COMMERCIAL VEHICLE SUPPLEMENT
SUMMARY
It is hoped that the information presented in this document should give sufficient guidelines to enable you to produce a Commercial Vehicle Supplement or Handbook.

This should be read in conjunction with guidance for the main Company Driver’s Handbook and any lease/contract hire handbook where applicable.

INTRODUCTION FOR FLEET MANAGERS
Drivers of commercial vehicles, from 7cwt vans to 44 tonne tractor units, require a different style of management and information. On the following pages are some additional headings and suggested paragraphs that should assist in formulating either a Commercial Vehicle Supplement to your Company Driver’s Handbook, or alternatively a separate Commercial Vehicle Handbook. The size and diversity of your operation will obviously dictate your preference.

As with your Company Driver’s Handbook the aim of this supplement 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.

Once produced, this publication should be carried in the Company Vehicle at all times, providing a useful point of reference for the driver, together with information to cover any eventuality he/she may encounter.

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 draft policy, to ensure that items are not repeated, or contradicted. 
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FOREWORD
This Handbook/Supplement is intended to help drivers operate safety and to assist with the smooth operation of the Company. It is in the best interest of all individuals employed by the Company, for the operation to run effectively and profitably.

1. WORKING TIMES
Drivers should report for duty at the appropriate times unless instructed otherwise by the immediate Manager, or any other member of the Company’s Management.

2. OPERATIONAL DUTIES
Drivers may also be requested by Management to perform other duties such as cleaning vehicles, completing maintenance tasks, or other work directly connected with the vehicle. Drivers refusing to comply with reasonable instructions will render themselves liable to disciplinary warnings and, if sufficiently serious, may result in his/her dismissal.

3. PERSONAL
A)
Personal Appearance
All drivers are requested to maintain a good standard of personal cleanliness and appearance whilst on duty. Where uniforms are provided they should be worn at all times.

B)
Conduct at Customers’ Premises
Drivers are ambassadors of our business. It is therefore important that due respect and regard is given to all our customers and their property. We wish to display a good image of the Company. We therefore ask drivers to be pleasant, polite and helpful, when collecting or delivering goods.

C)
Drinking and Driving
Drivers must not consume alcohol whilst on duty. Any breach of this rule will render the driver liable to instant dismissal. Drivers should always remember that it is still possible to be ‘over the limit’ from alcohol consumed the previous night.

It is important that we all work to the same procedures. Whilst rules have been kept to an absolute minimum, where they apply, they must be complied with.

The Company has the right to vary any of the procedures and/or rules at any time. Any variation(s) will be displayed on Company notice boards, and advised to drivers by means of amended pages for the Company Driver’s Handbook/Supplement.

D)
Health and Drugs
Drivers are also reminded that it is an offence, under Road Traffic Act Legislation, for vehicles to be driven whilst under the influence of certain types of drugs. If you are being prescribed drugs for any medical condition, it is important to make the situation clear, to any doctor who is treating you, that you are a professional driver. The Company will make every effort to find alternative employment within the Company for drivers who are temporarily rendered unfit to drive, as a result of prescribed medication, but who are still able to undertake other duties.

Drivers must inform the Company of any medical condition which occurs during the course of his/her employment with the Company and which might affect their driving ability.

E)
CB's
Any drivers found using offensive language on CB or any other form of two-way radio will have the item removed and may be liable to disciplinary action.

4. ATTACHMENTS
Drivers are not to alter or modify Company Vehicles in any way without seeking prior approval. Personal CBs, radios, television etc., if installation is approved, will not be covered by the Company’s insurance policy. Individuals should ensure that they have sufficient additional cover on their household policy, or some other form of insurance.

5. LICENCES (LCV & Private Car)
Drivers are responsible for ensuring that their driving licences, both ordinary and LGV, or alternatively the combined ‘vocational’ licence, are current.

The Company may examine licences at any time.
Any legal proceeding that may result in either an endorsement or loss of licence must be immediately reported to the Transport Office. Our insurers impose certain limitations upon drivers. Failure to notify any change of licence could mean that individual drivers are not insured.

6. ANNUAL LICENCE CHECK
From time to time, our insurers require the Company to conduct a check of all its employees’ licences.
All drivers of Company Vehicles (car and commercial) are required to produce their LGV licence and/or vocational licence for inspection by the Transport Department annually.

7. DRIVERS HOURS REGULATIONS
All drivers must comply with the Department of Transport Regulations for driving hours. These are summarised in a publication held by the Transport Office, and may be included in your Company Driver’s Handbook. The full regulations for drivers’ hours are also in the Department of Transport Handbook and held in the Transport Office.

Should any driver have any query concerning driving hour regulations, the query should be referred to his immediate manager.

8. TACHOGRAPHS
All regulations regarding tachographs must be strictly adhered to. Again, if you are in any doubt about any aspect of tachograph regulations, please refer the matter to the Transport Department.

Please note:
When a tachograph card is removed for examination in the course of a journey, by either a police officer, or an official of the Department of Transport, the official concerned must initial the card and note the time of the inspection.
When vehicles are parked away from your depot overnight, cards must be left in the tachograph. This is a legal requirement.

9. ROAD TRAFFIC ACT
Drivers are reminded that they have legal obligations under the Road Traffic Acts. All aspects of the Road Traffic Act must be complied with. All incidents, including those arising from personal business, which may result in a prosecution under the Road Traffic Act, must be reported to the Transport Manager.

10. LEGAL COSTS AND FINES
Under certain circumstances the Company may consider assisting with legal costs, incurred by drivers for prosecution(s) brought against them as a result of an alleged breach of law(s) which arise during duty hours.

Under those circumstances the Company will not meet in full, or in part, any fine incurred by a driver. To do so could be interpreted as the Company encouraging or condoning the breach of law or regulations.

11. SPEED LIMITS
Drivers are reminded that they are liable to prosecution, which can lead to either the revocation or suspension of their LGV licence, in the event of tachograph records showing excessive speeding. These records can now be used as evidence in a court of law. Driving in excess of speed limits is not allowed.

The Company will consider fitting speed limiters to driver's vehicles, which are continually found to be driving at excessive speeds.

12. VEHICLES - USE AND CARE
A)
Daily Checks
The following checks must be made both to the Company Vehicle and trailer before proceeding with any day or night work.

1.
Oil, fuel and water/coolant levels.

2.
Tyres tread depths, pressures and cuts.

3.
Lights and indicators.

4.
Wheel nuts ‑ Security.

5.
Tachographs ‑ correct time recording on the tacho card.

6.
Fifth wheel coupling (where applicable).

7.
Air line connections.

8.
Brakes.
B)
Notification of defects
All defects should be reported immediately to the Transport Office. In the event of a defect on your vehicle becoming apparent in the course of your journey, the defect must be reported immediately on your return to the depot, unless it affects the roadworthiness/safety of your vehicle. In these circumstances you must bring your vehicle to a halt and park it as safely as possible and contact the Transport Office immediately.
Under no circumstances will the Company permit or condone the use of the vehicle (or trailer) where there is any defect, which might render it unroadworthy.

13. SECURITY OF VEHICLES
The cab of the vehicles must be locked at all times whenever the vehicle is left unattended. Drivers are requested to exercise maximum care to prevent thefts. Those vehicles fitted with alarms/immobilisers must never be left unattended without the security system being fully operational.

Please note that the Company will not accept any responsibility for theft of personal effects from cabs which are not locked. Thefts should be reported to the Transport Office immediately.

14. SEMI TRAILERS
Semi trailers should never be left at the side of the road, in customer's premises, or in any other location, without the express permission of the Transport Manager. Where trailers are left unattended they must have a fifth wheel pin lock in position.

15. CLEANLINESS
Drivers are requested to ensure that the interior of their cabs is kept clean and the exterior of the vehicle (including trailer) is washed regularly. Please also keep in mind the need to keep the interior of load areas clean, particularly vehicles used for the carriage of food, or other loads, which may become contaminated.

16. UNAUTHORISED USE
1
Vehicles should not be used for any other purpose than that in connection with the business of this Company.

2
Vehicles should not be taken home or parked near the driver’s home overnight without express permission of the Company.

3
Drivers must not allow any person, other than Authorised Company Drivers, to drive their vehicles, for any reason, at any time.

4
Vehicles owned by any other person, or business, should not be driven under any circumstances. If another vehicle is, for example, blocking an entry or exit, please find its owner or driver and ask them to move it out of the way.

17. UNAUTHORISED PASSENGERS
To help the control of possible third party injury claims against our fleet 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 is 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

18. BREAKDOWNS
In the event of a breakdown the incident should be reported to the Transport Manager, or the nearest Company Depot, 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 Transport 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 2 miles, please make sure that drive lines/couplings are disconnected.
19. WINDSCREENS
The Company has arrangements with Autoglass for the replacement of windscreens. They provide nation wide coverage. In the event of a windscreen breaking, please contact the Transport Office or your nearest depot.

20. TYRES
The Company has arrangements for the replacement of tyres with a number of businesses in different parts of the country. In the event of tyre repair/replacement, please contact the Transport Office or your nearest depot.

21. LOADS
A)
Driver's Responsibility
At all times, drivers are responsible for care, security and safety of his vehicle’s load and must exercise the maximum care to prevent loss, or damage and theft.

B)
High Loads/Trailers
There is a particular need for drivers to take care when their vehicles are pulling high loads or trailers. Any vehicle pulling a trailer or load over 12ft high must display the height of the trailer and/or load in the vehicle cab. Height display units, for less than 12ft, will be issued upon request.

C)
Documentation and procedures
Drivers are reminded of the need to take particular care with the documentation for any load and always to ensure that the correct procedures, associated with paperwork, are completed.

22. MOTOR ACCIDENTS
It is an essential part of the job of every professional driver to take care while driving. He/she should exercise extreme care of him/herself, their vehicle, load and, at the same time, have both eyes open for the antics of other road users which can lead to accidents. There have been many occasions when the professional driver (anticipating ‑ reacting quickly) have saved lives. We are proud of our drivers.

‘Safe driving is the mark of a professional driver'
NOTES
DECLARATION
I confirm that I have read and understand this document and will abide by the rules etc. contained within

Name: …………………………………... 
Staff Number: …………………………. 
Department: …………………………… 
Date: ……………………

