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Using this document 
With the increasing focus on Duty of Care obligations, employers need to ensure that employees are provided with clear guidelines on their responsibilities as a goods vehicle driver. 
Traditionally, employers have included sections within the Employee Handbook or policy covering some of the more obvious issues such as mobile phone use, correct use of paperwork and salary details. However, do your drivers know what to do if they suffer from fatigue on the road or how to report accidents and damage? Does your guidance cover information on health and drugs for instance?
The Employee Manual or Policy is not the best channel for communicating health and safety guidelines. These should be separate from the policy and provided to employees by way of a Drivers Handbook. The contents and aims of the handbook should be explained to drivers in detail, as an integral part of driver induction, to ensure that drivers fully understand. The handbook should then be carried in the vehicle as a point of reference where necessary. 

It is hoped that the information presented in this document should give sufficient guidelines to enable you to produce your own Goods Vehicle Drivers Handbook. However, there are also a number of aspects of driver information or procedure where there is a need for individual company considerations or supporting information before developing policies and advice for drivers.
The following pages contain headings and suggested paragraphs that should assist in formulating a Goods Vehicle Drivers Handbook. The aim of this handbook is to inform drivers of your Company’s requirements, rules and regulations with regard to the operation of vehicles and provide operational information and procedures.

If any of your vehicles are on contract hire, or subject to a full leasing package, it would be advisable to consult the relevant contract hire/leasing handbook when formulating a handbook, to ensure that items are not repeated, or contradicted. If you require any further assistance, or wish for your draft handbook to be reviewed, the Aviva Fleet Risk Consultants are available for advice and can be contacted through your usual Insurance Intermediary.
Please Note
This document is to be used as a suggested base template only. The wording that appears in red is for guidance only. The templated wordings will not apply to every company and should not be relied upon or construed as advice. There may be information omitted that could be deemed necessary from an individual company or statutory perspective.
This document contains general information and guidance only and may be superseded and/or subject to amendment without further notice. Aviva has no liability to any third parties arising out of ARMS’ communications whatsoever (including Loss Prevention Standards), and nor shall any third party rely on them. Other than liability which cannot be excluded by law, Aviva shall not be liable to any person for any indirect, special, consequential or other losses or damages of whatsoever kind arising out of access to, or use of, or reliance on anything contained in ARMS’ communications. The document may not cover every risk, exposure or hazard that may arise and Aviva recommend that you obtain specific advice relevant to the circumstances. 
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Drivers Responsibilities
Health & Safety

Health & Safety Regulations place the following duty on each and every employee while at work;

To take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions at work.

To cooperate with their employer so far is necessary, to enable any requirement or duty imposed on them to be complied with.

Not to intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety and welfare in pursuance of any of the relevant statutory provisions.
In addition to your general duty of care, described above, you have particular duties and responsibilities arising out of your employment with A.N. OTHER.
· You must maintain an awareness of the length, width and height of your vehicle and an appreciation of speed and distance.

· When manoeuvring your vehicle, you must be aware of the space into which you are moving, the safety of others and property or equipment in the vicinity. If in doubt, stop, get and of your vehicle and look!
· You are responsible for the securing of your load, whether you loaded it or not.

· You must avoid being on duty when unduly fatigued or when ill or unfit for any other reason.

· You must carefully follow the correct safety procedures described during all of your operations
Reporting of Accidents / Incidents / Near Misses
All accidents, which cause personal injury, however minor they may seem, must be reported to the traffic office as soon as possible. Every personal accident will be recorded in the accident book which is kept in the traffic office.
To comply with the requirements of the Motor Insurance Policy, it is essential that the accident report procedure described in this handbook is strictly observed in any of the following events:

a.
Any accidental or malicious damage to the vehicle. 

b.
Any actual or attempted theft of or from the vehicle. 

c.
Fire.

d.
Collisions of any kind.
(whether or not involving any third party vehicle or property including any collision where known damage is caused to the company vehicle).

Action must be taken to protect you, the company and our insurers following a collision.

Re-training and disciplinary action will be considered against employees with a poor ‘own fault’ collision record.

If, because of the late supply or inaccurate nature of information being given of a collision, the company is involved in additional costs, the employee responsible may be subject to disciplinary action.

Accident report procedure
Road related collisions involving injury must be reported to the local police within 24 hours.

All damage resulting from collisions, theft, fire, vandalism etc., however minor, involving a A.N. OTHER vehicle must be reported to the Traffic office immediately after the event, in order that our insurer can be notified without delay. The following action must be taken at the scene of the collision and subsequently:

a.
Obtain names, addresses and, if possible, motor insurance details from each third-party driver involved in the accident. Make a note of the make, description, e.g. van, car or bus, and registration details of every vehicle involved. If any vehicle is, or appears to be owned by a company or business, obtain the name and address of the owner.

b.
Give your name and address; company name and head office address to all third parties, stating that the necessary insurance details will be provided by A.N. OTHER.
c.
At no stage admit liability. Make no comment or statement on the accident (except to a police officer).

d.
Notify the police if personal injury has been sustained by anyone in the collision; or if the third party did not stop or drove off before giving you personal details; and in cases of theft.

e.
Obtain the names and addresses of all 3rd parties involved in the collision (if possible) and as many independent witnesses as possible.
f.
Pace out (measure) the position of vehicles on the road and take pictures of the scene if possible.

g.
Do not remove your vehicle under its own power if this could cause further damage. Contact the traffic office who will make arrangements for the removal of the vehicle.

h.
Complete the accident report form contained in this handbook or obtain one from the traffic office to show the location, third party details, and details of witnesses, police action and the circumstances.

Collisions – miscellaneous
The company wishes to return vehicles to you with all repairs completed as quickly as possible. Any delay in reporting an accident involving your vehicle can delay repairs. Minor repairs that affect roadworthiness e.g. broken headlamp, bulb, may be carried out immediately but must still be reported.

If a third party who was involved in the accident admits liability and is willing to sign a statement to that effect, it will obviously assist our insurers to make an appropriate claim, but such a statement must be given entirely voluntarily.

Do not offer a similar statement yourself to any third party.

Incidents involving lampposts, telegraph poles, bollards, manhole covers, road signs or other public property must also be reported. They must also be reported to the police either at the scene of the accident or the nearest police station.

Collisions involving private fences, walls, gateposts etc., must also be reported. Whenever possible, the owner or occupier of the property should be notified. If they are not available notify the incident to the police. This action applies to collisions involving any unattended third-party vehicles. Remember that if you fail to stop after a collision or fail to report to the other party, or to the police, you may be prosecuted.

Collisions involving animals must also be reported to the police.

Near Miss Reporting
It is estimated that on average for every 1 work related fatality or serious injury there are 29 not so serious injuries and 300 near misses. By reporting all near misses and unsafe practices, it is hoped that measures can be taken by A.N. OTHER to prevent accidents & injuries.

Drivers are encouraged to report all near misses and unsafe practices and also to suggest and contribute to safer methods of working. 

Fitness to Drive
Driver Fatigue

Driving when you are tired greatly increases your accident risk; sleepy drivers kill more people than drink drivers.

To minimise this risk;

· Make sure you are fit to drive. Do not undertake a long journey if you feel tired.

· Plan your journey to enable you to take sufficient breaks. A minimum break of 15 minutes after two hours of driving is recommended by the Highway Code.

· If you feel at all sleepy, stop in a safe place. Do not stop on the hard shoulder of the motorway, they are for emergency use only. Take a nap for up to 20 minutes or get out of the vehicle, have a walk around a maybe a drink of strong coffee. 

· If you are fighting to keep yourself awake then get off the road and inform the traffic office so they can take appropriate action.

Sleep Apnoea

It is generally appreciated that driver fatigue and tiredness compromise safety. It is important however to be able to recognise “Sleepiness” where it is due to an underlying medical condition such as OSA (Obstructive sleep apnoea) 

Many drivers with OSA have had a motor vehicle accident due to falling asleep at the wheel. Most sufferers do not realise that they have the condition.

Invariably, OSA victims suffer from excessive daytime sleepiness and other symptoms include:

· Loud snoring (With periods of silence followed by gasps)

· Generally restless sleep

· Falling asleep during the day

· Morning headaches 


· Difficulty concentrating/forgetfulness

· Irritability and or mood/behaviour changes 

If any person suspects they may have this condition they should contact their GP. The condition is generally fully treatable without the need for surgery.

DVT (Deep Vein Thrombosis)

DVT can affect individuals who are seated in a confined space for extended periods of time.

To minimise the risk, it is recommended that both drivers and passengers take the following precautions; -
1. Stop and take a break at least once every two hours where practical

2. Get out of the vehicle, walk around, exercise the lower legs and take in fresh air.

3. Drink plenty of water, to stay hydrated

4. Wear loose fitting clothing.

Symptoms of DVT may include; -
1. Swelling of the legs

2. Redness and an increased temperature of the leg

3. Noticeable pain

If any person suspects they may have this condition, medical assistance should be sought immediately.
Alcohol, Drugs and Driving

Alcohol

There are strict legal alcohol limits for drivers, but it’s impossible to say exactly how many drinks this equals - it’s different for each person. The limits in Scotland are different to the rest of the UK. If you drive or attempt to drive, while above the legal limit or unfit through alcohol, you may get:
· 6 months’ imprisonment

· an unlimited fine

· a driving ban for at least 1 year (3 years if convicted twice in 10 years)

Causing death by careless driving when under the influence of alcohol can lead to;

· 14 years’ imprisonment

· an unlimited fine

· a ban from driving for at least 2 years

· an extended driving test before your licence is returned
Drug Driving

It’s illegal to drive if either:

you’re unfit to do so because you’re on legal or illegal drugs

you have certain levels of illegal drugs in your blood (even if they haven’t affected your driving)

It’s an offence to drive if you have over the specified limits of certain drugs in your blood and you haven’t been prescribed them.

Talk to your doctor about whether you should drive if you’ve been prescribed any of the following drugs:

· amphetamine, e.g. dexamphetamine or selegiline

· clonazepam

· diazepam

· flunitrazepam

· lorazepam

· methadone

· morphine or opiate and opioid-based drugs, e.g. codeine, tramadol or fentanyl

· oxazepam

· temazepam

You can drive after taking these drugs if:

· you’ve been prescribed them and followed advice on how to take them by a healthcare professional

· they aren’t causing you to be unfit to drive even if you’re above the specified limits

Penalties for drug driving

If you’re convicted of drug driving, you’ll get:

· a minimum 1-year driving ban

· an unlimited fine

· up to 6 months in prison

· a criminal record

Your driving licence will also show you’ve been convicted for drug driving. This will last for 11 years.

The penalty for causing death by dangerous driving under the influence of drugs is a prison sentence of up to 14 years.

Any employee who seeks help and guidance in overcoming a drug or alcohol problem will be treated positively by the company, but only if this is before being selected for a screen or test, for any reason.

The Company will make every effort to find alternative employment for drivers who are temporarily rendered unfit to drive, as a result of prescribed medication, but who are still able to undertake other duties.

Failure to disclose the use of legal or illegal drugs is a disciplinary issue. If this is discovered by any enforcement agency such as the police this will also result in loss of driving licence and a fine. 

Employees, whose normal duties include driving, will be, during all working hours, subject to the statutory limits applicable to alcohol and drugs, as specified from time to time; failure to adhere to these limits will be a disciplinary matter.
 The company reserves the right to carry out screening;

· at the start of employment

· with cause

· with suspicion

· randomly 

Mobile Phone Safety
It’s illegal to hold and use a phone, sat nav, tablet, or any device that can send or receive

data, while driving.
This means you must not use a device in your hand for any reason, whether online or offline.

For example, you must not text, make calls, take photos or videos, or browse the internet.

The law still applies to you if you’re:

· stopped at traffic lights

· queuing in traffic

· supervising a learner driver

· driving a vehicle that turns off the engine when you stop moving

· holding and using a device that’s offline or in flight mode

Exceptions

You can use a device held in your hand if:

· you need to call 999 or 112 in an emergency and it’s unsafe or impractical to stop

· you’re safely parked

· you’re making a contactless payment in a vehicle that is not moving, for example at a drive-through restaurant

· you’re using the device to park your vehicle remotely

Using devices hands-free

Hands-free access means using, for example:

· a Bluetooth headset

· voice command

· a dashboard holder or mat

· a windscreen mount

· a built-in sat nav

The device must not block your view of the road and traffic ahead and you must remain in full control of the vehicle at all times.

It is worth noting that as employers, we will not be legally liable for supplying a mobile phone to a driver or inadvertently phoning them when in the vehicle.
As an employer we can not and will not "cause or permit" the offence of driving a vehicle that someone can not properly control.

Using a mobile phone while driving a motor vehicle is an endorsable offence (CU80), where 6 penalty points will be applied in addition to a fine. 

Policy

As a consequence, we prohibit all use of hand held mobile phones whilst driving. In addition, where hands free kits are provided, these should only be used for incoming calls and then only when it is safe to do so. The message should be brief; outgoing calls should only be made when the vehicle is parked in a safe, legal place with the engine turned off. The use of mobile phones to make calls, text, take photos, videos or browse the internet is strictly forbidden whilst driving.

These rules apply to the use of all types of mobile or fixed communication or other electronic equipment, including satellite navigation and telematics equipment.

Smoking in Vehicles

All A.N. OTHER vehicles have been designated as a workplace in accordance with our smoke free policy and as such smoking is not permitted in any vehicle. 

Use of Portable Cooking Equipment

The use of Portable cooking stoves is forbidden in A.N. OTHER vehicles. There is a high risk of personal injury, fire and damage from use of such equipment in a confined space. Any driver found to be using such equipment will be subject to the company disciplinary procedure.  

Professionalism
Attitude

As a driver, you should appreciate that when driving a vehicle on behalf of A.N. OTHER you are not only representing the company but also our customers’ customer. You are an ambassador for the company and in daily contact with the customer.
You should always drive your vehicle in a courteous manner and exhibit a courteous manner when in contact with our customers.
Punctuality

In order that we can provide a punctual service to our customers we rely on drivers to report to work at the time required or as required by the traffic office. Drivers are expected to perform reasonable other duties, as required from time to time.
Driver & Vehicle Appearance

You should ensure that both you and your vehicle present the correct company image. 

· Drivers should be clean and presentable at all times.

· Ensure your vehicle safety checks are completed daily.

· Ensure your vehicle is clean before leaving the depot.

· Report any accident damage to the transport office using the defect report sheet provided to you.
Operations

Vehicles & Trailers General

As an employee of A.N. OTHER you have a duty of care to your employer and the public at large in respect of the use of the vehicle and trailer, which is provided for operational duties. You should exercise care and consideration for the equipment and not misuse it.
You must use any equipment fitted to the vehicle that is provided in the interests of health and safety. Use of seatbelts, for example is mandatory and is a legal requirement if fitted to the vehicle.
You are a company representative and are responsible, along with the company, for any infringement of the law and may be taken to court with the company to answer for any failings.

Working at Height

According to statistics available from the HSE, around 2000 workers are seriously injured every year as a result of falling from a vehicle and about five of these people suffer fatal injuries.

Many of the incidents involve falls from below head height.
As a consequence, you should take all practical steps to prevent this type of incident happening to you.
· Before climbing on or off a vehicle check the ground conditions under foot.

· Beware of possible hazards e.g. potholes, loose or uneven surfaces, oil and grease, ice.

· Take care in low light conditions

· Always use the grab handles and steps provided, keeping 3 points of contact at all times

· Do not jump from vehicles

· Always descend backwards from vehicles, catwalks, ladders etc

· Do not climb in or out of a vehicle whilst carrying anything that could affect safe access/ egress. Bags etc should be placed on the footwell prior to climbing in or out of the vehicle
· Report any unsafe conditions/observations

Tachographs
Drivers using an analogue tachograph must:

· Check the time is set to the official time of the country in which the vehicle is registered

· Make sure the tachograph doesn't need an inspection or recalibration, by checking the seal is intact and the plaque is in date

· Complete all centrefield details on every chart. However, the ‘total km’ field is not legally required to be completed

· Use a chart that's compatible with the tachograph

· Report to the traffic office if the tachograph is faulty or if you are unsure how to use it properly

· Ensure the mode switch is set correctly throughout each shift

· Make written manual entries when working away from the vehicle and unable to use the recording equipment, or if the rules have been broken because of an emergency

· Record the registration number and odometer reading of any new vehicle used on the shift, together with the time of the vehicle changeover

· Be able to produce the relevant records at the roadside

· Return charts, which you are not required to keep, to the traffic office as soon as possible, but in any case, within 42 days

Drivers using a digital tachograph must:

· Check that the tachograph doesn't need a recalibration

· Ensure there are sufficient supplies of print roll on board the vehicle after inserting the driver card, plus complete any data entry manual records in UTC and confirm the start location as instructed by the equipment

· Ensure the mode switch is set correctly throughout the shift

· Report to the traffic office if the tachograph is faulty or if you are unsure how to use it properly

· Make a printout and provide written manual entries if it's impossible to use your card, the rules have been broken due to an emergency, or an enforcement officer requests it (they may also be asked to sign that it's a true record)

· Be able to produce the relevant records at the roadside

· Allow the company to download data from the vehicle
Daily Vehicle Checks

Daily vehicle checks must be carried out in full at the start of duty including overnight stops away from the depot. The checks are to be recorded on the A.N. OTHER Inspection and Defect report. Checks are to be repeated for all equipment changes that take place during each shift.
It is the driver’s responsibility to report any vehicle or trailer fault.
Advanced Driver Assistance Systems (ADAS)

Modern vehicles often benefit from Advanced Driver Assistance Systems, such as autonomous emergency braking (known as AEB and mandatory on most new LGV’s), lane departure warning and speed sign recognition. These systems are designed for your safety and must not be disabled or tampered with. If you are unsure how these systems work, please report to the traffic office.
Telematics and In-Vehicle CCTV

The company may require that telemetry and/or in-vehicle CCTV is installed in company vehicles. The primary aim for this is to reduce driving at work incidents, injuries and costs, but could also include identifying higher risk drivers, vehicles and routes, optimising routes and schedules, reducing exposure to high risk driving situations, identifying driver training needs, reducing vehicle costs and improving collision investigation. We ask that you support such initiatives.

All employees are duty bound by law to ensure that you “work” safely and must not knowingly do something or omit to do something which may put yourself or others at risk.
ISO 7638 Cable
The ISO7638 cable provides the electrical feed for anti-lock braking (ABS) functions. Failure to connect the cable where a socket is fitted to a trailer not only puts your life and the lives of others at risk but is also a DVSA PG9 offence and internal disciplinary matter.
Tyre Changes/Wheel Nut Checks

Where a vehicle has been subjected to a tyre change and the wheel nuts removed and refitted, it is essential that the wheel nuts are subject to a re-torque to prevent wheel loss, within 2 days or 500km of the wheel being refitted. It is the driver’s responsibility to inform the traffic office if a vehicle requires a wheel nut re-torque.

Vehicle & Trailer Coupling/Uncoupling

· Never ‘drop’ the red air line for parking

· Always apply the handbrake before leaving the cab

· Always apply the trailer handbrake before uncoupling

· Always ensure the trailer handbrake is applied before coupling

Uncoupling (to be carried out in this order)

1. Find a suitable place to park with firm level ground to support trailer

2. Apply unit parking brake

3. Apply trailer parking brake

4. Wind down landing legs

5. Disconnect all air, electrical and hydraulic connections and stow them safely

6. Unclip 5th wheel safety clip and pull out locking bar

7. Remove trailer number plate and stow safely

8. Ease the tractor forward slowly and check that the trailer remains stable after uncoupling
Coupling

1. Check around the trailer to be coupled for accident damage and report if found, before coupling.
2.  Check that the tractor and trailer are compatible (i.e. rear lights will not collide with landing legs) and trailer kingpin is at correct height. If not, adjust tractor height as required.
3. Ensure trailer parking brake is applied.

4. Reverse tractor slowly under trailer until coupling is heard to lock.

5. Select a low gear and attempt to move forward with trailer brake applied to ensure firm connection.

6. Apply tractor parking brake before leaving the cab.

7. Fasten 5th wheel safety clip.

8. Connect all air and electrical couplings.

9. Wind up landing legs and stow handle securely.

10. Fit correct number plate and release trailer parking brake.

11. Carry out pre journey vehicle checks.

12. When moving off gently apply footbrake to check for operation of all brakes.

Safe Parking / Vehicle Security

When parking away from base for more than one hour, drivers should ideally use in order of precedence:

1) An authorised lorry park.

2) Secure premises, for example a factory or transport depot by prior arrangement to where there is no access to the public.

3) Some other place which is not a road, nor within 15 metres of occupied premises, nor a place where the public normally pass or gather.

If you leave the vehicle, lock and secure it with the master switch turned off (if fitted). The tractor unit must remain coupled to the trailer.

Any suspicious circumstances surrounding vehicle security must be reported immediately.

Speed Limits.
Unless there are signs showing otherwise, the national speed limits for goods vehicles are as below, with some lower limits applying in Scotland and Wales.
Motorways


60mph (Scotland 60mph)
Dual Carriageways

60mph (Scotland 50mph)
Other Roads


50mph (Scotland 40mph)

Built up areas


30mph (Wales 20mph)
These limits may be subject to a lower speed limit and also bear in mind that road conditions could dictate a safer lower speed.

Persistent driving at speeds in excess of legal limits will become a matter for re-training/disciplinary procedures.

A.N. OTHER LGV’s are fitted with speed limiters. Should you find that the limiter is defective, then you should complete a defect note, drive at the prescribed limits and report the fault on your return to the depot.

Driving in Adverse Weather Conditions
The risk of a collision is increased whilst driving in adverse conditions (Inc. snow, rain, fog, low sun and wind)

 To reduce the risks, check that;
· All lights are working correctly, clean and always switched on in poor visibility.

· All windows are clear of condensation inside and snow and ice outside before moving off.

· Ensure the screen wash bottle is full.

· Mirrors are clean and you have a cloth to keep them clean.

· Allow extra time for journeys.

· Drive with extra care and reduce your speed

· Avoid harsh braking and acceleration

· Maintain a safe distance to the vehicle in front
· If the wind speed is particularly severe, consideration should be given to removing vulnerable vehicles from the road (light/high-sided)

· Stay Safe – Stay Alive!

Bridge Awareness.

Drivers must be aware of the height of the vehicle they are driving, in order to prevent colliding with a bridge. Striking bridges is potentially dangerous and expensive.

LGV’s are required by law to be fitted with height indicators in the cab. It is the driver’s responsibility to ensure that they are aware of the vehicle height and the height indicator adjusted accordingly. If you are unsure, contact the traffic office.
The standard clearance of a motorway bridge is 16ft 6in or 5.03m. Bridges with less clearance should usually have a round ‘prohibition’ sign with the maximum headroom marked on it. It is an offence to drive under a bridge if your vehicle is higher than the marked clearance.
A.N. OTHER could be liable for the costs of any bridge damage or interruption to road or rail services.

All navigation aids must be company approved and specific for LGV use.

Drivers must also be aware of the weight limits imposed when travelling over bridges with weight restrictions.
Vulnerable Road Users.
All vehicles have blind spots, and it’s vital you understand yours and how to minimise the risks they pose. Failing to see people and things in your blind spots can lead to costly damage or, worse, death or serious injury, and potentially losing your job, licence or being prosecuted.

You have a responsibility to look out for other road users, particularly pedestrians, cyclists, motorcyclists and horse riders, who are more vulnerable, and especially children, who can act unpredictably and may not understand how a vehicle will manoeuvre. People on foot, bicycle or motorbike account for half (50%) of all road deaths worldwide.

Before setting off

Familiarise yourself with your blind spots, especially in vehicles you are new to. Think about what manoeuvres might be affected by blind spots and how you could avoid these or reduce the risk. 

For example: the side blind spot can be a risk when changing lanes or turning at junctions and blind spots immediately in front of large vehicles can pose a danger when pulling away at crossings.

Larger vehicles may have extra devices such as camera monitoring systems, wide-angle mirrors, under-run guards and reversing alarms fitted to comply with regulations and make them safer. Know what devices are fitted to your vehicle and how to use them. Let your manager know if you haven’t received training on this. However, don’t rely on these devices. You also need to avoid risky manoeuvres, drive and manoeuvre slowly and cautiously and stay alert.

What you can do…

· know the vehicle, where its blind spots are and which manoeuvres are affected

· know how to use blind spot devices but don’t be overly reliant

Manoeuvre safely

The biggest danger to vulnerable road users caused by blind spots is when you are manoeuvring, such as changing lanes, reversing, or turning. Three-quarters of cyclist crashes in Britain are at or near junctions.

Up to a dozen cyclists can be concealed in the side blind spot of a large truck.

Some manoeuvres, such as reversing and changing lanes, should be avoided whenever possible. If they can’t be avoided, proceed very slowly and carefully, checking all around and using mirrors and other devices.

What you can do…
· avoid high-risk manoeuvres, such as changing lanes or reversing whenever possible

· check around carefully before and during a manoeuvre and take it very slowly

· check twice and look longer for other road users at junctions, especially cyclists and motorbikes

· keep windows and mirrors clean and clear

· use a banksman if provided

· tell your manager if you think you need further training, or if a site’s layout or your routing is making manoeuvring risky, or causing you to make risky manoeuvres

Site Traffic Rules.

Drivers need to be aware that site procedures can change from site to site when collecting or delivering goods and must obey the rules that apply.

When visiting an unfamiliar site, ensure that you consider your own safety and that of others, especially when manoeuvring your vehicle. If in doubt, ask for assistance. 

Each A.N. OTHER site has a traffic plan to control free movement of pedestrians in areas where vehicles operate. The plan is posted on notice boards, please ensure you are familiar with this and always observe speed limits.
Wearing of high visibility clothing is mandatory in all traffic movement areas of A.N. OTHER.
Roadside Enforcement Checks
Police and DVSA officers have the authority to require a vehicle to stop. Once stopped, Police, DVSA and also the Health & Safety Executive (HSE) have the authority to inspect vehicles and ask relevant questions of the driver. You are obliged to provide all the necessary assistance required by such authorities.

Drivers should notify the traffic office that they have been stopped.

On completion of the roadside check drivers should always request a receipt or form to indicate the status of the check and the result. This should be returned to the traffic office with an explanation concerning the details of the check as soon as possible.
Unauthorised Passengers.

To help the control of possible third party injury claims against our fleet insurance policy, the carrying of non-authorised passengers in any company vehicle is forbidden.

The rules for carrying passengers are: ‑
1.
No person other than company employees are to ride as passengers in company owned vehicles.

2.
All authorised passengers are to occupy a factory fitted seat. Passengers are not to be carried in the back of cargo vans/trucks.

3.
No kerbside passengers e.g. hitchhikers, are to be carried in any company vehicle.

4.
All persons carried in company vehicles will use the seat belts where they are fitted (both front and rear seats if applicable).

5.
Under no circumstances should children be carried in the cabs of commercial vehicles, on plant items, or any other mechanical equipment.
Vehicle Breakdowns

In the event of a breakdown, the incident should be reported to the Traffic office immediately, giving as much information as possible about the nature of the defect and the location of the vehicle. Repairs of the vehicle can only be authorised by Depot/Transport Managers. Please do not allow any person or business to undertake work on your vehicle without the express permission of the Traffic Office.

When a breakdown results in your vehicle having to be towed, please remember that towing a vehicle an excessive distance can cause major damage to the drivelines. As a general rule, if your vehicle has to be towed for a distance of more than two miles, please make sure that drive lines/couplings are disconnected (you are not expected to carry out this work yourself).
Consideration needs to be given for yourself, any passengers you have and the general public in the event of a breakdown. Never remain in the vehicle if it is on a motorway or obstructing the road and retreat to a safe distance wearing your high visibility clothing. Warn other motorists if it is safe to do so. Warning triangles and hazard warning lights are designed for this purpose. If the vehicle has broken down in an unsafe position contact the Police for assistance.
Working Time Directive / Drivers Hours Regulations 
The Road Transport Directive for Mobile workers.
This directive applies the following restrictions:

· An average 48 hours working time averaged over a suitable reference period (17 weeks)
· A maximum of 60 hours working time in any one week.

· The right to a 30 minute break if working time totals between 6-9 hours or 45 minutes if over 9 hours.

Working time includes;
· Driving, loading or unloading a vehicle

· Vehicle cleaning & maintenance

· Work intended to ensure the safety of the vehicle and its passengers

· Waiting time where the foreseeable duration is not known

· Any other work including administrative duties

· Training

Working time does not include;
· Periods of availability (POA)

· Daily breaks, daily or weekly rest periods

· Emergencies

· Voluntary work
EU Drivers Hours Regulations
All drivers whilst employed by A.N. OTHER must comply with the EU driver’s hours and Tachograph legislation.

The fixed working week is a 7-day calendar week extending from 00.00hrs Monday to 24.00 Sunday.

The driver must be able to produce at the roadside:

– Tachograph charts and any legally required manual records for the current day and the previous 28 calendar days; and

– The driver’s digital smart card (if they hold one)
A summary of the rules for driving and rest periods is given below;
	Daily driving

	9 hours, extendable to 10 hours twice a week

	Weekly driving

	A weekly limit of 56 hours

	Fortnightly driving

	Maximum of 90 hours driving during any two consecutive weeks

	Breaks from driving

	Total of 45 minutes at or before the end of 4.5hrs continuous or cumulative driving. The 45 minute break may be split into two breaks, the first being at least15 minutes long and the 2nd at least 30 minutes. Once a total of 45 minutes break has been taken, the driving time calculation begins again

	Daily rest
	11 hours in the 24 hour period, which begins at the end of the last daily/weekly rest period. May be reduced to a minimum of 9 hours no more than 3 times between weekly rests. Reductions no longer require compensation.


	Split daily rest
	Split daily rest can be taken in two periods, the first period being at least 3 hours long and the second at least 9 hours long


	Weekly rest
	45 hours can be reduced to 24 hours at base or away from base. Reductions must be compensated by the end of the third week following the week of reduction. A full regular 45 hour rest is required in any two weeks


	Other work
	You must record all other work for days within any fixed week that you have driven a vehicle in scope of Tachograph rules



Drivers must refrain from eating and drinking in the vehicle unless it is parked safely.
Communication
To enable A.N. OTHER to provide a first class service to its customers it is essential that communication channels are laid out and clearly understood by all employees.

Where drivers are unable to commence their duties at the agreed start time due to illness, they must inform the traffic office. If they are unable to telephone, they should nominate a person to call on their behalf. It is essential that this call is made as early as possible to allow workloads to be re-scheduled.

All collisions and incidents must be reported to the traffic office as quickly as possible. Drivers must clearly show on their worksheet if they have been involved in such an event.
Any complaints received from a customer or member of the public must be reported to the traffic office either by telephone or on return to the depot.

Driving Licences / DQC
You must hold a full, current and valid driving licence for the class of vehicle being driven, which must be made available for examination when required by the company. You may be asked to complete a three year mandate, or to provide a ‘check code’ in order that your licence details can be verified via DVLA.

You must immediately report any event (e.g. endorsements, convictions or health conditions) which could invalidate your driving licence, to your manager. All endorsements should be reported for insurance purposes. The above applies regardless of whether a company vehicle was driven at the time or not.
It is your responsibility to renew the licence, including the photocard (where your licence was issued after July 1998) and it should be carried at all times.

Any driver who holds an ADR certificate for the carriage of dangerous goods must ensure the licence is signed and kept with you at all times and available for inspection by authorities. This is a legal requirement.
Driver CPC Training
You must carry your CPC driver qualification card (DQC) while driving a large goods vehicle or passenger-carrying vehicle professionally.

You can get a £50 fixed penalty for driving professionally without your DQC.

Driver Handbook

I acknowledge receipt of a complete copy of the A.N. OTHER Driver Handbook and agree to comply with the procedures therein.

Drivers Name……………………………………………………..

Signature………………………………………………………….

Date……………………………………………………………….

Managers Name…………………………………………………..

Signature………………………………………………………….

This page is to be removed after the driver has signed for acceptance and is to be placed in the individual’s personal file.

LGV Driver Handbook 
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Please Note


This document is to be used as a suggested base template only. The wording that appears in red is to be treated as guidance notes. Some information may be omitted that could be deemed necessary from a company or statutory view. These wordings will not apply to every company, they are for consideration only and should not be relied upon or construed as advice.





This document contains general information and guidance only and may be superseded and/or subject to amendment without further notice. Aviva has no liability to any third parties arising out of ARMS’ communications whatsoever (including Loss Prevention Standards), and nor shall any third party rely on them. Other than liability which cannot be excluded by law, Aviva shall not be liable to any person for any indirect, special, consequential or other losses or damages of whatsoever kind arising out of access to, or use of, or reliance on anything contained in ARMS’ communications. The document may not cover every risk, exposure or hazard that may arise and Aviva recommend that you obtain specific advice relevant to the circumstances. 
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