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Welcome...

...to the UK’s number one professional driving agency

Congratulations. You’ve made it through possibly the hardest selection procedure in the driver
recruitment business. You’re now part of the Driver Hire team – Number One in the driver 
supply industry.

Since 1983, hard work and teamwork has enabled us to grow from just one office to a nationwide
network of over 100 offices.

There’s a simple reason why, over 30 years on, Driver Hire continues to stay ahead of the 
rest – we’re good at what we do! That means offering our customers a round-the-clock service,
whilst supplying them with the best and most reliable agency drivers.

Over the coming weeks and months we will be aiming to keep you as busy as you want to be. But
before you start, a check through this booklet will help to put you in the picture so you know what’s
expected of you. Its aim is to help you do a job you can be proud of.

You’ll find that being a member of the Driver Hire team will provide you with the opportunity to work
for a variety of businesses. This will allow you to gain further experience, to learn new skills and to
make new contacts.

Of course, you’re not out there on your own. The Driver Hire office team are there to help you.
So if there’s anything you’re not sure about – give them a call.

Where Quality is Key

Driver Hire has an ISO 9001:2015 quality accreditation. This means that everyone who works for
Driver Hire has a commitment to delivering a quality service to our customers.

As a professional driver, it’s essential that you are fully acquainted with drivers’ hours, working time,
tachographs and other rules laid down by the Department for Transport (DfT), the European Union
(EU) and other controlling bodies. Your Driver Hire office team will do their best to keep you 
up-to-date with any changes. If there’s anything you’re unsure about, ask them.

In a recent survey*, 94% of our temporary workers said they were proud to work for Driver Hire. At
the same time, 90%** of customer responses rated our customer service as excellent/good. We
know that it’s people like you who make Driver Hire the market leader. So focus on quality every day,
and take pride in the work you do. Welcome on board!

*Survey conducted December 2017.
**Average score in Driver Hire customer surveys over the past four years.



Getting the basics right

Work Allocation
We’ll contact you by phone whenever a suitable job comes up, unless you’ve told us you are not
available for work on that day. If you don’t contact your Driver Hire office for a period of 3 weeks
there’s a danger they will assume that you don’t want to work for them any longer and a P45 may be
sent to you. If you know of any issues with the number you’ve given us, make sure you contact us to
see if we have any work for you.

Punctuality
Punctuality is absolutely essential. Drivers who don’t turn up on time will, inevitably, be offered
fewer jobs. If you are held up or delayed on your way to an assignment, please let us know
immediately so we can keep the client informed and assist you if at all possible.

Performance
You must devote your time, ability and attention to the business of our client when on an
assignment. From the minute you start your assignment, you are a member of their staff and will be
expected to work/drive their vehicle as directed by their staff.

Presentation
You are expected to be well presented when carrying out your duties i.e. safety footwear, clean
overalls, uniform (where supplied) etc.

Responsibilities of the Driver and the Client
Whilst you are out on an assignment you are entirely under the client’s supervision and control,
both in the work that you do and the way that you do it. You are also responsible to the client for the
use of their vehicle.

Remember to keep in contact with the client you are working for and with our office staff at
appropriate intervals. This is because many of our clients require the flexibility to re-assign a
driver's work schedule, and it also allows any problems to be resolved quickly and effectively.

If you feel that our client isn’t being fair with you, contact your Driver Hire office immediately and
discuss the problem. They’ll do their best to sort things out and advise you on what action to take.

If you are unfortunate enough to incur any fines or other penalties - such as for parking or traffic
offences - whilst working for Driver Hire, we are unable to accept any responsibility for these. We
also reserve the right to pass costs relating to vehicle damage on to you.

Your personal data
Driver Hire is committed to protecting and respecting your privacy and has strong, appropriate
measures in place to keep your personal data safe. 
For more information, please visit www.driverhire.co.uk/Privacy-Policy
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Some Do’s and Don’ts

Cash
You must never handle or collect cash without the knowledge and permission of your Driver Hire
office. If you’re asked to do so by a client, you should politely explain the situation and then contact
your office for further guidance.

Driving Licences
Your driving licence (including photo card and, where appropriate, blue Driver Qualification Card
(DQC) must be carried at all times and will be checked regularly by your Driver Hire office. If at any
time your licence is endorsed or cancelled, you must notify your Driver Hire office immediately and
present your updated licence in person at your office. If you don’t, you run the risk of having your
name removed from our list of active drivers, which will mean we cannot offer you any work.

Searches
The right is reserved to search drivers and their property whilst they are at work with a client.
This may be by a Driver Hire staff member, or by a member of a client’s staff.

Confidentiality
Please remember to treat all information relating to a client of Driver Hire as confidential.

Personnel Records
You must notify your office of any change in your personal details. 

Ex-Offenders
It is essential that you inform us of any criminal convictions that remain unspent under the
Rehabilitation of Offenders Act 1974.

Moving to another Driver Hire office
If you find that it’s more convenient to work for another Driver Hire office, then you will have to
complete the relevant application documents as if you were a new candidate for Driver Hire. Your
existing Driver Hire office will supply you with a reference.

Leaving Driver Hire
We’re sure you’ll enjoy working for Driver Hire. But, if at some time in the future you decide to move
on, we’ll send your P45 to the last address you gave us. Any money we owe you - unless you’ve
made alternative arrangements - will be paid into your bank account. Should you require a
reference, please ask your prospective employer to write to your Driver Hire office.
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Paperwork

Completing Timesheets
To make sure you are paid promptly and accurately, your correctly completed timesheet should be
with your Driver Hire office no later than 09.00 hours each Monday morning. If your timesheet is
lost, contact your office immediately.

Here’s what to do:
• Use the 24-hour clock to record times
• At the end of each day enter your start and finish time
• Calculate, rounded up to the nearest 1/4 of an hour, the number of hours you’ve worked
• Deduct breaks (some companies automatically deduct a break period of up to one hour, 

so ensure that you take this break, as you will not be paid for it)
• Ask an authorised member of the client’s staff to sign your completed timesheet

Tachograph Records
Tachograph records are legal documents. Failure to comply with current regulations can result in
fines for both you and our client. Fraudulent misuse of tachograph charts may lead to very heavy
fines or imprisonment.

As a professional driver it’s your responsibility to use the tachograph (where fitted) throughout each
driving day, completing it fully to record driving time, other work, breaks and periods of availability.

The vehicle you are driving may be fitted with a digital or a traditional analogue tachograph. In the
case of an analogue tachograph, the customer will often supply some wax charts, but it’s a good
idea to always carry a few spare charts with you; your Driver Hire office should be able to supply
you with some. If using a digital tachograph, keep your Driver Card with you at all times, and before
setting off, ensure that there is paper in the tacho and a spare roll in the cab.

Returning your Tachograph Charts:
Unless you are told otherwise, all tachograph records must be returned to either the client or your
Driver Hire office as soon as possible. In any event all tachograph records must be returned to the
Operator within 42 days of their creation, in line with The Passenger and Goods Vehicles (Recording
Equipment) (Downloading and Retention of Data) Regulations 2008. It is a prosecutable offence to
fail to return tachograph charts.

Please see page 21 for more important legal & usage information for both 
types of tachograph.
Important Note: Under the provisions of the Road Transport (Working Time) Regulations, weekly
working time must be recorded and is the combined total of the time worked for all employers. If
you work for more than one employer, you must notify each employer of the time worked for 
every employer.
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Holidays and Sickness

Whether directly engaged by your local Driver Hire office or employed by a third party contracting
company whilst working for Driver Hire, your holiday entitlement is the same.

You are entitled to 5.6 weeks’ paid leave per year (including Bank Holidays), which equates to 28
days if you are working a five day week. This entitlement may not be carried forward to the next year.

If you only work for us on an occasional basis, entitlement to paid leave accrues on a pro-rata basis,
in proportion to the amount of time you’ve worked for us during the year. Similarly the amount of
holiday pay to which you are entitled is calculated on the same pro-rata basis.

Whenever you want to take a holiday, please let your local office know as soon as possible so we
can make a note of the dates when you will be unavailable for work. If you are employed by a third
party you must also tell them. The period of notice you give us must be at least twice the length of
the holiday you want to take. So, if you want to take five days’ leave, you should give us a minimum
of ten days’ notice. Timesheets for holiday payments must be submitted.

Where a Bank Holiday or other public holiday falls during an assignment and you do not work on
that day, the public holiday may count as part of your paid annual leave entitlement if you request it
in advance.

Sickness or Emergencies
If you are unwell or unforeseen circumstances mean you are unable to work, please give your Driver
Hire office as much notice as possible. Don’t contact the client directly – always contact your office.

Hospital/Doctor’s Appointments
If possible, please try to arrange an appointment time that does not interfere with your normal work
pattern. If it is unavoidable, remember we do need advance warning to arrange cover.

Medical Records
It is very important that your Driver Hire office is kept informed of any change in your state of health
or of any relevant medical condition which may affect your driving ability.
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Code of Conduct on Assignments

During every assignment and afterwards you will be expected to:
•  Always look smart. If uniforms are provided, use them
•  Always be polite and helpful with client’s staff, accepting their direction, supervision and control
•  Always turn up at the stated time. If you are going to be unavoidably late, please let us know so     

that we can forewarn the client
•  Ask the client if they have any rules or regulations which you need to know about before you 

start the assignment
•  Unless arrangements have been made to the contrary, conform the client's normal hours of work
•  Always have Health and Safety in mind and comply with the client’s Health and Safety policy 
•  Avoid any conduct detrimental to the interests of the client
•  Never carry passengers or pets
•  Never leave the vehicle unlocked when unattended
•  Leave the vehicle clean and tidy (whether you found it that way or not)
•  Treat all information relating to a client or Driver Hire as confidential

Driver Hire drivers are the best agency drivers. So whenever you’re on an assignment we expect you
to behave in a manner that sets you apart from the rest. That means, for example, always being
punctual, avoiding the use of excessive bad language, obeying all reasonable instructions and
giving the time and attention necessary to complete the assignment in a satisfactory manner.

More serious breaches of the Code of Conduct will result in your name being removed from our
active driver list. The following are examples of the type of behaviour that will not be tolerated:

•  Drunkenness
•  Violence, threats of violence, fighting or inciting others to commit these acts
•  Dishonesty
•  Theft or malicious damage
•  Deliberate falsification of statutory record of hours
•  Non-observance of EU Drivers’ Hours, RT(WT)R etc
•  Sexual, racial or religious discrimination, bullying, harassment or intimidation
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Checks to be made prior to leaving the client’s premises:
1.  Check that you have the correct vehicle and that it is loaded with the correct cargo

2.  Check that you have the delivery notes for the job and understand the procedure for signing 
for deliveries

3.  Check personally that the load is secure. Should you have any concerns or queries about the 
load, report them immediately to the client

4.  Check that you have a record of the client’s telephone number

5.  Complete a walk round check of the vehicle including: the vehicle’s overall height, lights, 
direction indicators, brakes, oil and water, mirrors, wipers and washers, locks, horns, tail-lift, 
toolkit, spare wheel, air pressure, ‘O’ licence etc. Ask your Driver Hire office for a  copy of the 
Vehicle Walk Round Check Reminder card

6.  Check that you have sufficient fuel for the journey, and what the arrangements are for paying any 
fuel bills or bridge tolls incurred during the journey

7.  Always ensure that any vehicle faults or defects are reported immediately to the client before 
departure, and also to your Driver Hire office

8.  Always do a job once you have agreed to undertake it. Never walk off a job. If you do have a 
problem, call your office immediately so that a replacement may be found

9.  Always carry a pen and paper to take notes on routes, delivery instructions, customer paperwork 
and to fill in your tachograph chart and time sheets

10. Always obtain receipts for any pre-agreed expenses that occur. These should be included with 
your returned time sheet for repayment if agreed with your office

11. Always ensure that you know how to operate all of the vehicle’s equipment prior to leaving the 
client’s depot. If in doubt, ASK

12. Ensure that you have sufficient tachograph charts or digital tachograph paper roll(s)

13. Carry your driver’s licence with you at all times, plus any relevant documents such as 
certificates for ADR, HIAB and fork lift trucks (you should also carry your digital tachograph 
Driver Card and your Driver Qualification Card if you have them, and your Driver Hire identity 
card if supplied)

14. Always let your office know if the client wants you back for the following day. 
This keeps our records up to date and will ensure you are fully protected by our insurance cover 
(where applicable)
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Health and Safety

Health and Safety is the responsibility of each and every person. Our policy is to provide and
maintain safe and healthy working conditions, equipment and working systems for all employees
and to protect the interests of the general public. All personnel supplied on a temporary basis are
subject to the Health and Safety policy of the client they are working for.

They must:
•  Immediately familiarise themselves with a client’s Health and Safety requirements

•  Conform to the client’s Health and Safety policy at all times

•  Obey the client’s safety rules, co-operate with managers and take reasonable care for their own 
safety, and the safety of others, at all times

•  Wear appropriate safety equipment/devices, as required by the client, at all times
•  Report all accidents and damage to the client and their Driver Hire office, whether anyone is  

injured or not
•  Report any medical condition or effects of medication that could affect the safety of themselves 

or others

If you notice a health or safety issue which you are not able to put right, tell the appropriate person
within the client’s company and ensure that all necessary personnel are made aware of the problem.

Drugs and Alcohol Policy

Temporary drivers or workers shall not:
•  Carry out work under the influence of alcohol or any controlled substances, unless prescribed 

by a doctor - and only if it will not affect your ability to drive
•  Misuse legitimate drugs or possess, sell, or distribute illicit non-prescribed controlled 

substances whilst on an assignment
•  Distribute, sell or possess alcoholic beverages whilst on an assignment

Driver Hire may use its discretion to submit temporary workers to a medical evaluation test if it
suspects alcohol or drug abuse, where the terms of the client contract demands it.

Any driver or temporary worker found to be contravening this policy, or found to be unfit for work
through drugs or alcohol, will be in breach of our Code of Conduct and will be removed from the
list of active drivers.

Smoking
Since the introduction of the UK smoking ban, you need to be aware that any commercial vehicle
you drive counts as a ‘workplace’ and therefore smoking in the vehicle is illegal. You should also
check if smoking is permitted anywhere on the client’s premises.
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Road Safety

Defensive Driving
Defensive driving means always being alert to what other road users are doing and taking the
appropriate action, when necessary, to prevent an accident from occurring.

Of course this applies whenever you’re driving, but it is particularly important when you’re driving a
large vehicle where the driver is often protected from the consequences of his/her own mistakes.
With lighter vehicles – especially motorcycles – the driver (or rider) is much more vulnerable and
therefore will instinctively tend to drive defensively for his/her own self-protection.

You must be able to adjust your driving to the special hazards presented by:
•  Abnormal, unusual or changing conditions in the weather
•  Visibility
•  Traffic conditions
•  Mechanical operation of your vehicle
•  Road surface
•  Your own physical fitness and state of mind

Remember, it’s your personal driving skills that will that will protect you in a hazardous situation and
help you avoid an accident.

Concentration
This must be maintained constantly in order to observe any errors or illegal behaviour by other
drivers. It will mean that you are able to react in good time to any incident that may occur. You must
constantly search the traffic scene around you. Look at what is happening as far ahead of your
vehicle as you are able to see. This will give you as much time as possible to assess potential
hazards and react accordingly.

Most serious accidents are, at least partly, caused by excessive speed. However, many minor
accidents may be due to the driver not being aware of the presence of the other vehicle and what it
was doing at the time. Common examples are when a lorry runs into the back of another vehicle at a
set of traffic lights, or when a lorry collides with a smaller vehicle when leaving a fast lane, or
turning left at a road junction.

So, when you are aware of another vehicle, do not ‘trust’ the other driver not to make a mistake. The
defensive driver will try to control the situation, minimising the chances of an accident occurring.
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Stopping

You must stop when required to by:
•  A uniformed police officer
•  A DVSA roadside check
•  A police officer or traffic warden regulating the traffic
•  A school crossing patrol
•  A mandatory traffic sign or traffic light
•  Being involved in a road traffic collision

Speed Limits
You should never exceed the speed limit. Remember, delivery times have to be calculated using
legal speed limits. Increased speeding fines and penalties were introduced in April 2017. 

For more information on speeding fines, please visit: www.gov.uk/speed-limits

No one benefits from speeding!
1.  You don’t. Why risk being caught by the police or your boss (who can read your

tachograph chart)? On the road it only increases stress

2.  Your vehicle doesn’t. Increased wear and tear leads to a shorter life and the increased risk of a 
breakdown or accident

3.  The operator doesn’t. He/she suffers the burden of increased fuel and repair bills plus more 
frequent renewal costs. Your actions may also contribute towards your employer’s ‘Operator’s 
Compliance Risk Score’ (OCRS), meaning the company’s vehicles may get stopped more often 
by DVSA, for example

4.  Your industry doesn’t. We all have to work very hard as a team to improve the image of our 
industry. Those with a negative view thrive on evidence of professional drivers breaking the law
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Gears
Use the right gear for the speed of your vehicle and use a full range of gears for a smooth start and
smooth acceleration. The defensive driver will use his/her gears to anticipate hazards and to reduce
speed steadily.

Accelerator
The defensive driver avoids high engine revs and ‘racing’ starts, as this is one of the most important
factors in conserving fuel and reducing engine wear.

Fatigue
Don’t drive when you are feeling too tired to do so. Always ensure you have had adequate rest
during your statutory break periods. Here are a few tips to help you stay awake at the wheel:

•  Always get a good night’s sleep before a long drive

•  Ensure you follow the EU Drivers’ Hours rules (if you want to check them, ask your office for 
details) and take rest and breaks as prescribed by the rules

•  If you feel drowsy, look for somewhere safe to park up and have a snooze for ten minutes

•  Drink a cup or two of strong coffee

Vehicle Checks
Regular vehicle checks are an important part of Road Safety. See page 7 for more information on
this topic.

If any defects occur to your vehicle whilst on the road, you must take the appropriate action –
especially with regard to the reporting of such defects. It is a condition of your employer’s Operator’s
Licence that there is a proper system for the driver to report such problems.
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Accidents and Emergencies

Who do I need to report incidents to? 
If you are involved in a road traffic collision or accident, no matter how small it may appear to be,
you must report it to the client and your Driver Hire office. 

If the accident has caused an injury or damage to property, including the road or highway, you must
report it to the correct authorities. The criteria for such accidents are any that involve:

1.  Anyone other than yourself

2.  An animal not carried in your vehicle

3.  A vehicle other than the one that you are driving

4.  Property on or adjacent to a road e.g. trees, pillar boxes, lamp-posts etc

Following the correct procedure

In the event of an accident, you must carry out the procedure below:
1.  Stop, and warn other traffic by using your hazard warning lights and/or a red warning triangle

2.  Remain calm

3.  Do not, in any way, admit liability

4.  Obtain the names and addresses of the driver(s) or vehicle owner(s), plus the registration 
number of any other vehicles involved in the accident

5.  Give your name and address, plus the registration number of your vehicle and address of its 
owner, to any person having reasonable grounds to request such information 

6.  Obtain the names and addresses of any witnesses

7.  Obtain the details of the insurance companies of any other vehicle involved

8.  Record details of the road traffic collision itself; the position of any other vehicles involved, the 
width of the road, the position of any road markings or traffic signs etc. Draw a sketch to 
illustrate these points. Take pictures if possible

9.  Report the accident to a police officer or police station as soon as is reasonably possible and 
always within 24 hours. If there is a police officer present at the scene, obtain their number

10.  Report the accident to your Driver Hire office immediately, followed by the client 

Important note: in the event of a non-traffic related incident, leading to loss or personal injury,
you must call the Driver Hire office immediately for advice.
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Gathering information

It’s always useful to note down the following information in the event of an accident:

Accidents involving dangerous substances

If there is a traffic accident involving dangerous substances, the ADR-certified driver will be the
person most qualified to deal with the situation until the arrival of the emergency services. Two of
the most likely possible scenarios are fire and the release of hazardous substances.

Fire
There are three ingredients for fire:
•  Oxygen
•  Fuel
•  Ignition produced by heat from sparks, cigarettes, overheated tyres & brakes, static electrical 

charge, faulty wiring or naked flames

All fires are extinguished by removing one of the three elements listed above.

You and your vehicle Other people and their vehicles

1.     Your name

2.     Date of birth

3.     Date passed test

4.     Vehicle registration

5.     Trailer number (if applicable)

6.     Damage to your vehicle

7.     Speed at which you were travelling

8.     Were you signalling?

9.     Did you sound your horn?

10.   Date, time, place of accident

11.   Weather conditions

12.   Street lighting

13.   Witnesses

14.   Make a sketch (to include road
markings, measurements and vehicle 
positions etc.), and take photos

1.     Name & address of owner/vehicle driver

2.     A list of the damage caused

3.     Damage/defects already on vehicle
before accident

4.     Registration number

5.     Vehicle make

6.     Condition of tyres

7.     Speed of vehicle

8.     Was vehicle signalling?

9.     Any injuries to driver or passengers
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All ADR vehicles in the UK must be equipped with one extinguisher of at least 2kg dry powder for
cab fires and one extinguisher of at least 6kg dry powder suitable for dealing with fires in the load.

Dealing with fire
1.  Remember your own safety
2.  React quickly and logically
3.  Assess the situation. Tackle the fire only if it is safe to do so
4.  Remember the three elements of fire. Try to remove one of them from the equation
5.  Never fight a fire involving aerosols, cylinders etc. as they may explode
6.  Always move people away from the immediate area

Preventing fire
1.  Check your vehicle regularly. Poor maintenance or minor defects may cause a fire
2.  Keep your vehicle rubbish-free
3.  Remove all sources of ignition such as lighters, matches etc
4.  Follow operating procedures
5.  Avoid loading flammables and ‘oxygen providers’ (organic peroxides, oxidising agents etc.) 

in the same load

Release of Hazardous Substances

If the materials that you are carrying are released, always follow this procedure:
1.  Call the emergency services as soon as possible, giving details of your load, the location etc

If possible, ask someone else to do this so that you can remain at the scene
2.  Try to help anyone who is injured or in immediate danger

If possible, also take the following actions:
1.  Move the vehicle to a place of safety, but only if it is safe to do so
2.  Stop the engine
3.  Remove any written information about the load from the vehicle’s cab in order to give

both yourself and the emergency services useful advice
4.  If safe to do so, turn off the battery isolating switch (if fitted)
5.  Keep people away
6.  Put on protective clothing
7.  Keep all possible sources of potential ignition away from the scene of the accident – other 

vehicles etc. Stop people smoking
8.  Put out a warning triangle behind the spillage or the vehicle
9.  Try to contain the spillage
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Never:
•  Place yourself in danger. Protective equipment is designed to allow you to leave the danger area, 

not for use over long periods
•  Tackle a large fire with a cab extinguisher
•  Enter a confined space if there is even the smallest possibility of a gas build-up

When the Emergency Services arrive:
1.  Show them any written information about the substance
2.  Tell them what you have already done
3.  Tell them about anyone else involved who may need their help
4.  Tell the client as soon as possible
5.  Tell your Driver Hire office as soon as possible

Breakdowns

If possible, always manoeuvre the vehicle into a safe location to avoid causing an obstruction or an
accident.

Contact the client and inform them of these details:
•  Your name
•  Cab-phone number (if fitted)
•  The vehicle’s position and location
•  Whether or not the vehicle is loaded
•  The remaining delivery points
•  The vehicle’s make, model and registration number
•  For tyre problems, state the make, type, size and position of the tyre
•  For tail-lifts, state the make and model
•  For windscreens, explain the scope of the damage
•  If the vehicle is totally inoperable, you will be advised as to how best to return to your

base – train, bus, car, etc.
•  If your breakdown is on a motorway, make sure that the police have been informed and keep 

them informed of any developments i.e. vehicle recovered/repaired
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Telephones

Our 24-hour Telephone Service
Our 24-hour telephone service is an essential selling point for all Driver Hire offices. Unless you tell
us otherwise, Driver Hire will assume that you are available to be telephoned day or night. Equally,
in the event of any accident or emergency, please contact your office immediately.

Office Telephones
Telephone calls should not be made from a client’s office telephone without permission.

Cab Telephones
These telephones are provided for the convenience of the client you are working for and are not for
personal use. Before starting work, ensure that you understand the client’s policy on making calls
and that you can operate the cab phone/radio. 

Mobile Phones

The law on the use of hand-held mobile phones
In case you are unsure of the law relating to the use of mobile phones, here is a reminder:

Whilst driving it is an offence for a driver to:
•  Speak or listen to a phone call on a hand-held phone

•  Send or read text messages or images

•  Use a hand-held device to access any data, including the internet

•  Hold any electronic device used for accessing oral, textual or pictorial communications

What are the penalties?
From 1st March 2017, the government introduced a tariff of six penalty points and a £200 fine for
using a mobile phone whilst driving in England, Scotland and Wales. This can be increased to a
maximum of £1,000 (£2,500 for drivers of vans, lorries, buses or coaches). Drivers still risk
prosecution (for failure to have proper control) if they use hands-free phones when driving.
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Use of hands-free kit (if one is fitted in the vehicle)
If a hands-free kit is fitted in your vehicle, and you are permitted to make work-related calls, you
should keep them to a minimum. When answering the phone, always explain to the caller that you
are driving and may have to break off the conversation. 

Be aware that if you are involved in an accident whilst using a hands-free device, you may face
prosecution for driving without due care and attention or reckless driving. This could result in a
term of imprisonment.

Use of mobile phones
Driver Hire does not expect or require you, the driver, to make or receive calls on hand-held mobile
phones when driving or when stationary if your engine is still switched on. The illegal use of a
mobile phone may lead to termination of your assignment and we will not offer you any further
work.

If any client for whom you are working expects or instructs you to use a hand-held mobile phone
whilst driving (for making or receiving calls or text messaging) you must politely refuse to do so
and refer the incident to your Driver Hire office.

We will try to avoid calling or texting you on your mobile phone whilst you are on an assignment.
Occasionally it may be necessary to find out about your future availability for work. Consequently,
we recommend that you turn on your voicemail and check periodically for messages during a
driving break. 

It’s unlikely that a company will reimburse you for calls made on your own phone, even if this was
for business purposes. 
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Protecting the Environment - Fuel Efficiency

Why should we save fuel? Fuel efficiency is one of the most important factors in modern road
transport. So, as part of your working life at Driver Hire, we feel it is essential that you know
everything there is to know about being a fuel efficient driver. Ask your local office about the Fuel
Efficient Driver CPC training module that is available.

Vehicle manufacturers, transport or fleet managers can all play a part in saving fuel. But as a driver,
you have the most important part to play. You have the potential to reduce fuel usage by up to 20%!

Check your vehicle
Checking your vehicle before driving will help you save fuel. 
This is what to look out for:

•  Bodywork - protruding panels, torn or insecure curtains and any loose bodywork
•  Tyres – damage, incorrect tyre pressures, missing valve caps
•  Fuel tank – fuel leaks from and around the tank, security of fuel cap
•  Load security and positioning – ensure load does not protrude beyond width/height of your 

vehicle and is sheeted if applicable
•  Aerodynamics – correctly set for the vehicle and trailer (if applicable)
•  Start up – any unusual mechanical noise, excessive black or white smoke
•  Moving off – dragging brakes, steering pulling, obvious tracking issues

Maintain a good attitude
A positive attitude and driving defensively are the hallmarks of a fuel efficient driver. Defensive
driving makes you more aware of what is going on around you. It enables you to anticipate road
situations and drive with control and planning – making you safer and more fuel efficient.

Make sure you’re fit to drive
As well as being potentially dangerous, anything that reduces your ability to drive and affects
alertness also reduces your ability to drive in a fuel efficient manner. A tired or stressed driver is
neither safe nor fuel efficient.

Fatigue is very dangerous – it causes more fatal accidents than drink driving. Telltale signs include;
memory lapses, micro sleeps, yawning and muscle ache.

Stress can also affect the way you drive, causing lapses in concentration. You may be irritated by
the actions of other drivers or thinking about other problems, rather than concentrating on road
conditions, your speed or how close you are to the driver in front.
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Always maintain awareness
Be aware of all that’s going on around you, in any traffic situation. Use awareness, anticipation,
control and planning so you are prepared for any hazard you’re likely to come across. This includes
other road users, road conditions and your own actions. Being aware of potential dangers on the
road allows you to plan ahead – staying safe and saving fuel.

Be aware of your speed
High speed has a drastic effect on fuel consumption. On average, by driving an LGV at 50mph
instead of 56mph, you can reduce its fuel consumption by up to 22%. In addition, breaking the
speed limit is illegal and a serious safety issue. So always be aware of your speed.

Use momentum effectively
Getting a large, heavy vehicle moving requires huge amounts of fuel. So if you can keep a vehicle
moving, you’ll use less fuel. Slow down gradually when approaching traffic lights, as you may not
need to stop. Where it is safe to do so, you can use the momentum of the vehicle when going down
hill rather than using the accelerator.

Avoid unnecessary braking
You should always avoid unnecessary braking. Whenever you brake, your vehicle loses road 
speed, which has to be regained using the accelerator. If you have one, use your exhaust brake
whenever possible.

Utilise cruise control
If you have cruise control, use it - but don’t abuse it. Cruise control helps maintain a steady speed
reducing acceleration and braking. To maximise fuel efficiency benefits from cruise control, always
plan ahead on the road and be aware of what’s behind you so you can change lanes safely.

Use gears and clutch properly
Every time you change up a gear your fuel consumption improves between 10-30%. You should
never double de-clutch on a modern vehicle as it wastes energy unnecessarily and uses fuel. You
should use ‘block changes’ or ‘skip changes’ whenever possible.

Plan your routes
You may not always be able to choose the route you take, but wherever possible you should think
about fuel efficiency when planning your route. For instance, using motorways and ‘A’ roads is
much more fuel efficient than rural ‘B’ roads and urban roads.

Idling
When ticking over, an average large goods vehicle will consume fuel at a rate of 2 litres per hour. So
never let your engine idle unnecessarily as it serves no purpose and only wastes fuel.



20

Be aware of aerodynamics
Any protrusions will cause drag which will use extra fuel. Some vehicles have built in aerodynamic
attachments which you should ensure are correctly adjusted. When such aids are correctly used
they can save up to 15% on fuel consumption.

Load your vehicle properly
It is illegal to overload a vehicle. You need to be aware that both overloading and the poor
positioning of a load can have a detrimental effect on fuel consumption.

Be fuel efficient back at base
When you return to your base you should park up so your vehicle will not require manoeuvring the
next morning when the engine is cold. This way the vehicle is ready to drive off, saving fuel.

You should also fill up at the end of each day rather than at the beginning. It avoids queuing at the
pumps with a cold idling engine the next day.

Simply ensuring your fuel cap is tightened can save fuel. Loose fitting fuel caps are the cause of up
to 30 gallons of lost fuel per vehicle per year! Accurate measurement of fuel use is essential to
monitor any improvements and should be recorded.

Finally: Reporting vehicle faults is extremely important. A vehicle that’s mechanically efficient
means it’s fuel efficient too.

Protecting the Environment - Noise Pollution

Road transport is an essential industry, but more and more people in the UK are having their lives
affected by intrusive traffic noise. So whenever you’re behind the wheel of a goods vehicle you must
drive it responsibly and in a way that minimises damage to the environment.

Loading and unloading
When driving and working in areas which are in close proximity to others, especially in
the early morning or late at night:
•  Use a defensive driving style to minimise engine, body and suspension noise
•  Ensure all loads are properly secured and, where appropriate, covered
•  Avoid excessive revving of the engine and switch it off during delivery operations, 

using off-street service areas wherever possible
•  Observe local routing requirements and avoid rat-runs along unsuitable roads
•  If delivering from the kerbside, use designated loading bays, park as close to the kerb as 

possible and avoid double parking
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Tachographs

Until May 2006, commercial vehicles were fitted with an analogue tachograph. However, since May
1st 2006, all newly registered commercial vehicles of 3.5 tonnes upwards have been equipped with
a digital tachograph (unless exempt).

From 2019, digital tachograps fitted to new vehicles allow ‘roadside interrogation’ of certain details,
but this will not be a mandatory retrofit. These tachographs automate the recording of the daily
journey start and end location, by use of satellite tracking.

If you haven’t already done so, you should apply for a digital tachograph Driver Card, because
without one you are unable to operate a digital tachograph. You will also need training on how to
operate a digital tachograph, and understand the requirements for record-keeping etc. Your Driver
Hire office will be able to help you with this.

Responsibilities
It is the driver’s responsibility to use the tachograph throughout each driving day to properly record
driving time, periods of other work, periods of availability and breaks from driving/work. These
records must be made on a chart of the correct type for the tachograph fitted in each vehicle used.

Drivers must carry with them during each driving day (and be able to show an enforcement officer if
requested to do so) all completed records for the current day plus those generated in the previous
28 days. You should also carry with you records to show what you were doing on days you when
were not driving.

Completed tachograph records must be handed in to your Driver Hire office or the client as soon as
possible and in any case, by law, back to the operator within 42 days.

Use of Digital Tachographs

The key parts of the digital tachograph Vehicle Unit (VU):
1. The visual display unit
2. Driver 1 keypad
3. Driver 1 card slot
4. Operator’s download interface
5. Driver 2 keypad
6. Driver 2 card slot
(double-manned vehicles)
7. Unlock button for the printer drawer
8. Tear-off edge for the printer paper
9. Menu button

1

3 6 742

9 8

5
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The standard limit on driving time in a working day is 9 hours. This standard
driving time limit may be extended to 10 hours on any two days of the working
week. No compensation is required.

Driving time must not exceed 56 hours in any one week, and may be no more than
90 hours in total in a fortnight.

A 45-minute break must be taken after 4.5 hours’ continuous driving time. If you
take a break at any point during the 4.5 hours of driving, the first period must be at
least 15 minutes in duration and the second period must be at least 30 minutes.

During any 24-hour period a daily rest period must be taken:

• Minimum duration is 11 hours
• This can be reduced to 9 hours on no more than three occasions between two 

weekly rest periods (no compensation required)
• Daily rest can be split into two periods. In this case, the first must be at least 3 

hours and the second at least 9 hours, so that the total daily rest period, if split, 
becomes 12 hours

After six 24-hour periods since your last weekly rest period a new one must begin.
The weekly rest period must be a minimum of 45 hours.

This may be reduced to a minimum of 24 hours (whether at base or away from
base) once in any two weeks. Any reduction must be compensated for in full, in a
single block attached to a rest period of no less than 9 hours, before the end of the
third fixed week following. The full weekly rest period may no longer be taken in the
vehicle, unless parked at a formal rest area such as a truckstop. Any rest period
must remain ‘uninterrupted’. This means if you undertake any other paid work, the
whole rest period must be repeated.

Used to record ‘Periods of Availability’ - see section on Road Transport (Working
Time) Regulations 2005 (page 26).

Used to record ‘other work’, defined as all working time except driving, including
any work undertaken for the same or another employer.

WEEKLY 
REST

DRIVING
BREAKS

DAILY 
REST

Driving Time and Rest Periods
Summary of rules and hours limits

EC561/2006
Drivers’ Hours rules
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The digital tachograph Driver Card
The Driver Card is inserted into the VU. It stores information about your working day including the
vehicle you’re driving, the date and times you’re working, vehicle speed, distance travelled and
duties undertaken e.g. driving, other work and Periods of Availability (POAs).

As well as the Driver Card, there are three other different operational cards:
•  The Company Card enables operators to download data stored in the VU
•  The Enforcement Card is held by the Police and DVSA and allows full access to all 

data stored on the VU in the event of a roadside enforcement check
•  The Workshop Card is held by DVLA approved workshops recommended by DVSA

Applying for a card
Driver Cards are issued on application to the DVLA. The driver and operator need to complete form
D777B, available from the DVLA in Swansea. Both cards are valid for a five-year period.

Lost, stolen, damaged or malfunctioning cards
It is illegal to drive a vehicle fitted with a digital tachograph without a card (unless it is an exempt
journey). If you forget your card you cannot drive the vehicle.

If your card is lost, stolen, damaged or malfunctioning you must report this to the DVLA within 7
days and apply for a new card. In the event of theft, it must also be reported to the police and a
crime reference number obtained. You may then drive the vehicle for up to 15 days without a card
being present. You must however take a print out from the VU at the beginning and end of each
shift, fill in your licence details and sign it.

Downloading responsibilities
The Driver Card stores (on average) 28 days of data and the vehicle unit stores up to 365 days of
data. Data from the card should be downloaded at regular intervals. These are specified in The
Passenger and Goods Vehicles (Recording Equipment) (Downloading and Retention of Data)
Regulations 2008. It is recommended that operators read and understand the details of this
legislation in order to comply with the rules.

Drivers’ responsibilities
Whenever an inspecting officer requests them, you will have to produce your record sheets (tacho
charts and digital printouts) for the current day, those used in the previous 28 calendar days and
your digital tachograph Driver Card.

Daily print out and handwritten entries
You can obtain a daily print out reflecting your day’s activities. It is particularly relevant to those
working in a mixed fleet operation or in the event of the card becoming lost, damaged, stolen or
malfunctioning. You should (under guidance from your Driver Hire office) take a number of
printouts from the digital tachograph. As a minimum these should include a copy for your records, a
copy for your Driver Hire office and in the event of the card becoming lost, stolen, malfunctioning or
damaged, a copy for the client.
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Should the VU malfunction, if you work away from the vehicle or enter an incorrect mode into the
VU, then handwritten amendments can be made on the reverse of the paper roll.

A spare printer roll must be carried in the vehicle - it is the responsibility of the operator to provide
this, and the driver must check that a spare roll is present.

Universal Time Co-ordinated (UTC)
The digital tachograph records all working time in UTC. UTC is a worldwide standard of time
measurement. This means that in British Summer Time (BST), when the clocks change and go
forward an hour, drivers need to remember that there will be a one-hour time difference between the
times recorded by the digital tachograph. For example, a driver starting at 7am BST would see the
time displayed as 6am on the digital print outs. So when reading digital records and completing
time sheets, both drivers and operators should bear this in mind to avoid possible errors.

Use of Analogue Tachographs

It is the driver’s responsibility to ensure that the tachograph clock is set to the correct UK local time
before starting any journey (remember that the tachograph is a 24 hour instrument whereas its clock
has only a 12 hour display).

Tachograph charts are legal documents: complete them fully, use the Mode switch properly, and
handle them carefully.

The working week
The ‘fixed’ working week is a 7-day calendar week extending from 00:00 hrs on Monday to 24:00
hrs on Sunday.

The working day and daily rest
Tachograph rules and hours limits are based on a 24-hour time period which starts when you begin
an assignment. So if you begin an assignment at 07.00 hours, the 24-hour time period starts at
07.00 hours. The first part of the time period (of variable length, from start to finish of duty) forms
the working day, while the second portion must be taken as daily rest and is defined by the rest
hours limits.



Using the Mode switch
•  Select            to record driving time (if this symbol is available on the Mode switch)

•  Normally the          symbol position is used to record other work (or driving time if the            
is not available)

•  Use        to record ‘Periods of Availability’ - see section on Road Transport (Working Time)

Regulations

•  Select       to record breaks from driving/work during the driving day, and to record daily rest
between working days when away from base (the chart should not be left in the tachograph when    
daily rest is taken at home base)
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Surname and forename of driver
(as shown on the driving licence)

Start journey place name
(properly spelt out)

Finish journey place name
(properly spelt out)

Start duty date

Finish duty date
(in day/month/year format)

Full vehicle registration

Finish journey odometer figure
(figures in full)
Start journey odometer figure
(figures in full)

Guidance on completing analogue tachograph chart entries
•  Ensure that written entries do not go beyond the centrefield or overwrite and deface the 

tachograph traces (move them to one side away from the traces if extra space is needed)
•  Place names should be specific, recognisable and not abbreviated
•  Start and finish duty times/lines on chart are not a legal requirement but they usefully define the 

start of each 24-hour time frame and the length of each daily rest period

(EDR = End Daily Rest. SDR = Start Daily Rest)

•  There is no legal requirement for actual journey distance (one odometer figure subtracted from 
the other) to be entered

•  A label inside the tachograph head will show an ‘E’ number and type code. Charts that are valid
for use in that tachograph will have a matching ‘E’ number and code on the back
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Road Transport (Working Time) Regulations

1. Introduction
The Road Transport (Working Time) Regulations - RT(WT)R came into force on the 4th April 2005.
This section will help you understand the Regulations.

2. Key Points
The Road Transport (Working Time) Regulations should be viewed in conjunction with the present
EU Drivers’ Hours Rules (EC561/2006 – introduced on 11th April 2007) and limit the amount of
time worked rather than just the amount of time spent driving.

Under RT(WT)R you must not work more than:
•  An average of 48 hours per week over a reference period (see section 8, on page 27)
•  60 hours in any single week
•  10 hours in any 24-hour period, if you are working at night, unless a ‘relevant agreement’ exists 

between you and your employer (see section 9 on page 27)

3. Who is affected by the Road Transport (Working Time)
Regulations?
The Regulations affect drivers and other ‘mobile workers’ who are involved in operations subject to
EU Drivers’ Hours Rules (EC561/2006). Generally, drivers and travelling crew in a vehicle fitted with
a tachograph are covered e.g. drivers’ mates, conductors and porters.

Agency drivers and those working through an Employment Business are also covered by 
these Regulations, as are drivers who work on a ‘self employed’ basis, subject to a strict definition
detailed within the Regulation.

You cannot opt out of the Regulations.

4. Who is not affected by the Regulations?
Excluded from the Regulations are drivers and crew travelling in vehicles not covered by the EU
Drivers’ Hours Rules. Workers who occasionally work under the EU Drivers’ Hours Rules are also
excluded. They are exempt if they work on fewer than 16 days in a reference period of 26 weeks or
more, or on fewer than 11 days in a reference period of less than 26 weeks.

5. What counts as ‘working time’?
Working time is specifically defined by the Regulations as road transport and other activities
undertaken for your employer.

It is the time you spend carrying out your duties such as driving, loading or unloading and
maintaining your vehicle. Other examples include: training, daily safety checks, traffic jams, helping
passengers and time spent waiting if it is not known about in advance.
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Any statutory paid leave including holidays, sickness and domestic leave counts as working time by
adding 48 hours to your working time for each complete working week, and 8 hours per day for
incomplete weeks.

If you work for more than one employer, then weekly working time is the combined total of the time
worked for all employers. You must notify each employer of the time worked for every employer,
whatever the nature of their business.

6. What doesn’t count as ‘working time’?
Working time does not include travel to and from work, rest or break periods, leave taken in excess
of statutory entitlement, Periods of Availability, and days during which you might have no work e.g.
you are stood down and not receiving any pay from an employer. 

The self employed do not have to count any paperwork they do, (e.g. accounts or VAT returns), as
working time. However, delivery documentation associated with a particular delivery they are making
would count.

7. What is a Period of Availability?
A Period of Availability (POA) is time spent waiting to start or re-commence work, the duration of
which is known about in advance e.g. a known delay before unloading. You must however be
available to resume work if requested to do so, i.e. remain on call.

If you use a tachograph to record working time, you must use the ‘on duty and available for work
mode’ to record POAs.

8. What is a ‘reference period’?
A reference period is the period over which your average weekly working time is calculated. The
Regulations provide for a default reference period of 17/18 weeks with set start dates. However,
alternative reference periods can be agreed with the workforce using a ‘relevant agreement’.

Employers may choose to apply a rolling 17-week reference period (similar to the one used in the
existing Working Time Regulations) providing they notify the workforce concerned. No ‘relevant
agreement’ is required.

For the purposes of the Regulations a week is a period starting at 00:00 Monday and ending 00:00
the following Monday.

9. What is a ‘relevant agreement’?
This can either be a collective agreement or a workforce agreement. A collective agreement is one
made between the employer and an independent trade union. A workforce agreement is made
between the employer and the relevant mobile workers or their representatives.

A collective or workforce agreement can be used to extend the night work limit, extend reference
periods from 17/18 weeks up to 26 weeks, to change the start dates of reference periods and to
allow rolling reference periods in excess of 17 weeks.
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10. What is classed as ‘night time’ work?
Night time is defined as a period between 00:00 - 04:00 for goods vehicles and 01:00 - 05:00 for
passenger vehicles. Night work is any work, which starts or finishes within, or spans these periods.

11. Rest and Breaks
All crew members travelling on a vehicle (i.e. the entire travelling staff, not just the driver) are
covered by the rest and break provisions of RT(WT)R. The provisions of EC561/2006 still apply
while you are driving and take precedence (see page 22).

In brief the major rules regarding breaks are:
•  11 consecutive hours of rest in each 24 hour period
•  45 consecutive hours’ weekly rest
•  45 minutes break after 4.5 hours of driving

The Road Transport (Working Time) Regulations impose additional break requirements:
•  Not to work more than 6 hours without a break
•  If working time is between 6 and 9 hours per day then breaks amounting to at least 30 

minutes must be taken
•  If working time exceeds 9 hours per day then breaks amounting to 45 minutes must be taken
•  Breaks must be no less than 15 minutes in duration
•  Breaks must be taken on days when the mobile worker is not travelling

Care must be taken to ensure both sets of rules are complied with when driving and other 
non-driving work is undertaken.

12. Keeping Records
Your employer must keep accurate working time records for a period of two years.

Your employer should provide you with a method of recording your working time. This might be a
time sheet or by using the recorded data from the tachograph.

If you work for more than one employer you must inform your employers in writing of who else you
work for and the working time you do for each of them.

While employers have responsibility for maintaining accurate working time records, mobile workers
are equally responsible for compliance with the regulations. Mobile workers can be prosecuted for
knowingly committing breaches including neglecting to inform employers about work undertaken for
any other employer or knowingly making a false record. The self employed are required to keep their
own Working Time records.

13. Emergencies
In the event of an emergency, you may depart from these Regulations in order to safeguard the
vehicle, load and yourself, but only when it is necessary and does not compromise road safety.

14. Who enforces the Regulations?
DVSA in Great Britain and the DVTA in Northern Ireland enforce the Regulations.
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Agency Workers Regulations (AWR)

What are the Agency Workers Regulations?
The Agency Workers Regulations (AWR) became UK law on 1st October 2011. Their core purpose is
to align the basic employment conditions (such as pay and holiday entitlement) of temporary
workers with those of the people they work alongside. Some rights are granted on Day One of an
assignment, whilst more significant changes (on pay and holidays) are given after a 12-week
qualifying period.

Do the Regulations apply to me?
The Regulations apply to any worker who is supplied by a recruitment business to work under the
supervision and direction of a third party; and who has a contract or terms under which they provide
their services personally for the agency (e.g. if you work for Driver Hire on a ‘Contract for Services’).
The Regulations also cover workers engaged through umbrella companies.

What does ‘Equal Treatment’ mean?
When a temporary worker completes a ‘qualifying period’ of 12 weeks (although not necessarily full
or consecutive weeks - see below) with the same company in the same role, that worker must be
treated as if he or she had been recruited directly to do the same job.

The worker then acquires ‘Equal Treatment’ rights, which broadly include basic pay, duration of
working time and rest breaks and holiday entitlement. Maternity or paternity pay, pensions and
redundancy payments are among the rights which are not included.

Day One rights
In addition to the rights gained after completing 12 weeks in the same role, all temporary 
workers are now entitled to certain rights from Day One of their assignment. These include access
to collective facilities such as canteen, parking, child care etc, and access to information on 
job vacancies.

How do I get more information on AWR?
For the specific rules governing the ‘qualifying period’ – when the ‘clock’ is paused or re-started,
and to view the Regulations in full, please visit www.gov.uk/agency-workers-your-rights

Should you wish to receive any information regarding AWR in relation to your individual
assignments, please contact your local office.
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Driver Risk Management

Driver CPC
The Driver CPC is for professional LGV and PCV drivers. It is a requirement of EU Directive
2003/59, which is designed to improve the knowledge and skills of drivers, and enhance 
safety on our roads.

With very few exceptions, the Driver CPC is now compulsory for almost all professional drivers of
vehicles using a category C, C1, C+E or C1+E licence and driving ‘for hire or reward’. 

Following the 10th September 2014 deadline for the initial qualification, all drivers must undertake
35 hours’ periodic training every five years, to keep their Driver CPC valid. Training 
must be undertaken in 7-hour blocks and the best way to do this is to spread the training over
several years.

Driver Hire Training runs regular Driver CPC training courses around the UK. You can find more
information on Driver CPC training, including details of courses and book and pay online by
visiting www.driverhiretraining.co.uk or by contacting your Driver Hire office.

eLearning
It can be hard to find the time for learning new skills, or perhaps just topping up what you already
know. eLearning from Driver Hire provides you with high quality training and assessments which
can be completed any time, anywhere.

Our range of eLearning courses includes several carefully selected topics, designed by subject
experts which provide quick, easy and fun training to engage learners.

Other Services
You, or the client you are working for, may also be interested in our other online services, including
dh Licence Check, which is the most efficient way to verify the status of multiple drivers’ licences.
Visit www.dhlicencecheck.co.uk for more information.
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A Brief Introduction to ADR

The Carriage of Dangerous Goods by Road (Driver Training) Regulations 1996 introduced new
regulations concerning the training of drivers. These Regulations require drivers of certain vehicles
carrying Dangerous Substances which fall within the scope of the regulations to:

•  Attend and complete an approved training course
•  Pass an approved City & Guilds examination
•  Obtain a vocational driver training certificate
•  Carry a valid current vocational driver training certificate during the carriage of dangerous goods
•  Attend a refresher course and pass an approved examination within 12 months preceding the 

expiry of the certificate
•  Produce your driver training certificate when required by a police officer or goods vehicle 

examiner

Your Dangerous Goods vocational licence will be valid for five years for national and international
journeys throughout Europe.

Classes of a dangerous substance
Dangerous substances are grouped into nine classes. Some classes are sub-divided.
The major classes are:

Class 1 Explosives

Class 2 Gases

Class 3 Flammable Liquids

Class 4.1 Flammable Solids

Class 4.2 Spontaneously Combustible

Class 4.3 Dangerous When Wet

Class 5.1 Oxidising Agents

Class 5.2 Organic Peroxides

Class 6.1 Toxic or Harmful Substances

Class 6.2 Infectious Substances

Class 7 Radioactives

Class 8 Corrosives

Class 9 Miscellaneous

N.B. Don’t forget to read pages 13-15 on accidents involving dangerous substances.
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Preventing Clandestine Entry

Follow the 10 steps below to avoid penalties, of £2,000 per
clandestine 
entrant carried.
Before you start your journey:

1.  Obtain written instructions on vehicle security and a checklist from your employer
2.  If possible, watch the vehicle being loaded to ensure that no unauthorised persons 

enter the vehicle
3.  Check the fabric of the vehicle (bodywork/canvas) and note any damage on the check list

Immediately after loading:
4.  Secure the vehicle

For hard-sided vehicles:
•  Lock the integral doors and secure with a padlock

For soft-sided vehicles:
•  Lock the integral doors and secure with a padlock
•  Apply a good quality tilt cord, secured with a robust padlock or a unique seal

Note the seal number on the checklist or CMR

5.  Check the panniers, secure with locks where possible. Check the wind deflector and axles

During your journey after each stop:
6.  Check the fabric, roof and security of the vehicle

•  Physically pull the security devices to check they are intact
•  Check the panniers, wind deflector and axles
•  Is there any damage?
•  Have the security devices been tampered with?

7.  If there is evidence of damage or tampering or unauthorised access, check the load space  
and re-apply security devices

Before you enter the UK Control Zones or embark for the UK:
8.  Repeat steps 6-7

9.  If it was not possible to secure your vehicle, conduct a thorough manual check of the load 
and load space

10. Record the checks made on the check list at loading, after every stop and before entering the 
UK Control Zone or embarking for the UK

Always:
•  Be careful and alert
•  Carry spare security devices and checklists
•  Keep written instructions and checklist in the cab and record checks made on the checklist
•  Alert the local authorities / UK Border Agency / police if you suspect someone has entered  

your vehicle without your permission
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Kettering
Kingston
Lancaster
Leeds East
Leeds West
Leicester
Lincoln
Liverpool
London North
London South East
London South West
London West
Luton
Maidstone
Manchester North & Oldham
Manchester South
Manchester West
Medway
Milton Keynes

Newcastle
Northampton
Norwich
Nottingham
Oxford
Peterborough
Plymouth & Cornwall
Portsmouth
Preston
Reading
Romford
Runcorn & Widnes
Scunthorpe
Sheffield
Shrewsbury & Telford
Slough
South Devon
Southampton
Southend 
Stevenage
Stockport
Stoke
Swindon
Tamworth
Taunton & Bridgwater
Teesside
Tonbridge
Twickenham
Uxbridge
Wakefield

Walsall
Warrington
Worcester
Wisbech & The Fens
York

SCOTLAND
Aberdeen
Ayrshire
Borders
Dumfries
Dundee
East Kilbride
Edinburgh City
Edinburgh West
Fife
Glasgow
Grangemouth
Inverness
Motherwell
Paisley
Perth

WALES
Cardiff
North Wales & Chester
Swansea              

NORTHERN IRELAND
Belfast




