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Compass UK & Ireland

Workplace Safety Management System


	OPS04
	Driving whilst on Company Business Risk Assessment

	Unit Name
	
	Unit Number
	

	Employee Name
	

	Risk Assessment Completed
	Date
	By
	Signed

	1st Review
	Date
	By
	Signed

	2nd Review
	Date
	By
	Signed

	3rd Review
	Date
	By
	Signed


Note - This risk assessment must be completed for each driver and reviewed annually, whenever there is a change in vehicle, a significant change in the activity, and following any incident involving the activity. Risk assessments must be retained for a period of 6 years.
	Step 1 - Safety Hazards

	What are the hazards?
	Who might be harmed?
	How might they be harmed?
	What are you already doing to control the risks?

	Driver incompetence / negligence
	Compass employees/
agency staff/members of the public
	Multiple injuries, death
	The driver must:

· Hold a valid full licence for the category of vehicle intended to be driven. Line managers must check licence validity prior to the individual being approved to drive a vehicle and then re-check at a frequency of 3 months if driving activities are continuing to be carried out.
· Familiarise themselves with the vehicle. Refer to owner’s handbook.

· Obey the rules of the Highway Code, obey speed limits and drive in a manner appropriate for weather conditions and with due regard for other road users.  

· Never drive whilst under the influence of alcohol or other drugs.

· Wear a seatbelt at all times 

· Adopt a ‘defensive driving’ style. 

· Ensure the vehicle is equipped with a warning triangle for use in the event of a vehicle breakdown.
Eating, drinking, smoking & use of handheld mobile phones can all distract attention and must not be done / used whilst driving. Stop in a safe parking area to carry out these functions.


	What are the hazards?
	Who might be harmed?
	How might they be harmed?
	What are you already doing to control the risks?

	Poor vehicle maintenance
	Compass employees/

agency staff/members of the public
	Multiple injuries, death
	Private & Company vehicles must be routinely serviced in accordance with manufacturer’s recommendations.

All vehicles over three years old must have a valid MOT certificate of roadworthiness.

Driver maintenance to include:

· Daily checks on operation of lights, warning lights, horn, indicators, wipers, and washers.  

· Weekly checks on oil, coolant, brake fluid level & tyre pressures / condition and spare wheel. 

Note: Refer also to Compass Managing Occupational Road Risk Policy



	Diver fatigue or illness
	Compass employees/

agency staff/members of the public
	Multiple injuries, death
	Plan work schedule to avoid consecutive long journeys, avoiding journeys of over 400 miles in a day.

Combined driving time and non-driving duties must not exceed 10 hours in one day.

A minimum rest break of 15 minutes should be taken every 2 hours.

In the event of tiredness whilst at the wheel, open windows, turn on radio and stop the vehicle at the first safe opportunity.

Journeys must be planned to allow for traffic congestion and rest breaks, and must take predicted weather conditions into consideration.

Leave arrival time as flexible as possible to reduce stress in event of delays.

Drivers must inform their manager if they have a health condition that may affect their driving.


	Poor driving position
	Compass employees/

agency staff
	Musculoskeletal injury / whiplash
	Check driver seating position before driving off:

· Position yourself centrally on seat with hips level.

· Adjust seat to ensure you can comfortably reach the pedals

· Adjust backrest to support lumbar region.

· Ensure adequate headroom. 

· Adjust head restraint so cushion is level with head (not neck!)

Adjust steering column & mirrors to suit driving position.


	Vehicle security / passenger safety


	Compass employees/

agency staff
	Theft / unprovoked attack / musculoskeletal injury
	Ensure seatbelts are not obstructed or twisted and are adjusted to remove any slack. 

Check that you and your passengers are wearing seat belts.

Always place valuables in boot, even whilst driving, do not leave personal belongings on passenger seat.

Lock doors when moving in slow traffic / urban areas.

Ensure vehicle is locked and alarmed when unattended, even for brief moments.

Avoid leaving anything in view and remove radio cover if possible.

Endeavour not to park in unlit, isolated areas.



	What are the hazards?
	Who might be harmed?
	How might they be harmed?
	What are you already doing to control the risks?

	Struck by moving vehicles
	Compass employees/

agency staff/

members of the public
	Multiple injuries, death
	In the event of breakdown:
· Attempt to get to safe, well-lit refuge. Park close to kerb and summon help by mobile phone or roadside emergency telephone without delay.

· Switch on hazard warning lights and place warning triangle 50 metres behind your vehicle. 

· On motorways, leave vehicle by left-hand side doors and wait on embankment. Never cross carriageways. Do not attempt even simple repairs. On a motorway, only return to your vehicle if you feel threatened by another person, locking all doors. 

In the event of puncture:
Only attempt to change a wheel if you know how to do this safely and never on a motorway. 

Ask passengers to leave vehicle and wait in a safe place. 

Follow guidance in vehicle handbook and use only the equipment as supplied.

Never place any part of your body under a jacked-up vehicle.

When routinely parking:

Only park in appropriate areas as defined in The Highway Code.  (Accidents maybe caused by inappropriate parking)



	Use of mobile phone whilst driving
	Compass employees/

agency staff/

members of the public
	Multiple injuries, death


	Where hands free mobile phone facility is available:

· Only use the hands-free facility whilst driving when it is deemed essential.
· Use auto voice mail or message service where possible, returning calls later.
· Keep conversations short
· Do not use the hands-free facility to participate in conference calls (or other calls likely to disrupt or divert your thought process from driving)
· Do not try to write down information, ask caller to fax it to your destination or send an email.
· If a long or detailed call is urgent and essential stop the vehicle in a safe location (with hand brake applied and engine turned off) and make the call only whilst your vehicle remains in such location.
NOTE: Any use of hands-free equipment is likely to distract your attention from the road. You are strongly advised not to use any telephone whilst driving.

Where hands free mobile phone facility is NOT available:

· Never use a handheld mobile phone whilst driving. Stop the vehicle in a safe location (with hand brake applied and engine turned off) before making a call.

· Ensure phone is switched off whilst driving alone or ask a passenger to answer calls for you.

· Whenever possible, use a voice mail or message service whilst driving and retrieve messages when the vehicle is stationary.

Note: Refer also to Compass Managing Occupational Road Risk Policy


	What are the hazards?
	Who might be harmed?
	How might they be harmed?
	What are you already doing to control the risks?

	Use of Sat Nav
	Compass employees/

agency staff/

members of the public
	Multiple injuries, death
	Use of a built-in Sat Nav System:
· Never program a Sat Nav system whilst driving.

· Follow the manufacturer’s safety information where provided.

Use of a portable Sat Nav System:
· Never program a Sat Nav system whilst driving.

· Follow the manufacturer’s safety information where provided.

· Position the Sat Nav display so that the driver’s vision through the windscreen is not obscured.


	Loading / unloading vehicle
	Compass employees/

agency staff
	Lumbar strain
	Always use the proper lifting technique, especially when stooping into car boot. 

Obtain help with heavy / awkward lifts. Do not exceed the vehicles maximum authorised mass (MAM) Also referred to as gross vehicle weight (GVW)


	Explosion
	Compass employees/

agency staff/

members of the public
	Multiple injuries, death
	At filling stations

· Never use mobile phones, or smoke on petrol forecourts. This is a major fire risk and could cause explosive ignition of petrol vapour.

· Only use spare fuel containers that are specially designed for the purpose and have securely fitting caps/lids.

· Report any fuel spillage to the filling station staff.

Carrying pressurized containers or canisters 

· Avoid carrying pressurized containers in hot weather conditions above 30°C, especially where they are exposed to strong sunlight.  (These can explode and cause major injuries even when inside the boot)

· Check the storage safety information on product labels 
· 


	OPS04a
	Driving whilst on Company Business – Driver Record

	Unit Name
	
	Unit Number
	

	Unit Address
	

	Employee Name
	
	Employee Date 

of Birth
	

	Driver Licence Number*
	
	Licence Issue Date
	

	Country of Issue
	
	Confirm a Copy of the Licence has been provided 
	             yes           no

	Do you have any current endorsements*
	 

           no                yes                   If yes, provide details _____________________________________________________________

	Are you suffering from any medical conditions or taking any prescribed medication that could affect driver safety*
	                                                          If yes, provide details _____________________________________________________________


            no                yes                                                         _____________________________________________________________

	Employee Signature
	
	Date
	


*  You must provide a copy of your driver's license

** You must notify your manager immediately of any new endorsement or medical condition. Failure to do this may result in disciplinary action.
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