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PERSONAL DETAILS

Full Name:



Address:



Telephone No:


Mobile No:



NI No:


Employee No:



Driving Licence No:


Expiry Date:


In case of an accident, please contact:

Name:



Address



Telephone No:


Mobile No:



Relationship



Personal Doctor:



Address



Telephone No:


Blood Group:



Conditions:



YOU THE DRIVER
Customer vehicles are to be driven at a speed not exceeding 56mph (90kph), and all local speed limits and road conditions are to be respected at all times.

AGENCY DRIVERS temps are to act in a courteous manner at all times and with due regard to other road users.

You must carry out a full vehicles inspection at the commencement of each shift and again when you return to the client’s depot at the end of the day.  A vehicle check list should be completed and submitted to the client’s transport office before you leave the premises at the end of your shift.

AGENCY DRIVERS STANDARDS
1. As an AGENCY DRIVERS temp you will have provided references covering the past 5 years employment and you will hold current licences covering the categories of vehicle to which you may be assigned.  We will check the documentation and hold copies on your personnel file.  This file will be updated every three months, when your licences will be checked.  You are required to notify AGENCY DRIVERS of any prosecutions pending.

2. You are expected to abide by the Highway Code at all times and, if appropriate, to have good working knowledge of the EEC regulations regarding the use of tachographs, the Road Transport Working Time Regulations and the regulations governing the use of LGV’s for hire and reward.

3. An AGENCY DRIVERS uniform will be made available to you and you will be expected to wear this at all times whilst on assignment for us.

4. Your knowledge and skills will be assessed as appropriate and AGENCY DRIVERS may arrange training as deemed necessary.  Copies of any certificates issued on completion of training, will be retained on your personal file and will be available for inspection by clients on request.

5. You are reminded that when on assignment you are directly responsible to the client for whom you are working.  The client, in turn, is directly responsible for you and the duties you are to carry out.

All accidents, irregularities and problems must be reported to the traffic office of the company you are on assignment to, IMMEDIATELY, and then to your AGENCY DRIVERS branch manager as soon as your shift has finished.

WORKING FOR AGENCY DRIVERS
Accepting Work

So that we can fulfil our commitment to you and offer you and all of our drivers the work you want, you must keep us informed as and when you are available for work.  The office hours and phone numbers are on the first page of this book.  On accepting an assignment, you must ensure that that you have the following information:

· Client name & address.

· Directions, if required.

· Name of person to report to.

· Telephone numbers.

· Start time.

We will give you as much information about your duties as possible however, the transport industry has to be flexible and duties may change without notice.  It is up to you to make sure you are available for a full days work of up to a 15 hour spread.

Reporting for Work

We are proud of the high quality of the members of our driving team.  You will be projecting the image of a AGENCY DRIVERS PROFESSIONAL and not just another ‘temp’.  You must look the part, to confirm the impression that the client will have of you before you even arrive  If we have supplied a uniform, WEAR IT.  If not, dress tidily and appropriately for the job. Ensure you use the correct PPE.

Allow yourself time to be on site at least 10 minutes before start of duty and make yourself known to the person to whom you are to report.  Time keeping is a fundamental and important part of professionalism.

Everyone we work for is a Customer and the customer pays all our wages.  A legally binding contract exists between the client and AGENCY DRIVERS and between AGENCY DRIVERS and you the driver or your Umbrella Organisation.  We are not doing them a ‘favour’.  The basic rule is: BE COURTEOUS TO EVERYONE AT ALL TIMES.  You don’t get a second chance to give a first impression and the client’s staff may determine whether we get further work from them.

When on a customers’ premises

· Be polite and courteous and avoid bad language.

· Ask before using the client’s equipment, toilets, telephone etc.

· Follow instructions as given – if in doubt, ASK.

· Avoid getting into arguments with the company’s own staff.

· If you have any complaints, bring them back to AGENCY DRIVERS                        

Make sure your duties are explained and understood                                                    Check that:
· You have a full delivery or collection address and delivery time if necessary.

· The goods are for delivery at the address on the paperwork.  Do not deliver the load to another address unless specifically authorised by the Traffic Office and do not deviate from the delivery schedules.
· You are aware of all paperwork procedures upon delivery or collection s.

· You have a telephone number and contact name of someone who may be contacted in case of difficulties, i.e. breakdowns, accidents, delays etc. before you leave the depot.

· You have all the equipment to do the job – maps, gloves, hi-viz vest, safety boots, etc and night out kit where necessary.

Companies frequently ask agencies for good drivers by name –

We get you the work…you keep yourself working!
Vehicle Checks
You are paid by the hour!  It is not in your interest to cut corners and rush the job unnecessarily.  Below is a list of standard checks that are your responsibility to carry out – and for which you get paid!  Check the following:

· You have the correct unit

· Trailer number and load are correct

· Tail lift lead (if required)

· Seal Number corresponds with paperwork given

Check that each of the following are clean and secure where appropriate: 

· Number plates (front and rear)

· Current Road Fund Licence disc

· Current Operators Licence

· Windscreen and cab glass

· Driving mirrors

· MOT plates (unit & trailer)

· LGV Marker boards

· Front, rear and side lights, reflectors

· Hazardous goods markers

Also that the following are in good working order as appropriate:

·  Fifth wheel and draw bar couplings

· Air and electric couplings

· Brakes and warning lights.
· Silencer

· Steering

· Tachograph or speedometer

· Windscreen wipers

· Fridge plant

· Radiator at correct level

· Tyre pressures

· Fuel levels

· Side and rear under run guards

· Horn

· Indicators

· Brake lights

· Rear fog lights (if fitted)

· Front, rear and side lights

· Sump oil at correct level

· No oil or fuel leaks

· Tyre tread legal

If you find any of the above in unsatisfactory condition, inform the person you report to immediately, in a polite and professional manner.

It is important to report any damage you see on your vehicle before commencement of any journey for a client

On the road

Whilst driving a customer vehicle, you must drive in a safe and courteous manner in accordance with legislation and the Highway Code.

Upon arrival at your destination you may be required to assist with loading/unloading.  These are considered a part of the driver’s duties and we would expect you to carry them out in a helpful and professional manner.

Should you encounter problems with loads, paperwork, etc., ask the customer if you may contact base for instructions – the problem then becomes theirs.  If you try to sort it out yourself, you could be doing the wrong thing.

Returning to base

Park the vehicle safely and report to the client’s traffic office with all paperwork.  Inform traffic office staff of:

· Any returned goods.

· Any undelivered goods.

· Any vehicle defects.

· Any accidents, however minor, that may have occurred.

You may need further instructions regarding completion of duties, e.g. unloading, re-loading, re-fuelling and where to leave the vehicle.

Always leave the vehicle cab in a tidy condition.

Finally, report back to the traffic office; ask if there is anything else to do, hand in vehicle keys and any company property.  Always ask if you are required the following day.  At the end of the duty period, make sure your timesheet is signed and report back to the AGENCY DRIVERS branch.

Breakdowns

In case of a breakdown, you should:

· Park up safely using hazard flashers if necessary.

· Try to find out as much as possible about the fault.

· Contact customer’s traffic office immediately for instructions.

· Return to, and remain with, the vehicle until aid arrives.

IF THE ENGINE WARNING LIGHTS ILLUMINATE WHILST YOU ARE DRIVING, STOP THE VEHICLE SAFELY AND UNDER CONTROL THIS IS A SIGN OF A MAJOR ENGINE PROBLEM

ACCIDENTS

If you are involved in an accident, you must always:

· Stop.

· if there are any personal injuries to anyone you are legally obliged to report the accident to the police and to the client’s traffic office.

· In any event, you must report the accident to the traffic office on your return to the depot.

· NEVER ACCEPT LIABILITY

· Co-operate with the Police and/or other road users at all times in giving names, addresses, insurance details, etc.  BE COURTEOUS AND KEEP COOL AT ALL TIMES, AVOID ARGUMENTS!

· Obtain details of others involved and any witnesses.

· Obtain details of attending Police officers.

· Note down details of how the accident occurred.

· Fill in Accident Card which is supplied in this Handbook.

· Inform AGENCY DRIVERS as soon as possible.

At the end of the day, you must ensure that a full and detailed report is made of any accident or damage caused or sustained. It is part of your duty to ensure that whatever paperwork required by the client is completed before leaving the depot. An accident reported costs you nothing – an accident not reported costs you your good name as a professional driver, the good name of AGENCY DRIVERS and it might cost you a lot of money!

Statements

No statement should be made admitting liability of fault regarding your driving, the condition of the vehicle, or security of the load.  No offers or promises should be made to third parties without the prior consent of your insurers and without taking legal advice.  The Police should otherwise be given all reasonable assistance.

Obtain these details

In both your own and your employer’s interests you should try to obtain:

· Names and addresses of drivers and owners, and registration marks, of all other vehicles involved in the accident.

· Details of insurers of other vehicles involved.

· Names and addresses of witnesses.

· Number of any Police Constable present.

· Details of width of road, position of vehicles involved and of any other traffic, skid marks, position of traffic signs, traffic islands, turnings etc. in the area.  Try to show these details in a sketch.

GENERAL INFORMATION

THEFT

Theft must be reported immediately to the client’s traffic office and the police if appropriate.  Remain with the vehicle without touching anything until the police arrive unless you are instructed otherwise by the authorities.

LICENCES

Every driver must have the appropriate licence covering the category of vehicle they are about to drive, in their possession when reporting to a customer.  It must be signed in the appropriate places.

HIGHWAY CODE

Every driver is expected to know and observe the Highway Code.

DRIVERS HOURS

You are expected to be familiar with and observe current laws and EEC regulations regarding driving hours and the use of Tachographs where appropriate as well as The Road Transport Working Time Regulations.

SEATBELTS

Fines can be imposed for not wearing seatbelts when vehicles are equipped with them and must be worn at all times including in LGV vehicles.

LEAVING A VEHICLE UNATTENDED

Always switch off the engine, apply the handbrake, remove ignition keys and ensure the vehicle is locked and, if applicable, alarmed.

VEHICLE ROADWORTHINESS

Your vehicle and trailer or semi-trailer, together with all parts and accessories effecting road safety, must be well maintained and serviceable when on the road.  As a driver you share that responsibility with your employer.  Therefore, you must report any defects on your vehicle to the traffic office as soon as possible.  You must check your vehicle at the start of each day in accordance with the customers instructions.

OFFICIAL ROAD SIDE CHECKS

Always co-operate fully with Dept of Transport personnel and/or Police officers.  They are empowered to inspect the vehicle and issue prohibitions.  If an immediate prohibition is given, contact the traffic office without delay.  If a notice is deferred or delayed, inform the traffic office on your return.

VEHICLE LOADING

You are bound by law to pay attention to the weight, size and security of your load.  Breaking the rules can mean a fine on you personally of up to £5000 for each offence.  You must be aware of local regulations affecting where and when you can load and unload.

OVERLOADING

The gross weight must not exceed the vehicles maximum plated limit.

LOAD SAFETY

The weight distribution and securing of a load must be in a way that no danger is caused to other road users.  THE DRIVER IS RESPONSIBLE FOR THE SAFETY OF THEIR LOAD.  If in doubt, report to the traffic office.

SPEED LIMITS

You must know and observe current speed limits for the size of vehicle being driven on any given highway.  All fines gained on route are your responsibility as the driver.

NO UNAUTHORISED PASSENGERS MAY BE CARRIED IN CLIENT VEHICLES

TIMESHEETS
On completion of every assignment or at the end of the week, a timesheet MUST be signed by an authorised member of the customer’s staff (normally the person to whom you report).

Once the hours worked have been agreed by both you and the customer and the timesheet has been signed, return it to Agency Drivers no later than 10am of the following Monday. 

If you are assigned to one of the few clients with a different system requiring no timesheet, you will be advised specifically.  In such cases you must still ensure that your hours are recorded correctly, in whatever format the customer requires.

Your timesheet, whether it is one of ours or that of a customer is our only means of getting authorisation to pay you – we can only pay hours signed for by the customer, therefore it is your responsibility to ensure that all paperwork is correct at the time of completion and that timesheets are handed in on time.

To get your timesheet to us by Monday morning, you may:

Put it through the letterbox, post it, fax it or email it as an attachment (acceptable formats are .gif, .jpg or .bmp).

IF WE DO NOT RECEIVE YOUR SIGNED TIMESHEET BY 10AM ON MONDAY FOLLOWING YOUR WEEKS WORK– YOUR PAY WILL BE LATE!
DRIVERS WAGES
For accounting purposes a working week will start at 00.01 hours Monday and end at 23.59 hours Sunday.  Monies due for work done in this period will be paid to your chosen Umbrella Organisation , so that t they can pay it into  your bank, or building society on the Friday of the following week provided we have received the signed timesheet on time. If you have any pay queries, RING THEM FIRST
Due to the nature of temporary work, rates may vary with each assignment.  We will endeavour to make you aware of rates for each booking as you are offered them.

 It is usually best to telephone your payroll company immediately rather than waiting until the end of the week.  Any questions relating to Tax and National Insurance contributions must be taken up direct with the Tax Office at Woking, telephone 01483 264 400.  We will of course provide any help we can.

DEFENSIVE DRIVING
Defensive driving means safe driving.  The art of driving to avoid preventable accidents and avoid contributing to others being involved in accidents.

A preventable accident is one that you as a professional driver can prevent by being alert to what other road users are doing and taking the appropriate action.  This applies to the driving of any vehicle but is particularly important with large goods vehicles, the drivers of which are often protected from the consequences of their own mistakes.  With lighter vehicles – especially motorcycles – drivers or riders are much more vulnerable in an accident and so instinctively tend to drive defensively for their own protection.  Take particular care when passing cyclists and cars towing caravans; give them a wide berth as turbulence caused by a lorry passing too close can be very dangerous.  Give them plenty of room.  Hold back if oncoming traffic prevents you from giving them a wide berth.  Be extremely careful when turning left, to ensure that there is no cyclist on your nearside who could be caught under your wheels.

Concentration – Observation – Anticipation

You must maintain constant concentration to observe any possible problems or driving errors by other drivers.  You must be ready to adjust your own driving in good time to prevent yourself being involved in an incident.

Constantly search the traffic scene around you and make yourself aware of what is happening as far ahead of your vehicle as you can see.  Only in this way can you give yourself as much time as possible to assess hazards as they develop, and decide on the appropriate action.  Most serious accidents are caused at least partly by vehicles being driven too fast and too close.


REMEMBER – 

2 seconds at 56mph = 50 metres travelled.

You should always be able to stop safely within the distance you can see to be clear.
Reversing

Drivers:

· NEVER reverse from a side road into a main road.

· ALWAYS check that there are no obstructions or pedestrians – particularly children – behind your vehicle.

· NEVER rely on your mirrors alone.

· NEVER reverse further than is absolutely necessary.

· Wherever possible arrange for an attendant to guide your manoeuvres and agree a code of signals you both understand.

· Take signals only from your guide but react to an emergency signal to stop from anyone.

Guides:

· Ensure that you understand the drivers requirements and that you have an agreed code of signals.

· Be flexible.
· Position yourself so that you can be clearly seen by the driver (in mirrors if necessary) but well out of danger.
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	Cars & Motorcycles 

(including car derived vans up to 2 tonnes MLW)
	30
	60
	70
	70
	

	
	Cars towing caravans or Trailers

(including car derived vans)
	30
	50
	60
	60
	

	
	Buses & Coaches 

(not exceeding 12 meters in overall length)
	30
	50
	60
	70
	

	
	Goods Vehicles

(not exceeding 7.5 tonnes MLW)
	30
	50
	60
	70
	

	
	Goods Vehicles 

(exceeding 7.5 tonnes MLW)
	30
	40
	50
	60
	

	
	
	
	
	
	
	


TACHOGRAPH RULES
Penalties

Regulations governing driver’s hours are among the most important affecting you.  Penalties are potentially very high.  The maximum fine on summary conviction of failure to take a break for example, is £2500 per offence, with possible loss of your LGV licence.

Emergencies

In an emergency the driver may depart from the rules to reach a stopping place.  However, it is necessary to ensure the safety of persons, the vehicle and the load.  You must indicate on the back of the tachograph chart the nature of and reason for the departure from the regulations.
Tachograph Cards
· Ensure your card is correctly inserted into the Tachgraph Head and that all settings are appropriately positioned.
· Remember to use the mode switch when changing between driving, other work or rest period.

· Keep a manual record if the tachograph head cannot be used.

· Advise the Client on your return.
Modes

The mode switch allows the following to be recorded separately:

Driving time…
…Time at wheel

Non -driving time…
…loading/unloading etc 

Periods of Availability
…Waiting time etc.
Rest period…
…breaks and rests

Automatic recorders select ‘Driving Mode’ when the vehicle is moving however it is still the drivers responsibility to select ‘Break’ or ‘Other Work’ as activities dictate.

Hours and break periods

Under EEC Drivers regulations, a working week commences at 00.00hours on Monday and ends at 24.00hours on the following Sunday.  A working day is a continuous period of 24 hours starting with the resumption of driving after the last weekly rest period.

Driving Limits

· Maximum continuous or cumulative driving = 
4 hours 30 minutes

· Maximum driving in one day =
9 hours 
(This may, however, be increased to 10 hours twice a week)

· Maximum weekly driving = 
56 hours 
(not to exceed 6 daily driving periods)

· Maximum fortnightly driving = 
90 hours.  

Therefore, if you have driven for 56 hours in a week, you must not exceed 34 hours driving in the following week.

Break Periods

· Working breaks =                           45 minutes after 4½ hrs cumulative driving.  
This break may be split into a number of periods, each of at least 15 minutes, so that the total break adds up to 45 minutes in the 4½ hours of driving.

· Daily rest periods = 
11 consecutive hours.  
This can be reduced to 9 hours three times a week.  However, the lost hours must be made up by the end of the following week.  If away from home, daily rest may be reduced to 8 hours as long as 12 hours rest in total is taken within that same 24 hour period, with the other 4 hours taken in minimum periods of one hour.

· Weekly rest periods = 
45 consecutive hours.
This can be reduced to 36 hours at base or 24 hours away from base.  Each reduction must be made up in total and added to another daily or weekly rest period by the end of the third week following. Manual recordings of rest periods should be recorded in such a way that they do not obliterate recorded traces on the chart, e.g. start DR 18.30 End DR 06.30.  Charts may be made out for rest days but are not legally required.  As an alternative, a manual entry can be made on the immediately preceding days chart, e.g. Start WR 18.30 and on the chart for the first day following a rest day, e.g. End WR 06.30.

LORRY PERMIT CONTROL SCHEME

Environmental lorry bans regulated by permits operate in Greater London, Langport (Somerset), Windsor, the Lake District and Essendon in Hertfordshire.  Watch for advanced warning signs and understand the rules in these areas.  Councils have introduced small local permit schemes in other areas.

Greater London:
A night-time and weekend lorry ban operates from 21.00 to 07.00 on Monday to Friday night, 13.00 to 24.00 hours on Saturday, and all day Sunday.  During these hours lorries over 16.5 tones g.v.w. are prohibited from all roads.  On restricted roads where the ban applies only lorries displaying a permit and identification plates, front and rear, are permitted.  Under the permit conditions drivers are required to maximise use of the M25 and minimise use of restricted roads.  The ban does not apply to abnormal loads covered by Special Types General Orders.

Only 19 of the 33 London boroughs operate the ban in its original form.  The Government has announced proposals to abolish the permit scheme – but not the ban.   Lorries over 16.5 tonnes g.v.w. will continue to be banned from London at night and weekends unless on essential business.  Permits have important routing conditions attached to them, basically, when you are within the permit scheme area, covering 20 boroughs, you must use exempt roads as much as possible, and restricted roads as little as possible when driving to, from and between destinations.  The operator should have a map showing the permit areas and the exempt road network.    If you are not sure how the ban affects you ask your employer, the client.

Red Routes in London

A 315 mile network of ‘red routes’ is being introduced in stages in London.  Red routes (indicated by a special red ‘no stopping’ lines in place of yellow lines) have special parking and loading/unloading rules, strictly enforced.  The aim is to improve the flow of people and goods on London’s main roads by cutting illegal parking and re-organising permitted parking and loading and unloading.

There is a special £40 penalty for illegal parking, loading /unloading on red routes.

You must understand the rules for loading/unloading on a red route.  It is only allowed at designated loading and parking bays, indicated clearly by signs.  Check the signs carefully for when the bay is in operation and any loading limit – usually 20 minutes.  Between bays single red lines mean no stopping during the times indicated; 07.00 or 08.00 to 19.00hours and no stopping at any time on double lines.

Breakdown in a restricted area; Should you breakdown where a waiting restriction is in force, and it is necessary for you to leave your vehicle unattended to summon assistance, you should notify the Police or a traffic warden.  The Police are empowered to remove any vehicle which is causing an obstruction, or is left in a dangerous position, or is contravening waiting, loading/unloading restrictions.  It is, therefore, advisable to leave a note on the vehicle windscreen.
The Good Van Code –
key aspects to professional driving
1. Speed
Defensive driving is more than simply complying with legal maximum limits.
Speed should always be adjusted to prevailing conditions 

2. Keep you distance
Vehicles should have at least a two second gap between them. Remember, “Only a fool breaks the two second rule”.

3. Weather Conditions 
Adjust your driving to the prevailing weather conditions 

4. Routeing
If possible, avoid towns and villages. Keep to the major roads where practical

5. Cyclists
Cyclists are vulnerable in all traffic. Remember that a bicycle or motorbike should be same room as a small car when being overtaken. Check your mirrors and pay special attention to this when turning at roundabouts.

6. Parking
Know the rules on Loading, unloading, waiting and parking restrictions 

7. Compliance with lorry amenity controls
Do not be caught out! Observe weight restrictions and access restrictions.

Defensive driving will help you develop confidence that accidents are preventable. This will improve both your performance and peace of mind. After that it comes down to two things: Skill and experience

The Good Lorry Code –

key aspects to professional driving
1. Speed
Defensive driving is more than simply complying with legal maximum limits.
Speed should always be adjusted to prevailing conditions 

2. Keep you distance
Vehicles should have at least a two second gap between them. Remember, “Only a fool breaks the two second rule”.

3. Manoeuvrability
The majority of car drivers are not familiar with the way in which your vehicle has to be driven at roundabouts, junctions etc. Remember to check your mirrors and make allowances for them.

4. Lorry Image
Some motorists find the pressure of large vehicles intimidating. Remember to make allowances for them

5. Weather Conditions 
Adjust your driving to the prevailing weather conditions 

6. Routeing
If possible, avoid towns and villages. Keep to the major roads where practical

7. Cyclists
Cyclists are vulnerable in all traffic. Remember that a bicycle or motorbike should be allowed the same room as a small car when being overtaken. Check your mirrors and pay special attention to this when turning at roundabouts.

8. Parking
Know the rules on Loading, unloading, waiting and parking restrictions 

9. Reversing 
If in doubt, get out and check behind or get someone to guide you back.

10. Compliance with the lorry amenity controls
Do not be caught out! Observe weight restrictions and access restrictions

LONDON CONGESTION CHARGE

Vehicles entering the London Congestion Zone between the hours of 07:00 and 18:00 Monday to Friday will generally require a paid licence. Payment has to be made before 24:00 on the same day or a fine will be levied. If you make an unauthorised entry, you may be liable for the cost of the unpaid licence plus any penalty charges.
It is the responsibility of each driver to comply with the congestion charge system and any fines will be the responsibility of the driver if they have failed to ensure payment of the fee. Please take great care to check for the Congestion Charge signs and markings at all times while you are in London. 

If during the course of an assignment, you will need to enter the zone, you must advise the client for whom you are working to obtain authorisation and ascertain his method of paying the charge and to obtain a payment reference number. 

It is advisable to get clarification before you leave the clients depot at the start of the assignment. 

Road Transport (Working Time) Regulations 2005

The Working Time (Road Transport) Regulations 2005 (RTWTR) which took effect on 4th April 2005 requires employment businesses to maintain records of the Working Time of mobile workers who are involved in operations subject to EU drivers hours rules. An employment business is obliged to ensure that the Working Time limits specified below are complied with for temporary workers they engage.

Summary of the RTWTR Regulations:

In summary the WTRT regulations provide for the following:

•
Mobile workers (drivers & crew travelling in vehicles of more than 3½ tones GVW) are subject to a maximum average Working Time of 48 hours per week over a default 17 or 18-week reference period.

•
There is a maximum weekly limit of 60 hours Working Time.
•
You must work no more than 10 hours within any 24-hour period which includes night work.  Night work is defined as midnight to 4.00am for goods vehicles and 01:00 to 5:00am for passenger vehicles.  

•
Mobile workers must take a break of 30 minutes after 6 hours Working Time and 45 minutes for over 9 hours Working Time. Breaks may consist of several 15 minute periods.  EU Drivers Hours breaks and rest periods take precedence.  

· Time spent engaged in charitable or voluntary work, as a retained fire-fighter or special police constable or work for the TA is exempt from these regulations.

Calculating average Working Time

Average Working Time is calculated over a 17 or 18 week calendar reference period. The reference period used begins on midnight on the nearest Monday morning on or after 1 April, 1 August and 1 December each year and ending at midnight at the beginning of the nearest Monday falling on or after 17 weeks of these dates.

Reference periods for 2005/06 are as follows:
· 4 April 2005 to 31 July 2005 (17 weeks period)
· 1 August 2005 to 4 December 2005 (18 weeks period);
· 5 December 2005 to 2 April 2006 (17 weeks period);
· 3 April 2006 to 6 August 2006 (18 week period);
· 7 August 2006 to 3 December 2006 (17 week period).

If Agency Drivers decide to operate a 17 week rolling reference period you will be informed, in advance, in writing.

Workers responsibilities

RTWTR Regulations require that work undertaken for other road transport employers or employment businesses must be taken into account when we calculate your Working Time during the relevant reference period.  It is your responsibility to inform us of all your Working Time during the reference periods we use and to keep us updated as to any additional Working Time you undertake for other employers or employment businesses for these purposes during an assignment.  It is also your responsibility to accurately record your Working Time during an assignment.

RTWTR Regulations have been introduced to protect and safeguard the health and safety of mobile workers, other road users and the public. A mobile worker also has a responsibility for complying with the regulations. If the mobile worker knowingly breaks the rules (e.g. neglects to inform his employer or employment business about other work, or knowingly makes a false record), then they will committing a criminal offence and may subject to a fine on conviction of up to £5000. (Regulation 18 of the WTRT Regulations.)


HEALTH AND SAFETY POLICY
It is the policy of Agency Drivers that every effort should be made by all employees, directors, visitors and others who may be in any way concerned with Agency Drivers, its staff, premises or operations, to maintain high standards of safety and encourage healthy methods of conduct in and connected to the workplace and to adhere to the requirements of all health and safety legislation.

Whilst on assignment to a client, you must:

· Ascertain and adhere to the clients health and safety at work policy.  

· Report to the clients local manager all incidents, no matter how minor, which might have a health and/or safety implication.

· Conduct yourself in such a way as to minimise hazard or risk to the health and safety of yourself and others.

Whilst on Agency Drivers premises you must:

· Note that the premises manager is Simon Puttock.
· Make yourself familiar with the location of exits, fire extinguishers and first aid kit and the operation of fire extinguishers.

· Report to the premises manager any hazard which may become apparent in and around any premises in which Agency Drivers operates.

· Stop using any machinery or equipment which is apparently hazardous or may become so, and report the hazard to the premises manager.

· Follow and encourage safe working practices.



ESSENTIAL DRIVER’S INFORMATION

At the start of the shift:

You must:

Appear efficient and professional at all times

Dress appropriately; Hi-Vis jacket, Safety boots may be required

Have your driving licence with you

Report at least five minutes early

Check the client’s paperwork

Check your vehicle and load

Check your work and delivery area

Ensure that you have appropriate maps

You must not say:

‘I haven’t driven this type of vehicle before’

‘I don’t know that area’

‘I have not done this type of work before’

If there is any difficulty, tell the Client you need to speak with your Agency and then telephone Agency Drivers immediately

During the shift:

You must:

Keep the client advised of your progress

Be polite and helpful to our client and their clients

Drive with consideration for other road users

Handle goods and packages with care

Leave the vehicle clean and tidy

Call Agency Drivers in case of any problem, accident
 or if you are not sure what to do.

After the first shift:

Make sure you get your Time sheet signed and let us know how you got on.
Following the assignment

The client should tell us what a good impression you made as a 

‘PROFESSIONAL DRIVER’
AGENCY DRIVERS (UK) LTD





IMPORTANT NOTICE





As an Agency Drivers ‘temp’, you are self employed and engaged under a contract for services which means that you are free to decline assignments offered to you, but if you accept a job, you will be subject to the control and direction of the client for whom you are working and will be expected to conform to that client’s standards and rules.





You are at all times responsible for your own conduct and will be assumed to always act within the law and any relevant byelaws.  You are personally liable and responsible for payment of any fines or penalties or charges which are legally levied upon you and may be liable for damage caused to Client’s property.





Agency Drivers is under no obligation to offer you work, but will endeavour to find you assignments to suit your requirements and skills.





Office open:


08:30 – 17:00 Monday – Thursday


08:30 to 15:00 on Fridays





Emergency telephone cover exists outside office hours, only if the matter cannot wait until normal office hours





Recruitment interviews by appointment


09:00 – 16:00 Monday to Thursday





Agency Drivers (UK) Ltd


Howard Building


Burpham Lane


Guildford


GU4 7LX





Tel:		01483 30 20 30


Fax:		01483 45 33 33


E-mail:	drivers@agencydrivers.co.uk


Web:	www.agencydrivers.co.uk














SPEED LIMITS:


NOTE: Panel Vans, i.e. Transit, Traffic, Sprinter etc, are subject to lower limit than cars
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