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DRIVERS HANDBOOK 

Issues and Updates
The purpose of this Handbook is to equip every driver with the knowledge and procedures, relevant 
to safe, legal and compliant driving. This is not to be considered a full and exclusive list of all our 
safety or company procedures, and further information is available from your manager or the 
Compliance Manager. 

This handbook will be updated periodically to account for changes to legislation and company 
policies/procedures. The changes will be controlled by the Compliance Manager and an updated 
version will be issued and required to be signed by all staff.  

Introduction 

Regulux are committed to promoting and providing a culture of safe and legal working within the 
confines of the legal requirements, under our operating licence conditions and company policies and 
procedures. 

The handbook provides important information and guidance on how we operate our business, and 
the role you all as drivers have in ensuring we provide a high quality, legally compliant and 
professional service to our customers and Amazon. 

A copy of the handbook will be issued to each driver electronically via our CheckedSafe app. Please 
take time to read the handbook, as it provides essential information to help you carry out your 
duties safely, efficiently and professionally.  Feel free to raise any questions you may have, and we 
welcome your feedback and ensure you are fully aware of what is expected from you during your 
time with us. 

When you have read and understood the handbook, acknowledge receipt via the App. By 
acknowledging receipt, you confirm that you accept and understand the rules, regulations and 
company policies and procedures. 

A copy of the handbook will be available from the company Transport Manager in hard copy and if 
you require please contact Jake Harrison (07902 141 606) in Compliance and Audit. You can 
download/view a copy online at https://www.reguluxrecruitment.co.uk/handbook.pdf. A copy will 
be emailed to you once you have successfully signed up. 
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1 RESPONSIBILITIES  
As professional drivers you have a number of legal and professional obligations placed upon you. You 
must ensure that you act in accordance with the law, our company policies, procedures, and the 
rules and guidelines, set out in this handbook at all times. Failure to do so could result in any one or 
more of the following: 

Ø Penalty points on your driver’s licence up to and including disqualification 
Ø Considerably heavy fines for the driver and/or the company 
Ø Off roaded by Regulux and any relevant information passed to other companies 
Ø Disciplinary action from the licensing body for the driver and/or the company 
Ø Internal disciplinary action up to and including dismissal 
Ø Loss of life or injury to yourself or our customers 
Ø Regulux being investigated by DVSA/HSE and regulatory action taken up to and including the 

loss of our operator licence 

These are just a few of the potentially serious outcomes that could result from a failure to adhere. 
Therefore, do ensure that you comply with our Policies and Procedures and raise any issues with 
your line manager or Compliance Manager. 

2 DRIVERS CODE OF CONDUCT 
As a driver your focus is on driving in a safe manner and ensuring the safety and security of goods. 
The Code of Conduct aims to ensure safe and responsible travel for all drivers, and 3rd parties when 
required.  

Important driver responsibilities under the Code: 

Drivers’ role  

• To drive the vehicle safely and within legal and regulatory boundaries.  

Drivers’ rights  

• To be safe.  

• To be respected and treated with courtesy.  

• To be trained in behaviour management strategies if required.  

• To receive help and support from the operator in dealing with issues of driver or customer      
misconduct. 

Drivers’ responsibilities  

• To drive safely.  

• To undertake training on driver roles and responsibilities under the Code.  
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• To utilise behaviour management strategies appropriately in handling customer behaviour.  

• To follow the Company’s procedures, directions, policies and procedures.  

• To communicate in a clear, appropriate and respectful manner.  

Drivers’ expected behaviours  

• To respect customers and their property.  

• To drive professionally and safely at all times.  

• To behave and communicate professionally and courteously at all times.  

• To be fair and consistent in dealing with customers, Regulux and Amazon staff.  

• To follow the Company’s procedures and the operator’s rules promptly, consistently and 
impartially. 

3 CHECKEDSAFE DAILY WALK ROUND CHECKS 
You are legally required to carry out a daily walk round check on your vehicle before driving. It is 
imperative that this check is fully completed using the CheckedSafe mobile app.  

Drivers will be expected to check their vehicle every day they are on route. 

Your daily check record must be fully completed, entering the required data into each section and 
identifying any defects. Any defects found must be recorded and reported on the App, contact your 
supervisor or Compliance Manager before taking the vehicle on the public highway should the 
vehicle fail any test.  

Please remember it is an offence to take defective vehicle out onto the public highway and doing so 
puts your drivers’ licence, the public and your own safety at risk. Help us to keep you legal and safe 
by completing a thorough check and reporting all defects without exception. 

They will review the defect and take the appropriate action to ensure the repair is carried out or to 
ensure the defect is not safety critical, in which case you will be cleared to take the vehicle. If the 
defect is safety critical, the manager will attempt to change you to another vehicle or take you off 
the road until safe to do so. 

If an alternative vehicle is provided you must also carry out a walk round check on this vehicle. 
Drivers must complete the check on the App before using any vehicle. 

Please remember the App times the checks and has a GPS location of where the check takes place. 
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4 FITNESS TO DRIVE 
You must comply with the DVSA regulations relating to reporting medical conditions that may affect 
your driving. You must inform your line manager immediately should you believe or have diagnosed 
by your doctor, any condition that could affect your ability to drive safely. Your line manager will 
guide you on how to deal with this which may include suspending you from driving duties until such 
time as you are declared fit for work.  

The company may require you attend an appointment with an appointed occupational health 
specialist who will assess your fitness to drive company vehicles and provide reports to guide us on 
any reasonable adjustments that could be made. 

Failure to report a medical condition to the DVSA is a criminal offence and may result in a 
considerable fine and loss of your licence.  

Failure to report any medical condition to the company may result in disciplinary action. 

You must not start a journey if you: 

Ø Feel you are not fit to do so 
Ø Have been advised by your doctor or hospital not to drive 
Ø Are taking any medication that may affect your ability to drive safely 

5 EYESIGHT 
Good eyesight is essential to safe driving. In accordance with the highway code all drivers must be 
able to read a vehicle number plate from 20.5 meters (approx. 5 car lengths) in good daylight, using 
corrective glasses or contacts if necessary.  

Please ensure that you have your eyesight checked regularly by an appointed optician. Any 
corrective glasses or contact lens prescribed must always be worn whilst driving company vehicles.  

If you have any concerns regarding the rules around eyesight please speak to your Manager. 

6 ALCOHOL 
Driving whilst under the influence of alcohol is a criminal offence with penalties including 
imprisonment. The company has a zero-tolerance policy regarding driving whilst under the influence 
of alcohol. This will be deemed gross misconduct under the company disciplinary procedure and will 
result in your summary dismissal from the company. 

It is your responsibility to ensure you are fit/safe and legal to drive before attempting to do so. 

If you believe you may not be fit to drive due to alcohol you must report this to your Manager at the 
start of your working day. You must not under any circumstance drive a company vehicle until an 
alcohol test has been completed and you are declared fit to drive or not. 
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7 DRUGS 
Driving under the influence of non-prescribed drugs is a criminal offence. The company has a zero-
tolerance policy on driving under the influence of drugs and medicines that affect your ability to 
drive safely and legally. This will be deemed gross misconduct under the company disciplinary 
procedure and will result in your summary dismissal from the company. 

Prescription and over the counter drugs and may also affect your driving. You must discuss this with 
your GP or pharmacist before taking these drugs or medicines and ensure you are safe to drive you 
must also report any concerns you may have regarding your fitness to drive. If you believe you may 
not be fit to drive whilst taking prescribed or over the counter drugs or medicines, you must report 
this to your Manager at the start of your working day. You must not under any circumstance drive a 
company vehicle until a drugs test has been completed and you are declared fit to drive or not. 

8 SMOKING 
It is both illegal and against the company No Smoking policy to smoke in any company vehicle or 
vehicle being used for business use. Company vehicles are classed as a public workplace and under 
legislation no-one can smoke in areas other than those designated in the company policy. 

It is your responsibility to ensure that this policy is strictly adhered to and to report any breaches or 
concerns to your line manager or supervisor immediately. 

9 FATIGUE AND DRIVER SAFETY 
Tired whilst driving can be extremely dangerous and could lead to an accident and even fatalities. If 
you feel tired whilst driving, you must stop and take a break. You must report the stop and the 
reason to your Manager if it is likely to affect your drivers’ hours or you schedule. 

Ensure that you are always fit to continue to drive before carrying on with your journey and keep 
management informed.  

Management will be responsible for supporting fatigued drivers to ensure safe arrival of the vehicle 
at its destinations (a relief driver must be considered, and safety of the driver and vehicle given 
priority over the schedule). 

During your journey 

During your journey you must: 

Ø Obey the law relating to road use such as speed limits etc 
Ø If fitted wear your seat belt and ensure other in your vehicle do so before driving 
Ø Remove keys from vehicle at every delivery point 
Ø Be aware of dangers and act, accordingly, do not put yourself, passengers or other road users 
Ø Report any delays and do not speed to catch time back 
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10  DRIVER LICENCE 
You must hold the appropriate licence to drive company vehicles and make this available for 
inspection by any Manager or Compliance Manager on request. 

You must inform the company of any pending convictions and prosecution as well as any known 
changes to your driver’s licence. Failure to comply may result in disciplinary action. 

Driver licence checks will be carried out on a quarterly basis or at the Company’s discretion without 
notice.  

Drivers will be required to sign a mandate allowing the company to check their drivers licence, 
validity and expiry dates. Online checks will be carried out by appointed staff and any issues raised 
with drivers. 

You are legally required to carry your driver’s licence whilst driving company vehicles. You are liable 
to a fixed penalty if checked by DVSA. We will carry out spot checks on this internally so please 
ensure you always have these on your person. 

You must immediately report any lost licences to your line manager or Compliance Manager, 

11  DBS 
Drivers will be required to undertake a Data Barring Service (DBS). All checks will be completed in the 
strictest confidence and the results discussed with you if needs be. 

The company policy on DBS checks is available from your Manager. 

The DBS check record will be returned driver after checking and the company will only retain the 
document reference number in line with data protection laws. 

12  CUSTOMER SERVICE 
Service to our customers is at the forefront of what we do here at Regulux.  Drivers play a key role in 
delivering a quality and professional service to our customers. We rely on you to deliver a high level 
of customer service by: 

Ø Being professional and courteous always, remember what you do and how you act reflects on 
all other drivers and the good repute of the company 

Ø Being polite and attentive to the needs of customers 
Ø Avoiding risks and conflicts  
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13  VEHICLE FAMILIARISATION 
Drivers must not drive any company vehicle until they have been fully familiarised with the vehicle 
layout, instruments, equipment and controls.  

Please speak to your manager if you feel you need to be familiarised to drive a vehicle you have been 
assigned to. 

14  VEHICLE MAINTENANCE AND INSPECTION 
All company vehicles must be fit for the road.  

Drivers daily walk round checks are key to ensuring defects are identified and action taken to repair 
them. 

All defects found during inspection are repaired and signed off before the vehicle can be declared fit 
for the road by the garage manager or technician.  

Regular audits comparing daily walk round records to inspection records are carried out to ensure 
drivers are carry-out walk round checks.  

Drivers failing to properly check vehicles and report defects could be subject to disciplinary action 
against them. 

15  BREAKDOWN AND RECOVERY 

In the event of a breakdown, your first concern must be to protect your safety and that of any 
passengers in your vehicle. Secondly, to ensure that your vehicle, where possible, is parked in a safe 
position and does not present a hazard to other road users. 

If a breakdown occurs including punctures, please follow the guidelines below: 

Ø Ensure where possible the vehicle comes to rest in a safe position at the side of or off the 
road 

Ø Contact your manager for assistance and keep them up to date on any issues or 
developments. 

Ø The Manager will arrange for repair agents to attend, recovery and alternative onward travel 
or replacement route driver assigned. 

Ø Warn other traffic and road users by use of your hazard warning lights if your vehicle is 
causing an obstruction. 

Ø Where possible keep the vehicle as lit as possible, as a minimum have your side lights lit 
particularly during darker hours 

Do not: 

Ø Put yourself or passengers at risk from traffic and other road users 
Ø Attempt to change a puncture yourself 
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Ø Attempt to repair the vehicle yourself  
Ø Let strangers however well meaning, to assist you. Please tell them your situation is being 

dealt with and thank them for stopping to help 

Motorway Breakdown 

If you do breakdown on a motorway, please follow these guidelines: 

Ø Try to stop near an emergency phone/both and contact the company for guidance 
Ø Stop as far left on to the hard shoulder as you possibly can with your front wheels turned to 

the left 
Ø Put your hazard and side lights on to warn traffic  
Ø If using the emergency booth phone, ensure you face your vehicle and oncoming traffic, so 

you can easily see if your vehicle gets impacted and can move to safety 
Ø Ensure you have your high visibility vest or jacket on 
Ø Stand well clear of the front of the vehicle but keep it in your sight so you can see breakdown 

services arrive 

Do not: 

Ø Walk on the carriageway  
Ø Stand between the vehicle and oncoming traffic 
Ø Attempt to remove goods or luggage from the vehicle 
Ø Return to the vehicle  
Ø Exit your vehicle from the offside into the motorway traffic 

16  MOBILE PHONES AND HAND—HELD DEVICES 
It is a criminal offence to use a hand-held mobile phone or similar device in a vehicle whilst the 
engine is still running, and the hand brake is off. The penalty for contravening this law is 6 penalty 
points and a fine but could include prosecution dependent on the nature of the offence. 

It is therefore forbidden under by law and company policy for any driver, driving any company 
vehicle, to use a mobile phone or hand-held device for any reason whilst in a company vehicle that 
has the engine running and hand brake disengaged.  

If you need to use your mobile devices you must: 

Ø Be stationary 
Ø Have the engine and ignition off 
Ø Have the vehicle handbrake engaged 

17  ACCIDENT AND INCIDENT MANAGEMENT 
There may be occasions where you are involved in a road traffic accident or incident involving 
persona, customer or third-party injury. We have insurance policies in place to cover against the risk 
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of claims against the company. However, we all have a duty to manage and minimise the risk of 
injury and damage to company or third-party property. 

As an owner driver you will need to ensure and prove you have relevant insurance for the vehicle 
and business uses including Hire and Reward. 

Drivers a play a vital role in helping reduce and manage road risk by driving defensively and being 
considerate to other road users. You need to be highly aware of third-party drivers who drive 
erratically and dangerously putting themselves, you and our customers at risk of injury.  

Ø You have legal responsibilities if you are involved in an accident that causes injury to another 
person: 

Ø Injury to certain animals (cattle, ass, mule, horse, sheep, pig, goat or dog): and /or 
Ø Damage to another vehicle; and/or 
Ø Damage to fixed roadside property such as lamp posts, trees and gate post 

What to do if there is an accident 

 In the event of an accident your primary concern must be the safety of all parties involved. If you are 
involved in an accident you should: 

Ø Stop in a safe place as soon as it is safe to do so 
Ø Ensure that all parties are safe and not in danger from other road users or traffic 
Ø Where possible move to a safer place 
Ø If this is not possible move all people to a safe place 
Ø Call the emergency services at once if persons or animal injuries are involved 
Ø If you are injured in any way you must be assessed by the emergency services or attend 

hospital even as a precautionary measure 
Ø Obtain the names and addresses of other people involved  
Ø Obtain the name and address and contact for any witnesses to the accident. This is very 

important when considering who as to blame for the accident 
Ø Take photographs of the scene and the damage to all vehicles involved 
Ø Where possible record the registration, make and model of all vehicles involved, date, time, 

location, weather conditions and road layout 
Ø Exchange insurance details obtain our details from your line manager when you report it to 

us. If you need assistance at the scene a manger will be sent to assist you 
Ø If the police attend, obtain the officers collar number 
Ø Give your name and company name, address and telephone number to the police and any 

other party that would reasonably require the information 
Ø On your return to the depot obtain an accident report form and complete this before leaving 

work or in the event of injury be will be completed on your behalf within 24 hours of the 
accident to ensure prompt reporting to our broker 

You should not 

Ø Admit liability regarding your driving, the condition of your vehicle or security of the road 
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Ø Discuss the accident/incident with anyone who has no reason to know the details of what has 
occurred 

Ø Ensure any third-party documentation you receive is promptly handed to a manager, so we 
can pass it to the broker quickly  

Ø Delay in reporting the accident to the police if they did not attend the scene, you must do so 
within 24 hours and submit the report details to your manager or supervisor 

Accident Damage/Employee Excess 

Drivers who cause negligent damage to company property including vehicles and equipment may 
have the costs of such damage deducted from their wages. Each case will be investigated, and 
decisions taken on the evidence available to managers. No monies will be deducted from wages 
without prior written notice to the staff member concerned.    

18  HEALTH AND SAFETY 
It is the policy of the company to take all reasonable steps to ensure the health and safety at work of 
all our employees, stakeholders, contractors and customers. We will take all necessary steps to 
ensure that our Health and Safety principles as outlined in our company Health and Safety policy are 
adhered to and met. 

All employees have a duty to co-operate and be actively involved in ensuring this policy is effective 
and manages to remove and reduce the potential risks associated with our workplace, vehicles and 
surrounding environment. 

Drivers are required to all PPE equipment such as high visibility vests are worn when in the Depot 
and must include safety shoes/boots. Vehicles are checked daily for potential hazards to themselves, 
fellow employees and customers and act to remove or reduce the risk.  

Drivers should be observant around the workplace and report and potential risks to management 
immediately. 

Any ideas and suggestions on how Health and Safety could be improved are welcome. Please speak 
to your line manager about any thoughts or ideas you have. 

The company takes Health and Safety very seriously and has a responsibility to all employees and the 
general public to ensure that we manage and mitigate real risk through robust processes and 
assessments.  

Serious breaches of our Health and Safety policy will be investigated. In certain case where a serious 
breach has occurred, disciplinary action could be taken against employee up toad including their 
dismissal. 

In less serious cases, remedial action and training will be used to rectify any minor breaches of safety 
rules. 

A copy of the company Health and Safety policy is available from Compliance Manager. 
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19  ENVIRONMENTAL IMPACTS AND SOCIAL RESPONSIBILITIES 
It is increasingly important that we are all aware of the impact our business activities have on the 
environment. As a socially responsible company it is important that we strive to minimise the 
impacts in order to preserve our environment. 

Some of the ways we will work towards reducing our impact on the environment will be to: 

Ø Reduce our fuel use and emissions by replacing older vehicles with newer cleaner vehicles 
Ø Reduce our fuel use and emissions by reducing unnecessary idling time 
Ø Smarter driving, reduced speed, less harsh acceleration 
Ø High levels of service and maintenance on vehicle to increase efficiencies 
Ø Ensure the correct tyre pressures on vehicles, increasing fuel efficiency and reducing tyre 

wear and use 

Drivers can play a vital role in this area and we welcome your input and suggestions on new and 
smart ideas on how we can be more socially responsible. 

 


