
 

����
����
����
����
 

�

�������
 
 

�		
����



 

����

����
����

��

���
�����������������

���
�����������������

���
�����������������

���
���������������� ���
����

����
I confirm that I have received a copy of the Company 
‘Safety Booklet’ and shall endeavor to comply with 
the contents to help determine a safe working 
environment on Kenny Skip Hire or other work sites. 
 

 

 
Print Name…………………………………… 
 
 
 
Sign………………………………………….. 
 

 
 

 
Date………………………….. 
 
 
Please detach along perforation and return this 
acknowledgement slip to the office. 
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This booklet provides some practical guidance on 
working safely in the course of carrying out Kenny Skip 
Hire day-to-day activities. 
 
Although a large majority of the legal health and safety 
duties fall on employers, health and safety legislation 
does place obligations on employees. These tend to be of 
a general nature and basically require employees to look 
after their own health and safety and that of others, while 
working, to co-operate with employers in matters of 
health and safety, including properly using any 
equipment, procedures or protective measures provided, 
and not to behave recklessly. 

 

 
 

  



 

 
 
The prevention of accidents calls for a systematic 
assessment of risks, the selection and use of safe working 
methods and a real team working approach to hazard 
elimination. 
 
People are by far the most important asset of our 
business. The purpose of this booklet is to help people 
work together safely.  
 



 

 
 
 

 
�������������	���	�
�������������	���	�
�������������	���	�
�������������	���	�
� ���
 
It is a legal requirement that for every work activity 
undertaken by Kenny Skip Hire where there is a 
significant risk of injury, a risk assessment is produced 
identifying the hazards and the potential risks to health 
and safety, and puts control measures into place to 
eliminate the risk, or reduce it as much as possible. 
 
Safe systems of work are then generated to instruct the 
employees how to carry out that activity as safely as 
possible. 
 
It is the duty of every employee to understand and work 
in accordance with these instructions and co-operate with 
their employer. 
 
It may be necessary to attend an induction prior to 
starting work. This is essential to ensure that your are 
aware of all security, access, fire and emergency, work 
and welfare arrangements that are provided and in place 
 
 
 

IF IN DOUBT, STOP AND SEEK ASSISTANCE 
BEFORE CONTINUING 
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All new personnel shall undergo induction training on 
arrival. 

 
No work activity shall be undertaken until all those 
involved have been briefed on and understand the content 
of the respective safe system of working. 

 
If you feel unsafe in any situation - STOP 
IMMEDIATELY and advise your immediate line 
manager. 

 
The wearing of hard hats, high visibility tops and 
protective footwear is mandatory. 
 
Hard hats can only be removed once inside the cab of 
vehicles or mobile plant.  

 
Additional PPE must be worn in accordance with specific 
work activity requirements relating to that work activity. 

 
Observe all safety signage and notices. 

 



 

Access to the large processing yard is only via the 
pedestrian access route. Under no circumstances use the 
main vehicular traffic entrance gate.  

 
Authorised persons ONLY are allowed within work 
areas. 
 
Access / escape routes must not be blocked or restricted 
in any way. 
 
Smoking shall be prohibited in mobile plant, yard offices 
or welfare facilities. 

 
All accidents must be recorded in the accident book 
located in the main office building. 

 
The consumption of alcohol and drugs is prohibited. 

 
Food is only to be consumed in the designated mess 
room. 

 
In the event of a fire or emergency ensure that the 
requirements of the fire and evacuation plan are followed. 
Proceed to the designated muster point and remain there 
until instructed otherwise by the site manager. 

 
No person shall interfere with fire extinguishers, or abuse 
any equipment provided for health and safety purposes. 

 
Transistor radios or personal stereos / walkmans are not 
allowed. 



 

 
Mobile phones can only be used to speak to or receive 
calls from your line manager and these calls must be 
made from a place of safety. 

 
Every accident and near miss event must be reported to 
your immediate line manager. 

 
No personnel shall indulge in fighting, horseplay or 
practical jokes. 
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Hard hats, protective footwear with steel toecaps and 
midsoles and high visibility tops shall be worn at all 
times. 
 
Do not approach grab machines, or any other mobile 
plant, unless the driver is aware of your presence. 
 
Do not work at the side or rear of the grab machines. 
Work always to the front and beyond its reach. 
 
Remain with your allocated grab machine unless 
instructed otherwise by your line manager. 
 
Operate a working policy with the machine driver that 
material for processing is placed outside his area of work. 
 
Ensure that skip wagons or other vehicles delivering 
waste to the site, stop and await further notice from the 
banksman guiding them into position prior to tipping. If 
any driver does not stop without your instruction, warn 
them and, if necessary report the matter to your line 
manager. 
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No person is to operate any mechanical plant or 
equipment unless they have been authorised by their line 
manager and are competent to do so. 
 
Operators must visually inspect the machine and its 
safety devices to ensure that they are in good order. 
Brakes, steering and the like should be tested before 
commencing work 
 
Fire extinguishers shall be installed within the cab for 
emergency use. 

 
Smoking is prohibited within the cab. 
 
Mobile phones cannot be used whilst operating any 
mobile plant 

 
Operators to ensure that all personal protective equipment 
(including hard hats) is worn once they alight from their 
cab. 

 
Grab operators to work with and be aware of their 
allocated picker at all times. 

 



 

A 5mph speed limit is mandatory in all work areas. 
 

All mobile plant/vehicles must have hazard warning 
lights operating. 

 
Vehicles are not to be reversed in work areas unless 
under the control of an authorised banksman. 

 
Report any plant defect or unsafe situation to your 
immediate manager. 
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Only operators, who have been properly trained and are 
competent, shall switch on, operate, or switch off the 
trommell. 

 
Under no circumstances shall unauthorised persons be 
allowed to operate the equipment. 

 
The wearing of hard hats, protective footwear with steel 
toecaps and midsoles and high visibility tops shall be 
mandatory both on and around the equipment. 

 
In addition the operator shall wear ear defenders, impact 
goggles or visor to BS EN 166B and rigger type gloves. 

 
All access ways shall be fitted with guardrails and 
adequate working platforms provided. 

 
All protective guarding shall be in place before the 
Trommell is activated. 

 
Defective or damaged guarding must be reported to your 
line manager. 

 
No person shall walk beneath a ‘live’ conveyor. 



 

 
Emergency stop buttons / isolation systems must be 
tested at start of each shift. 
 
All spillage from a conveyer shall be cleaned up on a 
daily basis. 
Please Observe: -  
 
Maintenance can only be carried out when the 
equipment is stopped, isolated and the engine turned 
off. 

 
The feeder must be on stop before any action is taken 
to free blockages. 

 
Before climbing onto a screen or rotary trommel the 
motion must be stopped, isolated and the engine 
turned off. 
 
The engine cannot be re-started until a verbal 
instruction or raised arm signal has been received 
from the appointed banksman. 

 
No person shall be allowed to ride on a conveyor.
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All drivers shall report to the Client’s site security lodge 
and/or site offices on arrival, for instructions. 
 
Drivers to ensure that all mandatory personal protective 
equipment (including hard hats) is worn when they 
alight from their cab both in the yard and on site. 
 
The vehicle hazard lights shall be working at all times, 
whilst on site.  
 
Movement around the Client’s site shall be in accordance 
with the site traffic management plan. 
 
Site speed limit and safety/warning signage shall be 
strictly adhered to. 
 
Ensure that the area around loading/offloading operations 
is clear. 
 
If limited visibility seek the assistance of a banksman. 
 
Ensure the skips are sited on level ground and the wagon 
is on a stable and level environment capable of 
supporting the stabilisers. 
 



 

Adjust the stabilisers, if necessary, to ensure skip 
stability. 
 
Position the wagon directly in front of the skip being 
collected and fully extend both rear stabilisers. Under no 
circumstances shall empty skips be manhandled to align 
them. 
 
Ensure that chains are hooked up to the anchor points 
when unattached from the skip so as not to swing whilst 
the skip wagon is in motion. 
 
Drivers shall not be responsible for the filling of skips but 
are responsible for stabilising of the load, if necessary 
before leaving site. 
 
If the skip has been overloaded, it cannot be collected. 
Politely ask the client to take out sufficient waste as is 
necessary to allow its safe removal.  
 
If the client refuses to oblige, contact your line manager 
immediately by phone before leaving site.    
 
In accordance with the requirements of the law, loads 
must be securely netted before driving on public 
roadways. 
 
The netting must be completed prior to lifting the skip 
onto the vehicle. 
 
Before leaving site, ensure that vehicle tyres are free of 



 

trapped stones and the like. 
 
On arrival back at the Little Hulton processing yards, all 
drivers must report to the line manager and await 
instructions before off-loading. 
 
Maneuvering in the processing yards must only be under 
the guidance of a designated banksman. 
 
The skip must be lowered to the ground before attempting 
to remove the netting prior to tipping. 
 
Smoking is prohibited whilst in the cab. 
 
Mobile phones cannot be used whilst driving unless it is 
an approved ‘hands-free’ type. 
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All drivers must have in their possession at all times their 
tachograph card and use it at all times when driving a 
vehicle fitted with a digital tachograph system. 
 
If you do not have your tachograph card in your 
possession, you must not drive the vehicle. 
 
At the start of each day the driver shall enter their full 
name, date, place of ‘on’ duty, vehicle registration 
number and odometer reading in the correct place on the 
card. 

 
Enter the tachograph card into the tachograph head and 
close the lid. Do not remove unless authorised to do so. 

 
Remember to operate the work mode switch in order to 
record the various activities undertaken throughout the 
day. 

 
At the end of that day remove the tachograph card, enter 
place of ‘off’ duty, ‘off’ duty date and odometer reading.  

 
If the tachograph becomes defective during the working 
day, report this immediately to your line manager and 



 

make an entry in the ‘vehicle defect report book’. Keep a 
manual record on the back of the tachograph card. 

 
All used tachograph cards up to the previous 28 days, 
must be retained by the driver. Older cards should be 
handed to your line manager (or the nominated person 
displayed on the notice board) at the end of each week. 

 
Do not retain for more than 42 days. 

 
Do not drive a vehicle without a tachograph card in the 
instrument and you must not use someone else’s 
tachograph card in the instrument. 

 
An infringement of the above requirements can result in a 
fine of up to £5000.00 
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The total driving time is 9 hours but may be increased to 
10 hours twice in a week. 
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In any 24 hour period which commences when the driver 
starts work after a daily or weekly rest, a daily rest period 
of 11 consecutive hours must be taken. 

 
However 3 times a week a daily rest period of 9 
consecutive hours may be taken. 
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On each day of the week it is possible to split the rest into 
2 separate periods within 24hours, one must be at least 9 
consecutive hours which must be at the end of the day. 
The remaining period must be at least 3 consecutive 
hours. 
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After a maximum of 6 days work a driver must have a 
regular weekly rest of 45 consecutive hours. 



 

 
This may be reduced to a minimum of 24 hours every 
other week. 

 
Any reduction must be compensated en bloc by the end 
of the third week following the week in question, and 
must be attached to another daily or weekly rest. 
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In any single week����the maximum permitted driving time 
is 56 hours. 

 
In any 2 week period a driver must not exceed a total 
accumulated driving time of 90 hours. 
����
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After a period of 4½ hours consecutive or aggregate 
driving a break of 45 minutes must be taken.����

����
This 45 minute break may be replaced by a break of a 
minimum of 15 minutes followed by a break of a 
minimum of 30 minutes spread over the driving period in 
order to comply.����

����
If at any time during the 4½ hours driving period a driver 
takes his 45 minute break, either en bloc or in any periods 
amounting to 45 minutes, the slate is wiped clean and a 
new driving period of 4½ hours begins again. 

 



 

All tachograph charts will be analysed to ensure full 
compliance with the regulations. 

 
Any infringement will be brought to the attention of the 
driver who will sign to acknowledge them. 

 
An infringement of any of the above can result in a fine 
of up to £2,500.00  
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Tools shall be fit for purpose and shall not be used for 
operations they are not designed for. 

 
Employees shall be competent through experience, 
training and instruction to use all tools and equipment in 
their possession. 

 
Employees required to change abrasive wheels shall have 
been properly trained in accordance with the 
requirements of PUWER. 

 
No essential fixed guarding shall be removed under any 
circumstances. 

 
All electrical equipment where possible shall be 110v or 
less.  

 
Any electrical equipment in excess of 110v shall be 
protected with an RCD circuit breaker. 

 
Equipment and leads shall be visually inspected before 
use and discarded if found faulty. 

 
Vehicles raised with jacks must be additionally supported 



 

with fixed props before any work is carried out beneath 
the vehicle. 

 
Raised cabs and the like shall also be properly supported 
before any work is carried out.  

 
Primers, paints and the like shall be stored in the secure 
metal cabinet when not being used. 

 
Diesel and oil drums shall be stored on the bunded 
platforms. 

 
Gas cylinders shall be stored in the secure cage when not 
in use. 

 
Hand protection in the form of barrier creams, pvc gloves 
shall be worn as required. 

 
Hands/arms shall be washed regularly and before eating 
or smoking with proprietary hand cleaners. Thinners or 
solvents shall not be used. 

 
Vibratory equipment shall be carefully selected to reduce 
vibration levels as much as possible by design e.g. fitted 
with cushioned handgrips. 

 
Operatives shall only operate vibratory tools for short 
periods of time and then shall be given other tasks. 

 
Equipment shall be regularly serviced and maintained in 
accordance with the manufacturer’s recommendations. 
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Work to be carried out only by competent, authorised 
persons. 

 
Arc welding sets are to be calibrated and tested before 
use. 

 
Work areas are kept clear of materials and unauthorised 
persons. 

 
Inspection of all welding cables prior to commencement. 

 
Fire blanket available, if necessary, to protect against fire. 

 
Fire extinguishers provided and placed adjacent to the 
work area. 
 
Fuel and oxygen cylinders to be stored in separate secure 
cages when not in use. Whilst in use be contained in 
purpose made trolleys. 

 
Flash back arresters to be fitted to all cylinders. 

 
PPE in the form of boots, gloves overalls and safety 
helmet shall be issued and worn. 



 

 
Area below shall be kept clear if danger of molten 
splatter falling. 

 
Gas welders to wear box goggles with housings to BS 
1542 and filters to BS EN 169 and 171. 
 
Arc welders to wear helmet or hand screen with housing 
to BS 1542 and filters to BS EN 169 and 170. 

 
Screens shall be erected around the work area to protect 
others working in the garage and/or nearby from the risk 
of welding flash.    

 
Work carried out in well ventilated areas only. 

 
Disposable respirators to at least EN149 FFP2(S) when 
the above is not available.  
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Housekeeping is one of the most important single items 
influencing safety at and around a work location. 
Cleaning up as you go should always be the rule so that it 
does not become a burden and a hazard. 
 
Access and escape routes must be kept clear of materials 
and obstructions of every kind. Should an emergency 
situation arise, these routes will be a vital means of 
escape. 
 
Work equipment must be kept in good condition and any 
defects reported to you immediate manager. 
 
Any oil or fuel spillage must be cleaned up immediately 
using the spill kits provided. 
 
Tools not in use should be placed on work benches and 
not strewn about so as to cause tripping hazards. 
 
Keep the work area clear. Remove any unwanted waste 
regularly. 
 
Toilets, wash-up facilities and drinking water are 



 

provided for your use and comfort. Please help to keep 
these facilities clean and tidy. 
 
Do not allow trailing leads to become trip hazards across 
access routes at any time. 
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Kenny Skip Hire will provide necessary first aid facilities 
or alternatively arrange for the client’s facilities to be 
made available for your use. 
 
First aid facilities are generally available in the main 
office of the garage office 
 
Make sure you know where and how to obtain first aid. 
Find out now before you need it. 
 
Have all injuries properly treated. Even a minor wound 
can lead to major surgery if not attended to properly. 
 
Some injuries, such as eye contamination, need specialist 
treatment. Don’t let a well-meaning amateur worsen the 
injury. Get proper treatment immediately. 
 
Report all injuries to your supervisor and make sure 
details are properly recorded in the accident book. Failure 
to do so may affect your entitlement to benefit. 
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Far too many avoidable accidents occur at work. It is 
from reports of all accidents and incidents, including 
minor accidents and ‘near misses’ (incidents with the 
potential to cause harm), that we can develop safer 
working methods. So please, 
 
· Report all accidents and hazards promptly. 

 
· Report all accidents, no matter how small. 

 
· Ensure an entry is made in the accident book. 

 
· Know who your first-aiders are. 
 
In Case of an Accident 
 
· Call or send for help. Only attempt a rescue if you can 

do so without placing yourself in danger. 
 
· Protect the casualty from more harm. 
 
· Report to your manager promptly. 
 



 

In Case of Hazard 
 
· Warn others and where possible take steps to prevent 

harm or reduce the risk. 
 
· Report the hazard to your manager. 
 
· Don’t make any repairs unless you are competent to do 

so. 
 
 

Please Note - It is your legal duty to report any 
accident or hazard to your manager 
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Lives and jobs, as well as financial loss, are involved if 
fire strikes in a big way.  
 
Prevention of fires in the workplace is vital.  
 
Before commencing work ensure that you read and 
understand Kenny Skip Hire’s fire and evacuation plan, 
know the location of the nearest escape route and the 
designated muster point. 
 
Prevent fires starting by: - 
 
· Obeying ‘NO SMOKING’  signs. 
 
· Ensure quantities of flammable liquids are kept to a 

minimum and stored correctly. Aerosols, paints, 
thinners and primers returned to the secure metal 
storage cabinet 

 
· Unwanted gas cylinders to be placed outside in the 

secure, vented cage provided. 
 
· Not placing clothing or combustible materials on, or 

near, heating appliances. 



 

 
· Having the correct type of extinguisher at hand when 

carrying out hot work. 
 
· Making certain that you know the position of fire 

points in the work area, how to identify the different 
types of extinguishers and their uses, how to operate 
them and also the procedure to obtain assistance in the 
event of fire. 

 
 

If in doubt ask. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Small fires quickly become major fires. In the event of a 



 

fire: -  
 
· Keep calm. 
 
· Sound the alarm or report the fire immediately. 
 
· Only attempt to put out small fires if you can do so 

without placing yourself at risk. 
 
· On hearing the alarm, evacuate the building by the 

nearest fire exit route and assemble at the designated 
muster point. 

 
 
 
 
 

 
 

REPORT ALL FIRE HAZARDS TO YOUR 
MANAGER IMMEDIATELY 
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Care has been taken to ensure that all substances used by 
Kenny Skip Hire are as low a risk to health and the 
environment as can be reasonably practicably achieved. 
However care is be taken to ensure that any risks have 
been identified and suitable and sufficient control 
measures put in place to protect all employees and others, 
including the general public, who may be affected. 
 
Ensure that all control measures detailed this handbook 
are put in place. 
 
Read and understand any relevant information or data 
sheets provided with the product before you transport, 
store or use it. If in any doubt consult your line manager. 
 
Ensure that all containers are properly stored to prevent 
leakage or subsequent damage to the environment. 
 
Fit drip trays beneath any diesel powered equipment to 
contain leakage or spillages. 

 
Drums of fuel and oils need to be stored on bunded 
platforms and any spillages cleaned up using the 
emergency spill kits provided. 
 
Store any fuel or oxygen cylinders separately in the 



 

secure vented cages provided, when not in use.  
 
Ensure that all necessary PPE is worn at all times in 
accordance with the requirements of this handbook. 

 

 
 
 

Monitor noise emissions to ensure that hearing 
protection is adequate both for yourself, and others in 
the immediate area. 

 
Do not eat or smoke unless your hands have been 
washed to remove any contaminates which could be 
ingested.  

 
Ensure that proprietary soaps and cleaners are used. Do 
not use petrol, thinners or the like.  

 
If you do not understand the legal requirements of the 
COSHH regulations, seek advice before any action is 
taken. 
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Over 22,000 back injuries are reported in injury every 
year. Twenty five percent of all industrial injuries are due 
to this problem. 
 
If possible, avoid manual handling as much as possible 
by using alternative means, such as the forklift truck, 
trolleys or pallet trucks. Ungainly loads or those 
exceeding 25kg should not be lifted without assistance.  
 
Ensure that: -  
 
· The person carrying out the lift should be close to the 

load with the feet about hip width apart and the lead 
foot slightly forward in line with the load. 

 
· The knees should be bent so that the body is at the 

correct height. The load can then be lifted by 
straightening the knees, placing most strain on the 
muscles of the thigh and legs. 

 
· The back must be kept straight, i.e. canted to an angle 

not exceeding 20 degrees from the vertical. 
 
· The head should be raised and the chin pulled in, to 

lock the upper part of the spine and avoid a sudden 



 

backward head movement damaging discs in the neck. 
 
· Arms should be close to the body, to keep the load’s 

centre of gravity within the body’s base and the palms 
of the hands and upper parts of the fingers should be 
used to grasp the load. 

 
· Body weight should be used to counterbalance the load 

by moving the rear leg a little further back as the load is 
being lifted. 

 
· Check for rough or sharp edges. 
 
· Always wear appropriate protective clothing including 

gloves. 
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Do not use any mobile work equipment unless you have 
been properly trained in its use and carry a current 
certificate of training. 
 
Ensure that the equipment is in a good state of repair 
before use and that lights, brakes, steering and any 
audible warning systems are working properly. Report 
any defects to your supervisor. 

 

 
 
Ensure that weekly inspection registers are completed and 
returned to your manager on completion. 

 
Forklift trucks with protective cages or bars in the event 
of overturning. Seat belts where fitted must be worn. 
 
Ensure hazard-warning lights are operating when mobile 



 

work equipment is in use. 
 
Ensure that a banksman is present when maneuvering in 
areas where there is a risk of impact or contact with 
others. 
 
Keep clear of other workers and areas where there is a 
risk of an accident. 
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Portable power tools rated at more than 110 volts must 
not be used at work without a residual circuit device 
(RCD) fitted, because of the dangers that arise using 
higher voltage equipment. 
 
It may be necessary to use a transformer 
 
The mains voltage lead to a transformer must be kept as 
short as possible to reduce the risk of accidental damage 
to the cable. 
 
No repairs to electrical tools or equipment are allowed, 
except by a qualified electrician. 

 



 

 

 
Damaged leads must be discarded and not ‘taped up’. 
 
Plugs, sockets and couplers should be of industrial, 
weatherproof type to BS 4343 or similar. This 
specification is designed to prevent electrical equipment 
being plugged into power points of the wrong voltage. 
 
All extension leads for portable tools must be constructed 
of industrial grade sheathed cable. 
 
It is important that all equipment must be efficiently 
earthed, or be of the double insulated type, marked with 
the international symbol for double insulated equipment. 
 
 
 
 



 

 
 
Makeshift connections must not be used. 

 
Regular inspections and maintenance are carried out by a 
competent electrician or special contractor to ensure that 
electrical systems and equipment are in good order.  
 
All portable equipment should be tested at least every 6 
months. 
 
This figure is a maximum period and may require 
adjustment if any equipment is used excessively. 
 
Users should inspect electrical equipment BEFORE each 
use for obvious damage e.g. damaged cable, cracked plug 
top, signs of discoloration or burning etc. 
 
If equipment is damaged it must not be used, it should be 
identified as damaged and should be examined and 
repaired by a competent electrician. 
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Ensure that all hand tools are in good working order and 
do not use tools that are defective in any way.  

 

 
 

Tools should be regularly checked. They should be 
thoroughly examined before storage and if worn or 
damaged, they should be properly repaired or discarded. 
 
Every tool has its proper application. The correct type, 
size and weight of tool should be selected for the job. To 
misuse a tool or to use the wrong type is to invite 
personal injury and accident. 
 
Cutting discs should not be worn. Avoid having to apply 
unnecessary pressure. 
 
When not in use, tools should be stored properly and not 
left on the ground; Tools in use should be kept clear of 
access routes so as not to present a tripping hazard. 
 



 

Where guards are provided for tools they must be used. 
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Many accidents involving abrasive wheels occur every 
year. These accidents are usually due to the incorrect 
mounting and use of abrasive wheels during grinding and 
cutting work. 
 
The following rules must be followed in order to ensure 
that your safety and to protect others whenever abrasive 
wheels are used: -  
 
· You are only allowed to fit abrasive wheels if you 

receive approved training and have been formally 
appointed to carry out work of this kind. 

 
· When fitting a new wheel make certain that the spindle 

speed does not exceed the permitted speed of the wheel. 
 
· To protect yourself and others nearby, the guards must 

always be properly fitted in position whilst the grinder 
is in use. 

 
· Eye protection in the form of BS EN 166B (grade 1) 

goggles must be worn when operating any type of 
abrasive wheel. 

 
· Keep the work area clean and tidy and free from 



 

obstructions. 
 
· Never use a machine that is not in good mechanical 

condition. 
 
· Prevent hearing damage by wearing hearing protection 

during cutting and grinding operations. 
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PPE in the form of clothing or equipment should be 
considered as a last resort in the minimisation of 
accidents. Effort should be placed on reducing or 
eliminating a hazard rather than relying on the use of PPE 
 
High visibility tops and protective footwear must be worn 
at all times. Hard hats must be worn in the processing 
yards and on site 
 
PPE should be capable of fitting the wearer correctly. 
 
It should be compatible with other forms of PPE being 
worn. 
 
PPE should be examined in accordance with the 
manufacturer’s recommendations, by properly trained 
persons before being issued. 
 
Adequate instruction, information and training should be 
provided, where necessary, for the persons wearing PPE. 
 
PPE must be stored properly when not in use. 
 
Personal items should be taken into account. Rings or 
jewelry should be removed to prevent entrapment and 



 

long hair should be tied back. Loose cuffs and ties should 
be secured. 
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Employees individually drive Company vehicles 
thousands of miles each year. 
 
· Keep the vehicle tidy. Remove rubbish, loose tools 

etc., and make sure tyres are free of stones, mud and 
grease. 

 
Accident reports show damage resulting from vehicle 
accidents is a substantial part of total accident costs in a 
year. 
 
· Do not drink alcohol or take medication that could 

affect driving ability before driving a vehicle. 
 
Driving License and Insurance 
 
It is an offence to drive a Company vehicle on a public 
highway without a valid license and current insurance 
cover. 
 
Many insurance policies have specific restrictions on the 
carriage of goods. Ensure that the vehicle and the goods 
to be carried are acceptable and that insurance is in place 
before journeys are made. 
 



 

Maintenance Responsibilities 
 
It is the responsibility of the Company to ensure that 
servicing, daily and weekly maintenance are done in 
accordance with the manufacturer’s recommendations. 
Any defects should be reported immediately by the 
driver. 
 
Road Fund License 
 
It is the driver’s responsibility to ensure that the Road 
Fund License disc is displayed on the windscreen, in the 
correct position. 
 
Seat Belts 
 
Seat belts provided in Company vehicles must be used by 
the driver and passengers irrespective of the length of the 
journey. 
 
Accident Procedure 
 
All drivers are issued with an ‘Accident Management 
Pack’  
 
Straight Away 
 
1. Record the Information: - 
  

· Ensure that you have recorded the place of the 
accident. 



 

 
· Ensure that you have collected all the information 

about the other parties involved in the incident. 
 

· Ensure that you have collected all the information 
about any witnesses who may be able to assist. 
 

· Ensure that you have collected any other relevant 
information which may be of assistance. 
 

· Ensure the THIRD PARTY SECTION is completed, 
detached and handed to the third party. 

 
2. Obtain the Visual Evidence : -  

 
· You are required to take relevant photographs of the 

accident with the accident record camera. 
 

· You must, if applicable, include photographs of: 
 

�� Any damage to your vehicle. 
�� Any damage to any property or other vehicles. 
�� Any skid marks relevant to the accident. 
�� The location of the incident including road 

layout. 
�� The highway and traffic warning signage 

applicable. 
 
Then 
 
3. Note the Following: -  



 

 
· Do not admit liability under any circumstances. 

 
· Ensure that you adhere to your Company procedure. 
 

4. Contact Your Line Manager: -  
 
· To report the accident. 

 
· Arrange to complete the separate Insurer’s Accident 

Report Form. 
 

· Hand in the Accident Record Camera for processing. 
 

· Arrange for you Accident Management Pack to be 
refilled 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


