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Reference:
A
BFG SHEF Manual Part 2 Leaflet 26 

B
JSP 375 Vol 2, Leaflet 15.
C
JSP 800 Volume 5.
Leaflet 42 - Workplace transport safety  

Introduction

1. Both UK and German safety regulations require every workplace to be organised so that pedestrians and vehicles can operate and circulate safely. Despite this requirement at law, within MOD people are still killed by accident involving vehicles in the workplace and many more are injured; additionally accidents can result in property/equipment damage with significant loss to the MOD budget which could be spent on better things. 

1.  There are increased hazards wherever pedestrians interface with vehicles or equipment. Traffic routes must keep vehicles far enough away from doors or gates used by pedestrians, or from pedestrian routes that lead to or from them. Workplace traffic routes must be maintained and suitable for the people and vehicles using them (pedestrian movement counts as ‘traffic’).

2. Even stationary vehicles will present hazards which need to be managed, such as exhaust emissions, moving parts (such as attached cranes or guns), fork lift trucks when lifting or when people are working at height on vehicles. When mobile and especially when manoeuvring in restricted spaces, then hazards from vehicles are increased and proportionally greater measures of risk management may be required. 

3. It is therefore essential to ensure that all activities involving the operation of vehicles are carefully assessed to identify the hazards and evaluate the risks involved. Only then can adequate controls be put in place to minimise the potential of further accidents and injuries to personnel. All too often, insufficient consideration is given to the working environment and hazards that may be presented through a combination of people, machines, buildings and estate. 

4. Reference A provides for risk assessments to be made where necessary in order to provide suitable and sufficient controls over any hazardous activity.  JSP 375 Vol 2, Leaflet 15.
focuses on traffic management (pedestrians and vehicles) on the MOD estate and applies worldwide. Reference C, The Joint Services Road Transport Regulations, is the MOD JSP for the safe operation of vehicles and equipment.   

Aim

5. The aim of this leaflet is to provide direction and guidance on workplace transport safety to Commanding Officers/Heads of Establishment, Line Managers and employees in BFG which is compliant with UK standards, where reasonably practicable, and with relevant host nation standards
.  

Duties

Commanding officers

6. Commanding officers are to ensure that their unit has adequate arrangements for workplace transport safety within barrack areas, giving particularly careful attention to areas of known potential high risk including  road circuits, pedestrian areas, confined areas, garages, LAD workshops, vehicle parks, stores, manoeuvring areas and unit servicing bays etc. The arrangements are to be covered by risk assessments as set out in this manual and must be monitored and reviewed as necessary.

7. Commanding officers must to ensure that detailed instructions for vehicle commanders and drivers are contained within their respective standing orders or instructions and that relevant persons are made aware of the risk assessments and control measures that have been put in place.  
8. The duties imposed on commanding officers may be delegated to Nominated Responsible Person(s) (NRP) who have the competence to oversee/enforce traffic management on the estate but accountability remains with the CO. If an NRP is not appointed those responsibilities remain with the CO. Although it is not stated MOD policy, see JSP 375 Vol 2, Leaflet 15.
, it is recommended that an NRP be appointed in writing

Nominated responsible persons for traffic management

9. The duties of a nominated NRP are set out in JSP 375 Vol 2, Leaflet 15.
NRP are expected to comply with these requirements and as set out in any letter of appointment. 

Line managers

10. Line managers are to be aware of the considerable hazard posed by the operation of vehicles in the workplace. In order to ensure that a safe system of work is in place they are to examine the need for and subsequently carry out suitable and sufficient risk assessments are in place for all processes permitting the movement or operation of workplace transport within barracks 
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11. The risk assessment must be carried out by a competent person; see paragraph 17 below The balance of effort must always be made in favour of risk mitigation, with the prime intent of preventing reasonably foreseeable accidents or injury.  

12. Line Managers shall comply as appropriate with the measures for the control of contractors and visitors to the BFG Estate given in the BFG SHEF Manual Part 2 Leaflet 4
13. Line Managers shall ensure all traffic accidents, incidents and near misses are reported and investigated accordance with  paragraphs 27 and 28 below.  Where necessary corrective measures shall be put in place and risk assessments updated. They are to work with the NRP as necessary.
Staff 

14. All Staff, both Service and civilians shall comply with MOD Estate/vessel procedures and take reasonable care to ensure that their actions (e.g. driving to staff car parks, operating site specific workplace transport, walking to office or place of work) do not harm themselves or those who may be affected by their acts or omissions. 

15. Staff shall report any traffic accidents, incidents and near misses in accordance with unit SHEF procedures and notify any defects to traffic routes (pot holes, lifted paving slabs, etc); traffic signs, signals or road markings to their line manager, the NRP or other appropriate authority.

 Risk assessments

16. Reference C states that the operation of vehicles/equipment has obvious dangers and there are four fundamental issues to be considered:
a. The individual.
b. The vehicle.
c. The operating procedures.
d. The environment. 
17. A risk assessment must be completed for activities involving the potential use, operation of, or contact with vehicles. The person responsible for the risk assessment will depend on ownership of the activity being assessed; normally this will be a line manager but may be another person where the process, such as the barracks traffic circuit, covers several management areas. Risk assessments should therefore be coordinated by the NRP who shall consult line managers and process owners as necessary to ensure that no areas of significant risk have been overlooked.      
18.  In BFG, to avoid a proliferation of risk assessments, it may be acceptable to use generic risk assessments where these are deemed to be suitable and sufficient and these reduce risk to as low as is reasonably practicable. Some working processes associated with vehicle operation may be conducted in accordance with a valid safe system of work issued by capability directors
, providing these cover all reasonably foreseeable risks. Where there is doubt units should seek advice from their garrison SHEF team or other authoritative source.   
19. An extract of Reference C listing workplace transport considerations is at Annex A. These, with the other safety advice given in this leaflet, should be considered when risk assessments for workplace transport are conducted or reviewed. 
Generic safety measures

20. Experience and lessons learnt from previous tragic accidents and deaths caused by vehicles require that the following generic procedures must be considered as a minimum:

a. The unit risk assessment or safe working practice must identify a “free zone” in front of vehicle garages, into which no obstruction is to be placed. Where necessary the zone should be clearly marked with yellow lines and including the words “Keep Clear”. If appropriate this area is to be marked in German and DEL staffed briefed accordingly.

b. Units are not to park more columns of vehicles in garages than there are exit doors for each respective column. This means that any vehicle may not be parked behind the door post so that it has to be turned in order to be driven (or towed) out of the garage.

c. Where a vehicle has to manoeuvre in a tight space, then an additional observer/marshal shall be positioned safely to observe the rear of the vehicle. The observer/marshal must be in the line of sight of the dismounted vehicle commander at all times and never placed in a position where there is a risk of injury. Great care must therefore be taken to ensure that the rear observer does so from a safe place.
d. An all-round check must be made before manoeuvring starts to ensure that no unauthorised person is present. This includes checking under the vehicle.  

e. No vehicle may be moved until a positive functionality check has been made on all brake and steering systems, in addition to complying with any other safe working instructions that may be in the operating handbook. Procedures for towing disabled/broken down vehicles must be complied with

f. The use of high visibility vests is to be normal practice when working in the area of moving vehicles.

g. Personnel working with on or vehicles are not to wear any jewellery, such as rings, necklaces etc, that may snag and cause injury.

h. A system that separates pedestrians from vehicles is to be put in place in so far as is reasonably practicable. Particular attention must be given to separation at gateways, entrances and other areas of access and egress as well as loading bays and goods transfer areas.

i. Suitable and sufficient ventilation must be provided to remove the risk from toxic fumes caused by engine operation in confined areas such as garages and workshops. Where static running in buildings is permitted then appropriate, efficiently functioning, local exhaust ventilation must be used. 

j. Ignition keys or other means of starting are to be controlled securely, with particular attention given to silent hours and off duty security. 

k. Vehicles or equipments are never to be started, moved or operated without a competent driver/operator occupying the normal driving/operating position and in full control of the vehicle or equipment. Where appropriate a commander must be in the correct position stated in the operating manual. All operating procedures issued by equipment managers or Capability Directors must be complied with. All round checks must be made to ensure the safety of others before any vehicle or equipment is started, moved or operated.

l. Great care must be taken when manoeuvring trailers. These should be moved with the correct prime mover, with the proper guidance and marshals safely in place where necessary, especially when moving into confined spaces. If, as a last resort, trailers have to be moved by manual force, then exceptional care is to be taken to avoid injury to those involved.

m. There should be a unit policy, covered by a valid risk assessment, to control access of private vehicles to any vehicle working, manoeuvring or garage area etc. The policy should be clearly published regularly on orders and included in induction briefs

Specific additional safety measures for ‘A’ vehicles

21. The following specific additional measures are to be applied where ‘A’ vehicles are operated.

a. All ‘A’ vehicle movement within barracks must be controlled by a dismounted vehicle commander. The speed of vehicle movement is to be governed by the walking speed of the dismounted vehicle commander. At no time shall the dismounted vehicle commander run in front of their vehicle.

b. All dismounted ‘A’ vehicle commanders/observers/marshals are to wear high visibility vests.

c. It is very strongly recommended that high visibility clothing be worn by all persons working in any areas where ‘A’ vehicles are likely to be manoeuvred.  

Training    

22. Units are to ensure that vehicle crews and any other persons likely to be involved with the movement or use of workplace transport receive suitable and sufficient training specific to their particular role. This is to be monitored, updated and reviewed on a regular basis or in line with service publications.

Toolbox Top Talks and Tips

23. It is accepted best practice to give ‘Tool Box Top’ talks at the lowest working level. With regards to Workplace Transport Safety the following points, perhaps in the form of rhetorical questions to staff, should be considered.
a. When were you trained to carry out the task you are expected to do?

b. Have you completed the relevant driver or operator training, with refresher training?

c. Are you carrying out the task in the way you have been instructed?

d. How do you know your vehicle or equipment safe for use, fit for purpose and that its servicing and maintenance is up to date.  

e. Are you following AESPs and standing orders?

f. Are supervisors present when needed? Is PPE required and if so, is it fit for use and being used?

g. Do you sometimes cut corners to get things done?

h. Is your workplace area laid out safely for what you have to do?

i. Have any uncontrolled risks that you have spotted been reported and does everyone know about them?

j. Have you read and signed Risk Assessments that affect the task you are to do and do you understand that you must comply with these assessments?

Induction and refresher training

24. Commanders at all, levels, but especially those at the working level, should ensure that all personnel, and this includes those who might not be directly involved with workplace transport such as clerks and support staff, are given suitable and sufficient induction and refresher training about workplace transport risks.

Safety pictograms

25. Examples of safety pictograms which units can reproduce locally are at Annex B.  Where necessary the text should be in the host nation language.
Accident, incident, injury, near miss reporting and investigation

26. It is especially important that, in view of the dangers presented by workplace transport and the need for lessons learnt to be widely communicated, that all accidents, incidents, injuries and near misses (including serious equipment failure) are reported in accordance with Leaflet 1 of the BFG SHEF Manual Part 2.

27. Investigations into such occurrences are to be carried out in accordance with current service instructions as directed in Leaflet 2 of the BFG SHEF Manual Part 2.

Records

28. Workplace transport  risk assessments are to  be retained for 5 years and are not to be destroyed on review but held in case of future potential claims as a result of an accident or incident. Units are to ensure that these risk assessments are handed over to the incoming unit during an arms plot move or in the event of the unit disbanding or amalgamating. 

29. Records relating to training are to be kept in an individual’s personal file or with the unit training records.

Annex A – Workplace transport safety considerations

Workplace transport safety considerations
Extract from JSP 800 Vol 5 Chapter 4 Workplace Transport Safety Paras 3.4.28 – 3.4.30

3.4.28.
The examples below can be used to compare your working procedures to see if further improvements could be made:

a. 
Site traffic routes must not cause a risk to health and safety to persons working nearby, and any pedestrian doors or gates which lead onto a vehicular route should allow pedestrians to see approaching traffic from a safe place.

b. 
Suitable warning systems must be provided where there is a risk of persons being crushed or trapped by vehicles, e.g. in loading bays which must have at least one dedicated pedestrian exit point.

c. 
Clearly identify pedestrian routes around the worksite, including separate entry and exit points where possible.

d. 
Ensure that both vehicle and pedestrian routes are kept free from obstruction.

e. 
Ensure that there is sufficient headroom above all vehicle routes, especially if forklifts or cranes are in operation.

f. 
Suitable signs must be provided on all traffic routes, where necessary, for reasons of health and safety.

g. 
Ensure that the vehicles cannot move, or be moved unintentionally, and that loading and towing operations can be carried out safely.

h. 
No one should be carried on or in a vehicle unless they have a proper seat with a seat belt fitted.

i. 
All vehicles must be safe, well maintained and fit for their intended purpose.

j. 
High-visibility clothing will be required for staff who work around vehicles, e.g. on or in highways, quarries, docks, vehicle parks or other transport activities.

k. 
Qualified Banksman will be required when operating MHE, cranes or manoeuvring vehicles in support of MHE and cranes.  

l. 
A location brief given to new or visiting personnel on potential hazards, first aid points, evacuation plan etc.

Danger areas special instructions

3.4.29.
The operation of vehicles in areas of particular danger, such as ammunition and petroleum depots, is governed by special regulations. All personnel who operate in these areas must be instructed on and comply with the site specific risk assessment and orders.

Vehicle parks 

3.4.30.
Vehicle parks are high-risk areas for workplace transport accidents. To minimise the risk of death or injury to personnel, strict procedures must be enforced. Whilst vehicles are operating in busy parks, sufficient guides and supervisors should be made available to ensure that safe procedures are being followed.  

Annex B – Vehicle safety pictograms
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No entry when the Fork Lift Truck is operating





Vehicle manoeuvring area





Only authorised persons wearing Hi-Vis jackets are allowed beyond this point





GUIDANCE


Activities/areas requiring particular attention may include: loading bays; storage facilities; site vehicles and equipment; vehicle parks, garages and manoeuvring areas; establishment entrances and exits, traffic routes (one way systems, pedestrian crossings; speed limits; traffic calming measures); crèches, schools; etc. See also the generic safety measures at �HYPERLINK  \l "_Generic_safety_measures"��paragraph 21 below.�








� This is the standard of compliance set for overseas commands by the Secretary of State for Defence in his safety policy statement.


� Previously Arms and Service Directors
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