guaranteed Ride Home”, to be counter-signed by car-share partner and line manager.

7. Form returned to Management straightaway.

OUT OF HOURS (From 7pm-8am)
1. Applicant will call [contact] on [number] and specify details quoting “Guaranteed Ride Home”
2. [contact] to confirm booking with applicant direct.   

3. The next day, the applicant must inform Management that the facility has been used by filling out a “Notice of Guaranteed Ride Home”, to be counter-signed by car-share partner and line manager.

4. Form returned to Management straightaway.

Next Steps

· Management to check details and authorise via signature and process 

· Management to check with [contact] that the call was logged and to authorise Guaranteed Ride Home. 
