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Temporary Driver  

Health, Safety and Environmental 

Rules and Procedures 

 
 

 

 

 

For temporary driver to read and accept: 

Please complete the confirmation slip below to confirm that you have read and familiarised yourself with the UK Mail Temporary 

Driver Health, Safety and Environmental Rules and Procedures Document, that you have received and understood the contents. 

 

I hereby confirm that I have received a copy of the UK Mail Temporary Driver Health, Safety and Environmental Rules and Procedures 

Document. I confirm that I have been briefed on all relevant points contained within this document and am aware of the hazards presented 

by this work.  I will take all necessary measures to ensure safe working and pollution prevention practices are maintained.   

Temporary Driver 

Name: 

(Print) 

Signature: Date: 

Agency Representative  

Name: 

(Print) 

Signature: Date: 
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Introduction  
 
Welcome to UK Mail. It is vital that all Temporary Drivers who are engaged to work for UK Mail understand 
that we all have responsibility for health and safety and have a duty to work safely whilst getting the job done.  
 
Failing to take responsibility because ‘it’s nothing to do with me’ is not an option; health and safety is 
everyone’s responsibility and part of the UK Mail work ethic of getting the job done without causing harm. 
  
If you see something or someone working in a manner that you feel is unsafe, report it to a manager. Never 

ignore it.   

Your Responsibility while engaged as a Temporary Driver for UK Mail  
 
✓ Immediately report all incidents (including ‘near misses’) or accidents to a manager, and provide 

information to assist in any health and safety investigation; 
 

✓ Take reasonable care of your own health and safety and consider the health and safety of others that may 
be affected by your acts or omissions;  
 

✓ Work in accordance with information, instruction and training provided in relation to health and safety; 
 

✓ Do not intentionally misuse or recklessly interfere with anything that has been provided in the interests of 
health and safety; 
 

✓ Immediately report any vehicle defects to a manager; 
 

✓ Do not undertake any task for which you do not possess the relevant competency, training  or physical 
capability; 
 

✓ Inform a manager immediately of any physical disability or condition which might affect your work 
performance. 
 

✓ Wear personal protective equipment (PPE) or safety wear in accordance with UK Mail risk assessment 
results or UK Mail standards; 

 

Caring for the Environment  
 
UK Mail has an Environmental Policy, which is supported by a variety of initiatives and strategies designed to 
raise awareness of environmental issues. As a temporary driver you are required to follow these simple actions 
to make a difference to reduce our impact on the environment  

✓ Switching off the engine whilst waiting/idling, adjust your driving behaviour to obtain the optimum Miles 
per Gallon (MPG).  
 

✓ Taking additional care to prevent spills when using fuel pumps and other fuel/oil storage type facilities.  
 

✓ Report any leaks or spillages to a Manager or Supervisor without delay  
 

✓ Reducing water consumption and effects by switching off taps after use.  
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Wearing Personal Protective Equipment (PPE)  
  

 
 
 
 
 

 
 
 

Protective Footwear   
 
 

 
 
 

Protecting your hands  
 
Whilst it is not mandatory to wear gloves, it is strongly recommended to do so as they do protect your hands and 
these are readily available upon request.  
 

Smoking 

 
Smoking in UK Mail vehicles is prohibited and is only permitted within the designated smoking areas. 
These must be kept tidy at all times 

 
MHE (Mechanical Handling Equipment) Operation 
  
Only trained and authorised personnel are permitted to operate MHE and some areas are restricted to 
pedestrians. You will be informed of the location of pedestrian restriction zones and must ensure you do not 
enter these areas unless you have gained the attention of the FLT or EPT driver(s) who will stop the equipment 
and will provide you with their specific permission to enter the area.  Failure to observe this procedure may 
lead to dismissal.  
 

Vehicle movement  
 
Large Goods Vehicles as well as Collection and Delivery Vehicles may enter our warehouses, to be loaded and 
unloaded inside.  You must remain clear of the roller shutter doors while vehicles are manoeuvring.  While some of 
these vehicles may need to be guided this will be undertaken by specially trained personnel.  Temporary Drivers are 
strictly prohibited from guiding reversing vehicles. 
 
Pedestrians must not use roller shutter doors to enter or exit the warehouse if other means are available.  Always 
use the designated pedestrian entry and exit doors.    

 
Walking up or down stairs  
 
Always use the handrail when walking up or down stairs and immediately report any spills or hazards to a Manager 
or Supervisor.  
 

 

High visibility tabards conforming to British Standard 
EN471 MUST be worn at all times when working in the 

warehouse and the outside yard  
 

Orange tabards are worn by Managers and Supervisors in 
order that they can be easily recognised and contacted 

quickly if required. 

All drivers must wear protective footwear 
conforming to British Standard EN ISO 20345 
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Walkways and Clearways 
 
ALWAYS use the walkway in the warehouse and around the site where provided. 
Do not walk through an operational area using it as a short cut.   

 
Good Housekeeping  
 
Keep your vehicle tidy. Clear out any waste or old paperwork on completion of your driving duties.  
 

Using Equipment  
 
Do not use any equipment unless you have received the appropriate training or briefing.  Do not ‘horseplay’ with 
equipment by using it as otherwise intended; examples include ‘scooting’ on a pallet truck. 
 
Check all equipment to ensure that it is not damaged prior to use and ensure that you are using equipment suitable 
for the task.  
 
Examples of defects can include: -  
 

• Sharp, jagged or pointed hazards or broken welds. 

• Anything which prevents proper assembly or movement. 

• Temporary or amateur repairs. 

If the equipment is faulty do not use and report it to a Manager or Supervisor immediately. 
 

Fire Precautions and Evacuation  
 
Keep all fire exits and routes free from congestion/blockages. 
 
Do not obstruct Fire Extinguishers or use them as coat hooks or door stops. 
 
Never block the routes to fire escapes and never wedge fire doors open.  
 
If you discover a fire activate the site fire alarm and inform a Manager or Supervisor immediately, who will call the 
emergency services by calling 999.  
 
If the alarm sounds and it has not been announced as a test evacuate and stay out until you are told by the Fire 
Marshal that it’s safe re-enter 

• Make your way to the nearest fire exit to the assembly point.  

• Do not run.  

• Do not go for personal belongings before leaving. 

• Do not use lifts.  

• Do not re-enter the building until informed by the Fire Marshal. 

• Do not attempt to fight the fire.  
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Stay safe and accident free whilst working ay UK Mail. 

If you see something or someone that you feel is unsafe, report it to a manager. Never ignore it. 
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