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Plant Training Dept. Driver Development Supervisor (DDS) Transport Compliance Team Manager
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START

Refer to Insurance 
Company 

(Compliance Team) 

Yes or No?

Carry out a DVLA on line 
licence check and record on 
tablet using DF023A – Driver 

Pack.

Points and/or 
IN/DD/CD?

Carry out driving 
assessment and  driving 

assessor to complete 
form DF024.

Less than 5 penalty points

Driver completes starter 
pack form DF023. 

Relevant Manager must check 
driver’s references/ accidents/

attendance record from 
previous employers

DDS must check and authorise 
completed forms & take copies of all 

licences & accreditations (DQC, Tacho 
& Competency cards) and record on 

DF023.

Pass?

Inform driver 
that 

assessment/
insurance 

checks failed

NO

YES

END

 5 penalty points or more

NO

Make a formal  job offer, 
inc. rates of pay, agree 

start date.  

Line Manager MUST 
arrange offer letter via HR 

Dept.

Offer driver 
employment?

Inform driver -  
unsatisfactory 

references 
received

YES

Provide Payroll Dept. with 
a copy of DF023A (Name, 

DOB, NI & rate of pay.

END

Complete DF026 Tipper & Grab 
Training & Assessment form.

Haulage

Complete form DF025 Plant Vehicle 
Assessment/DF027 Sweeper Driver 

Assessment/DF039 Lorry Loader 
Assessment and all plant specific 
Safe Systems of Work for loading 
and unloading plant transporters.

All training to be recorded and 
retained.

Transport

Register drivers for on-line training 
modules – 

LoCITY for driver
Security Counter Terrorism
Cycle Safety 

Inform driver of PIN numbers and 
ensure supervisor arranges/provides 

training in the use of the PDA

END

Driver begins work 

Enter relevant driver’s 
details on to Syrinx 

with scanned copies of 
original documents 
supplied & DF023.

Issue mobile to driver and allocate fuel 
PIN No, Codegate PIN and PDA.

Allocate driver on Tacho system to 
correct Operating Centre.

Allocate Smartphone app (Tacho), 
Defect app. Driver Handbook app PIN 

No.

END

Upload on to Syrinx.
If driver does not have, 
book on LoCITY & SUD 

courses.

Forms correctly 
completed?

YES

Plant Training Team to complete 
plant/attachments/bowsers and 

plant operated trailers 
familiarisation.  

Complete form DF009 – In House 
Plant Movement.  Records to be 
maintained and stored on Syrinx

All training to be recorded and 
retained..

Complete Depot Induction form DF023H, 
Receipt of Transport Manual and the 

Driver Handbook.

All training to be recorded and retained.

Carry out Drug 
& Alcohol Test.

Inform driver of 
failed test.

ENDFail
Inform driver of 
successful test.

Pass

YES

NO

Refusal

Inform driver of PIN 
numbers & ensure 

supervisor arranges/
provides training in the 

use of PDA.

END

NO
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