
Údarás Um Shábháilteacht Ar Bhóithre
Road Safety Authority

Bus and Truck Operators’
Guide to Managing for Road Safety 

http://www.rsa.ie


If you’re fighting sleep at the 
wheel it’s as dangerous as 
driving over the legal limit. 

To keep 
driving for 

another hour:
1 Find a safe place to park

2 Take 2 cups of strong coffee or
 a high caffeine soft drink (150mg)

3 Take a nap for no more than 15 mins

153995_RSA_Tiredness_TimesH'book_FA.indd   1 10/10/2012   10:23



Contents

– 1 –

Section 1: Introduction.................................................................................................. 2-4

Section 2: Managing tachographs and speed limiters for road safety
Monitoring procedures and systems..................................................................................5
Scheduling and planning duties for drivers........................................................................7
Golden rules for planning schedules and work rosters........................................................7
Monitoring system for tachographs...................................................................................7
Monitoring system for speed limiters................................................................................8
Drivers’ hours and tachograph record keeping system........................................................9
Special Digital Tachograph Requirements........................................................................ 10
Analysis of Analogue Data.............................................................................................. 11
Analogue and Digital Records – Common Themes............................................................ 12
Keeping and filing Working Time Directive records........................................................... 14

Section 3: Monitoring and supervising bus and truck drivers
Drivers.......................................................................................................................... 15
Recruiting drivers........................................................................................................... 15
Benefits of careful driver selection.................................................................................. 16
Driver licensing.............................................................................................................. 16
Digital tachograph driver cards....................................................................................... 17
Driver Certificate of Professional Competence.................................................................. 17
Benefits of Driver training............................................................................................... 17
What sort of training is needed?..................................................................................... 18
Driver handbook (or manual).......................................................................................... 19
Contents of the driver handbook (manual)....................................................................... 19
Driver performance evaluations...................................................................................... 20
Sanctions and rewards................................................................................................... 20
Using agency drivers...................................................................................................... 20
Using sub-contracted operators...................................................................................... 21
How the Road Transport Working Time Regulations affect me as an employer.................... 21
Safety first..................................................................................................................... 22
Alcohol and drugs.......................................................................................................... 22
Driver fatigue................................................................................................................ 22

Section 4: Keeping vehicle records
Vehicles......................................................................................................................... 24
Vehicle monitoring......................................................................................................... 24
Driver defect reports...................................................................................................... 24
Load details................................................................................................................... 25
Load securing................................................................................................................ 25
Quick reference: The ten most important commandments for cargo securing.................... 27
Severe weather warnings............................................................................................... 28



Section 1:

Introduction

– 2 –

About this guide 

The Road Safety Authority has produced this guide to make sure that all vehicles used for 
carrying goods and passengers are used safely and legally.

The procedures and systems explained in this guide are useful for both new and established 
users and operators of goods and passenger vehicles.

They are designed to monitor and control drivers’ hours, record keeping, speeding and 
driver licensing.

This guide:

	 	� summarises best practice advice on carrying out various employee duties safely (such 
as driving and loading);

	 	�� summarises general procedures for operators and managers of commercial road 
transport businesses to make sure they comply with tachograph and drivers hours’ 
rules and licensing regulations and contribute to road safety; and 

	 	� explains what operators must do to comply with the law.

Management role in safe driving

The risks associated with certain driver and driving activities can only be reduced with 
management commitment and appropriate safety control systems. Whether the truck or 
bus operator is a one-person owner or a large fleet owner, management: 

	 	� decides whether the carrier operates safely or not;

	 	� selects, trains, supervises, disciplines and compensates drivers;

	 	� decides on equipment purchases and maintenance; and

	 	� sets the entire safety attitude of the business through formal policies and how it 
enforces them.

The guidance applies to all goods and passenger vehicles.
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New operator

If you are a new operator, you will find this guide useful for advice on the systems and 
procedures to put in place for your drivers, loaders and other staff.

Experienced operator

If you are an experienced and established operator, you will be able to use this guide as a 
benchmark to assess whether the systems you already have in place are good enough or 
whether they need reviewing and improving.

During compliance reviews and premises inspections, Road Safety Authority Inspectors 
will be auditing the road safety control arrangements implemented by operators against 
the standards identified in this guide. There are two kinds of inspections that take place at 
operator premises.

	 Transport Officer Inspections

	 Transport officers are concerned with compliance with Drivers’ Hours, Tachograph, 
	 Driver CPC, and Operator Licensing requirements. 

	 Vehicle Maintenance & Repair Inspections

	 RSA CVR Inspectors are concerned with compliance with Vehicle Maintenance  
	 & Repair obligations. 

Preventing bus and truck accidents

Road traffic accidents caused by buses and trucks occur because of unsafe vehicles 
and unsafe driving. They are largely predictable and preventable and have a range of 
consequences.

	 	� They can have a significant impact on your company costs in terms of insurance, 
vehicle repairs and staff turnover.

	 	� Those involving large vehicles, which tend to cause more serious accidents than 
smaller vehicles, reflect badly on the road haulage and road passenger industry.

	 	� Most deaths associated with large truck and bus crashes occur to people outside the 
truck or bus - occupants of other vehicles as well as pedestrians and cyclists.

Using unsafe vehicles, driving carelessly or engaging in other unsafe driving behaviour 
(such as excessive driving, not taking enough breaks or taking insufficient rest or break 
periods) increases the likelihood of an incident that can lead to serious or catastrophic 
consequences for drivers, operators and other road users.
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Health and safety

As well as general road safety, your first consideration must be the health, safety and 
welfare of all your staff. You should build health and safety and risk assessments into all 
aspects of your transport business.

The Health and Safety Authority can provide guidance on legal requirements relating to 
safety at work.
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Monitoring procedures and systems 

This section gives advice on the procedures and systems to put in place to 
ensure your tachograph monitoring, speed limiter monitoring and record 
keeping are in line with the law.

As an operator, it is your responsibility to put proper arrangements in place to make sure 
that, where relevant, each vehicle and driver complies with all the items described in  
this section

We recommend that each item in the table below has a related procedure for checking the 
standard of compliance and a system for immediately acting on any non-compliance.

Operators must put in place systems for immediate action to correct a situation, give 
training and enforce control measures to prevent non-compliance again.

All monitoring systems should make sure that you or the responsible manager are aware of 
all critical dates for mandatory and safety checks on vehicles and components.
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Items to be monitored Action to be taken

Tachographs Check when installed and when last calibrated. Check 
for any faults and repairs needed.

Drivers Check driving licences, driver digital tachograph 
cards, scheduling of duties and shifts, hours of work, 
record keeping and control measures around non-
compliance.

Operator licensing (hire and 
reward operators only)

Update licence in relation to current vehicles. Ensure 
that relevant disc is affixed to each vehicle. If vehicle 
is used for hire and reward on international journeys, 
ensure that the vehicle is issued with a Community 
Authorisation.

Record keeping Issue, return, check, store and file tachograph 
records, duty rosters and timetables. Download and 
store digital tachograph data from driver cards and 
each vehicle unit. Place all documentation in a secure 
area and keep a back-up of records.

Tax and insurance Check expiry date for each vehicle.

Vehicle condition and 
maintenance records

Keep records of safety maintenance and repairs to 
show that vehicles (including trailers) have been 
and are kept in a roadworthy condition. Ensure that 
maintenance is a daily and ongoing activity and not 
just undertaken when the vehicle is subject to an 
annual test.

Loads Check that you stick to weight limits on plating 
certificates.
Do not overload vehicles.

Speed limiters Check for malfunction.

CVRT Check dates and details for testing of vehicles and 
keep the certificates on file.	
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Scheduling and planning duties for drivers

An operator of goods and passenger-carrying vehicles should have a system in place for 
scheduling drivers’ duties to take account of all the relevant drivers’ hours and working 
time regulations.

The planned journey must be practical and must not jeopardise road safety.

Therefore, you should allow some time for traffic congestion on routes, especially in places 
where delays happen regularly. Take roadworks and weather conditions into account when 
planning schedules.

Allow extra time for inexperienced drivers and for drivers who may be unfamiliar with the 
route or the vehicle. Relief drivers, who are often the most inexperienced, are sometimes 
given routes or vehicles the regular drivers don’t like. It may be more sensible, in the 
interests of road safety, for you to use only the more experienced drivers on difficult 
journeys, especially if unfamiliar vehicles are being used.

Remember to consider driver, load and vehicle security if the vehicle is to be parked 
overnight. Good forward planning, including time spent on researching safe stopping and 
parking places, is good for the driver and the company.

Golden rules for planning schedules and work rosters

	 	� Never compromise road safety by putting pressure on drivers to complete journeys 
when insufficient time has been allowed.

	 	� Do not enter into contracts that include schedules that could compromise your 
drivers’ safety or the safety of other road users.

	 	� Take into account a driver’s experience, their familiarity with the type of vehicle and 
their knowledge of the route.

Monitoring system for tachographs

If you are using vehicles that are subject to the tachograph and EU drivers’ hours rules, you 
need to have a system in place that makes sure the tachograph is working properly.

TIP: 

Plan Driver schedules to comply with the driving time, 
breaks and rest periods and working time rules.

TIP: 

Set up a system for managing and monitoring 
tachograph performance.
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Make sure that procedures are in place for:

	 	� reporting malfunctions of the tachograph by the driver and that immediate action is 
taken to resolve the problem; and

	 	� identifying key dates coming up when necessary inspections must be carried out.

The tachograph monitoring system should, at a minimum, include the following:

	 	� the date of the initial calibration and a record of the calibration details (if they are 
not on the certificate);

	 	� a “bring forward” date for a reminder to book vehicles in for the two-year inspection 
and the six-year inspection;

	 	� a record of inspection/recalibration (analogue tachographs) and two-year calibration 
(digital tachographs);

	 		 the Type Approval ‘e’ number of the tachograph and the corresponding record sheet  
		  type number (so that correct record sheets can be issued to drivers);

	 	� a record of the details of all defect reports submitted by drivers and actions taken to 
solve the problems (including relevant dates); 

	 	� details of any minor or major repairs, including any seals broken and replaced;

	 	� a system to check tachographs for any malfunction or tampering (for example, to 
find any fitted illegal wires, templates, blocking devices and so on) and to record that 
checks have been carried out; and

	 	� statements or certificates of ‘undownloadability’ for digital tachographs, if relevant.

Monitoring system for speed limiters

Monitoring procedures should be put in place for checking that the speed limiter is 
functioning correctly at all times, as otherwise road safety may be compromised. The 
system should check:

	 	 the installation date;

	 	 the position of the speed limiter plate and the accuracy of its details;

	 	� any speed limiter malfunction and a record of any checks that have been carried out, 
for example check size of tyres fitted against details on plate;

	 	� evidence from tachograph records that the vehicle has not exceeded the regulated 
speed limits; and

	 	� records of all defect reports submitted by drivers concerning malfunctioning speed 
limiters and the actions taken to solve the problems (including relevant dates).

Note: if you find any malfunction of the instrument or any evidence of speeding, you should 
discuss it with the driver concerned as soon as possible and take appropriate action to 
ensure that speeding does not happen again.
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Drivers’ hours and tachograph record keeping system

It is essential for road safety reasons that you can show that your 
drivers are keeping to the drivers’ hours regulations. A good 
monitoring and control system must be put in place. Tachograph 
records provide a lot of useful information about vehicles and 
their use so it is vitally important that you understand the 
information contained on tachograph records.

Digital tachographs require data to be downloaded from  
digital tachograph driver cards and the on-board tachograph 
system. This will support improved methods of analysis but 
requires different administrative processes to those used for 
analogue tachograph records. It is vital that your system works  
properly and that it covers the following:

	 Issuing tachograph record sheets (charts) and print rolls for digital Tachographs

A record should be maintained detailing:

	 •	�the quantity and type of record sheets/print rolls issued (that is, the make  
and Type Approval number); and

	 •	�the driver’s name and date of issue of the record sheets or print rolls.

TIP: 

Get some training on the reading and interpretation  
of tachographs records.
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	 Returning tachograph record sheets (charts) and printouts from digital tachographs

A record should be maintained detailing:

	 •	 the date and time of return of the record sheets or printouts; and

	 •	 any other relevant details, including the number of printouts, the date of each record  
		  sheet/ printout, the reasons for the printout and anything unusual (for example,  
		  damaged or defaced record sheets, missing record sheets and so on).

Special Digital Tachograph Requirements

	 Checking and downloading digital tachograph driver cards

	� The transport manager (or other nominated person) should ensure that the 
downloading of data from driver cards is carried out at least every 21 days and often 
enough to ensure that no data is lost. This will enable the operator to get a full record of 
the drivers’ activities. Digital tachograph driver cards will, for most types of operation, 
hold up to 28 days of data. Once it’s full, the card will overwrite the oldest records.

	� Routine checking and downloading of digital tachograph cards should be conducted, 
particularly for part-time and agency drivers, to confirm that the card is valid and that 
drivers have adequate time to complete the duties assigned to them.

	 Downloading digital data from digital tachographs (vehicle unit)

	� The transport manager (or nominated person) should ensure that 
downloading data from digital tachographs is routinely undertaken 
at least every three months using a company card. This will ensure 
that no data is lost.

	� Downloading will also help the operator to ensure the 
completeness and accuracy of the data captured from digital 
tachograph cards and to take prompt remedial action to resolve 
any problems. The tachograph will have a record of all driving 
and will identify all driver cards used as well as journeys where 
no card has been used.

	� In addition to driver activity, the tachograph vehicle unit data will include information 
such as the record of ’events’ and ‘faults’ recorded by the tachograph. These should be 
taken into account as part of the routine analysis of the records.

	 Lock-in and lock-out of digital tachographs using a company card

	� Company cards are provided to assist operators in managing digital data. They are the 
’key’ that enables operators to identify data recorded on digital tachographs generated 
while the vehicle is in their care, and to prevent downloading by unauthorised people.

TIP: 

Download the Driver Card at least every three weeks 
and the vehicle unit every three months.
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	 Storing digital data

	� You must store data downloaded from digital tachographs and from digital tachograph 
driver cards for at least one year.

	� To confirm the authenticity of data, it must be stored in its downloaded format and 
operators must ensure that the equipment they, or any contracted third-party agencies, 
use is able to fulfil this requirement. The digital signature of the downloaded data must be 
intact.

	� You may store data away from the business centre, for example on the server at an 
Analysis Bureau, providing it can be made readily available (for example by email).

	� You will need a secure data storage system that includes back-up and disaster recovery 
features.

	 Analysis of digital data

	� Digital data downloaded from digital tachographs and driver cards requires IT 
equipment and software to enable analysis. This equipment can be installed at the 
operator’s premises for analysis by the operator or their staff.

	� Alternatively, analysis can be conducted off site by a third party. Analysis of the data 
follows the same rules for inspecting tachograph record sheets (charts) used with 
analogue tachographs. Digital data must, however, be available to anyone from the 
business centre who is authorised to inspect it. The original data must also be made 
available to an Enforcement Officer upon request.

Analysis of Analogue Data

	 Inspecting tachograph record sheets (charts)

	� You should nominate a competent person to be responsible for checking or analysing 
the record sheets (charts). This person may be the transport manager, another employee 
or an independent contractor. Record sheets (or charts) should be checked for obvious 
errors immediately on their return and analysed as soon as possible. Particular items 
that should be checked for omissions or errors include:



– 12 –

On the centrefield

Check for:

	 	� driver’s surname and first name;

	 	� date(s);

	 	� start/finish places and odometer readings; and

	 	�� vehicle registration mark (including any required change of vehicle information on 
the reverse of the record sheets).

Recordings

	 	� Check correct use of the mode switch mechanism.

	 	� Look for any interference with the recordings, such as bent styli, interference in the 
electrical supply, opening of the tachograph head and missing kilometres (including 
any discrepancies in the odometer readings/distance trace totals or in the distances 
recorded between towns).

Record Sheets

Check the record sheets to ensure that the recordings (or manual entries) show the time the 
driver started their duty and that they stuck to all rest, break and driving periods, as well as 
to the  speed limiter settings. Record sheets should also be scrutinised for drivers exceeding 
speed limits. The information on the record sheets can and should be compared with other 
relevant documents, such as time sheets (or job/journey sheets), to check any discrepancies 
in the time that duty  starts and ends, times and places of picking up or dropping off 
(especially for passenger carrying vehicles) or loading and delivery (especially for goods 
carrying vehicles), and overnight stops and distances travelled.

Analogue and Digital Records - Common Themes

	 Records of analysis of driver records

	� You should keep a record of the analysis and the results of both analogue and digital 
tachograph records. This can include reasons why particular journeys have not been 
completed as originally scheduled (for example, unforeseen breakdowns or weather  
or traffic problems) and whether or not the driver has signed the back of the record 
sheet or printout in such a case.

TIP: 

Get some training on reading and interpreting 
tachograph record sheets.
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	 Listing faults and offences (both serious and minor)

	� You should list all drivers’ hours and records of offences relating to each driver and 
vehicle (including speeding and tachograph faults) that you find during the analysis.

	� You should have a procedure in place for quickly bringing this list to the attention of 
whoever is responsible for the running of the transport business (the Certificate of 
Professional Competence holder, the operator or the controlling director).

	 Monitoring and training drivers

	� In the interest of road safety, you should put a system in place to interview drivers when 
problems and infringements are discovered, so that you can discuss them and arrange 
to provide suitable information and training and, where necessary, impose penalties.

	 Make sure that:

	 •	 each driver is dealt with in a just, fair and unprejudiced way;

	 •	 any information supplied is relevant to the particular problem;

	 •	 any agreed training is relevant to the offences or problems discovered;

	 •	� a disciplinary procedure is in place to deal with drivers committing  repeated 
offences; and

	 •	� a record is kept of any action taken or training programme begun concerning the 
driver.

REMEMBER:  

Records must be stored for each driver and in 
chronological (date) order for each driver.
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Keeping and filing Working Time Directive records

The law says that you must keep a record of the hours worked by all employees, including 
mobile workers. This can be in a very simple form, such as through the normal payroll 
system.

These records should be kept for at least two years after the end of the period covered.

You must be able to give employed drivers and other workers copies of the records of hours 
worked if you are asked. RSA guidance material on the working time requirements  
is available from the RSA website at www.rsa.ie.

http://www.rsa.ie
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Recruiting drivers

The driver is the face of the transport business to the general public. Therefore careful 
selection of drivers is crucial to your business. Improve and regularly review your driver 
selection and recruitment procedure so that you do not hire a problem driver or one who 
becomes a liability for your fleet.

Carefully review and verify all of the information on the driver’s application. In relation 
to road safety, it is important when recruiting a new driver that you pay attention to 
their driving style, their mental approach and their accident history. You should make it 
very clear in the written job description and at the interview stage that you attach great 
importance to a safe, defensive driving style and to road safety in general.

Always include a test drive as part of the recruitment process. The test should include the 
pre-trip inspection of the vehicle and should assess skills in relation to vehicle manoeuvring, 
steering, stopping and reversing. Courtesy to other road users should also be observed.

Consider the results of any test drive carefully.

Section 3:

Monitoring and supervising bus  
and truck drivers

Drivers 

This section concentrates on drivers and gives best practice advice on 
recruitment, licensing and training. It also offers best practice advice on using 
agency drivers and sub-contracted operators, while clearly stating your legal 
position.

TIP: 

Give careful consideration to recruiting drivers.
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Benefits of careful driver selection

Putting in place a proper driver selection process has a  
number of potential benefits including: 

	 	� reduced accidents and incidents;

	 	� reduced driver turnover; 

	 	� increased driver satisfaction;

	 	� improved customer satisfaction; and

	 	� increased profitability.

Driver licensing

It is your responsibility as an operator to make sure that the drivers you employ hold valid 
licences for the bus or trucks they will be driving so that they avoid committing a driving 
offence and possibly invalidating the vehicle’s insurance.

A rigorous system should be put in place to enable each driver’s licence to be thoroughly 
and frequently checked to avoid infringements of the licensing laws. This is something that 
can be written into a driver’s contract of employment so that once the driver is employed, 
there is no problem asking them to produce their licence for inspection and copying. You 
should always check the validity of any self-employed driver’s licence (for example, a 
driver supplied by an agency). The National Driver Licence Service (NDLS) are the Licensing 
Authority. Employers could ask their employee to request a driver statement (certified 
extract of their driver record) from the NDLS (no charge) and pass it on to their employer  
if they agreed.  A Driver Statement will not be given to a third party/employer.

It has been known for drivers to continue driving despite being disqualified by the courts. 
You should check the original driving licence(s) and not a photocopy (which could have 
been altered).

Check all the details, especially the name, address, issue number, entitlement (categories 
of vehicles covered) and expiry date. The RSA recommends that you keep a photocopy of a 
licence for the office file each time you check it.

It is up to you how often you make checks on a driver’s licence, but you should certainly 
make a thorough check when a driver is first employed and before they drive any vehicle. 
We recommend that you then make regular checks on the licence (about every six months 
or so) so that the on-going situation can be closely monitored. If there is any stalling by the 
driver about producing their licence, their excuses may indicate a possible problem.

TIP: 

Check Drivers’ Driving Licences Frequently.
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Digital tachograph driver cards

A digital tachograph driver card does not provide proof of an 
entitlement to drive.

Without a digital tachograph driver card, however, a driver 
cannot legally drive a vehicle that falls within the scope of EU 
Drivers’ Hours Regulations if the vehicle is fitted with a digital 
tachograph. Routine checking and downloading of driver 
cards must be conducted to comply with the law.

Driver Certificate of Professional Competence

A qualification for professional bus, coach and lorry drivers – the Driver Certificate  
of Professional Competence (CPC) was introduced across the EU in September 2008  
for professional bus drivers and from September 2009 for professional truck drivers.  
Drivers are required to hold a Driver CPC in addition to their driving licence. In Ireland  
the Road Safety Authority is responsible for the management of the Driver CPC process.

New drivers acquiring a driving licence after the relevant implementation dates (and intending 
to work as a driver) must obtain an initial Driver CPC qualification. This involves completing 
a four-stage qualification process which includes the driving test. Drivers who held a driving 
licence on or before the implementation date with the relevant category entitlements have 
‘acquired rights’ to Driver CPC.  All drivers (newly qualified and those with acquired rights) 
are required to complete 35 hours (5 CPC training modules – one day of training per year) 
every five years to keep their Driver CPC qualification up to date. A driver who holds both bus 
and truck qualifications is required to complete 42 hours (6 CPC training modules) in order to 
maintain both categories. Further details can be found on the RSA website at www.rsa.ie. 

Benefits of Driver training

A driver who has received proper training should be able to:

	 	 carry out effective vehicle walkaround checks;	

	 	� drive more safely than a driver who has not received proper training;

	 	� work more efficiently than a driver who has not received proper training;

	 	� contribute to your overall profitability;

	 	� make risk assessments and understand risk management;

	 	� provide good customer service; and

	 	� contribute to the positive image of your transport business.

As a transport operator, paying attention to traffic safety from the start of the training 
period will help your drivers understand that safety and reliability are the priorities.

TIP: 

Beware of the expiry date of your driver’s driver cards.

http://www.rsa.ie
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What sort of training is needed?

Training should cover all aspects of drivers’ work and you should put a system in place for 
each separate duty carried out.

RSA recommend that you set out each system and procedure in an instruction manual so 
that everybody, from driver and trainer through to top management, knows exactly what 
procedure needs to be carried out for each task and can refer to it at any time.

The operations instruction manual should cover the following areas:

	 	� handling the specific vehicles used by the operator;

	 	� drivers’ hours and record keeping (including relevant legislation);

	 	� vehicle maintenance procedures and systems;

	 	� safety precautions (before, during and after driving), such as walk-round checks;

	 	� the correct control of speed;

	 	� safe, secure and legal loading;

	 	� safe and secure parking (both at your company’s base and away from it);

	 	� refuelling safely;

	 	� driver behaviour;

	 	� company procedures and administration;

	 	� route knowledge; and

	 	� completing cross-border formalities.

You may also wish to include the correct procedures to follow: 

	 	� in sudden emergencies;

	 	� when stopped and checked by enforcement staff;

	 	� for overnight stops; and

	 	� when travelling abroad.

Note: Training programmes are not just for new drivers. You should organise refresher 
courses for each driver, ideally every year. You should also arrange special training for 
drivers who change vehicle type or who are given a different type of transport operation.

TIP: 

Prepare a training manual for your employees.
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Driver handbook (or manual)

We recommend that you produce a driver handbook (or manual) which should:

	 	� explain clearly and in detail how a driver is expected to carry out all duties;

	 	� be easy to use; and 

	 	� give clear, practical work instructions, with special attention given to safety 
procedures.

It is good practice to involve your drivers in the preparation of the handbook so that they 
are happy to use it. You should update the handbook regularly to make sure it stays relevant 
and does not become so out-of-date that drivers ignore it.

Contents of the driver handbook (manual)

RSA recommend that the driver handbook includes information on the following:

	 	� the vehicle – daily inspection and general use of the vehicle, use of vehicle 
documents and advice on reporting defects;

	 	� the tachograph – use of the instrument, keeping records and returning record sheets, 
downloading driver cards;

	 	� the driver – maintaining customer satisfaction and how the driver is expected to act in 
various situations (for example at a roadside enforcement or roadworthiness check);

	 	 �driving – instructions on safe and reliable driving techniques, driving hours and 
breaks, plus advice on complying with maximum speed limits relevant to the type of 
vehicle and road, and driving at low speeds in adverse weather or road conditions; 
and

	 	 �management – procedures to follow when specific incidents occur (for example 
accidents), form filling, record book completion and general administration 
(reporting illness and so on).

You should make sure that all new recruits receive a personal copy of the handbook and 
that they are made familiar with it during initial training. To encourage your drivers to read 
and use the handbook, we recommend that you include a test on the contents as part of 
your training programme. You could also arrange quarterly meetings to discuss specific 
subjects taken from the handbook.

We recommend that you ask your drivers to sign for receipt of their handbook and to state 
that they are familiar with its contents and will act according to its instructions. This way, 
if a driver regularly disobeys the instructions, you could discuss the handbook during that 
driver’s performance evaluation.

TIP: 

Set out your operating instructions in a handbook 
for Drivers.
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Driver performance evaluations

It is important to monitor the performance of your drivers because it helps maintain a good 
working relationship. This should help to improve the road safety performance of the drivers 
and lower the accident rate of your company’s vehicles.

Performance evaluations should take place at the end of a driver’s probationary period to 
decide whether or not a permanent position should be confirmed. But you should also carry 
out a performance evaluation for all drivers at least once a year.

Sanctions and rewards

The management of your company might consider setting up a system to acknowledge 
performance that is above the expected standard or introduce sanctions for poor 
performance.

A record of any sanction or reward should be kept in a driver’s personnel file. The aim of 
sanctions and rewards is to motivate and improve morale by showing that the employer 
cares about and notices good and bad performance. However, financial rewards should 
never mean that a driver can earn more money by breaking the law.

Remember:

	 	 Any sanction or reward system should be explained to all staff before it is introduced.

	 	� Rewards to staff can be given either collectively or individually, but sanctions (or 
penalties) should only be imposed individually.

	 	� Payments relating to distances travelled and/or the amount of goods carried must 
not be made if they could endanger road safety or encourage infringement of the 
drivers’ hours rules.

Using agency drivers

When you need to use an agency to supply drivers, it is important to list all the conditions 
of the drivers’ temporary employment in a binding contract with the agency.

These conditions should cover:

	 	 issuing instructions to the driver;

	 	 using the vehicle and any equipment or property; and

	 	 returning tachograph record sheets.

You should also make sure you are happy that proper arrangements are in place at the 
agency for checking drivers’ licences and for you to personally check the supplied drivers’ 
current driving licences and their digital tachograph driver card (including access to the 
card to ensure that the driver has adequate driving time available and taken the necessary 
breaks and rest to conduct the duties you wish to assign to the driver).
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Operators are responsible for securing the return of record sheets when agency drivers 
have been employed for driving duties. Digital data should be downloaded from driver’s 
tachograph card.

A contract should be in place to secure the return of the record sheets and any printouts 
of data within the required period. Even with that arrangement, a situation might arise 
where the original tachograph record sheets are not returned to the operator within the 
required time.

Therefore, we recommend that:

	 	� you (the operator) make a photocopy of the record sheet(s) of agency drivers and/or 
take a download record of the driver card;

	 	� the driver keeps the original(s) to comply with Article 15(7) of EC Regulation 3821/85 
dealing with the production of records to an Enforcement Officer upon request; and

	 	� you (the operator) then seek to obtain the return of the record sheet from the driver 
or agency within the required period.

Using sub-contracted operators

It is part of any transport business’s responsibility to make sure that all subcontracted 
operators are fully licensed to operate their own vehicles and drivers.

Before subcontracting work to another operator, you should make adequate enquiries 
about the subcontracted operator’s legality, suitability and reliability. You can do this by 
requesting that the subcontracted operator sends you relevant references and details of 
their Operator’s Licence. We also recommend that you draw up and sign a suitable contract 
with them.

How do the Road Transport Working Time Regulations affect me as an employer?

The RSA has published a separate guide concerning the requirements of the Road Transport 
Working Time Directive and its application to drivers subject to the drivers’ hours rules. 
Under those rules, operators must keep records of working time for all ‘mobile workers’.  
A copy of this guide is available from the Road Safety Authority at www.rsa.ie.

TIP: 

Check driving licences and records of driving times, 
breaks and rests of agency drivers before using 
them in your fleet.

TIP: 

Use the booklet on the road transport working time 
directive available from the RSA website at www.rsa.ie.

http://www.rsa.ie
http://www.rsa.ie
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Employees working in transport 
activities who are not subject to the 
EU drivers’ hours rules and the Road 
Transport Working Time Directive 
are subject to the provisions of the 
Organisation of Working Time Act. 
Employees should consult their employer 
about which particular working time rules 
apply to them. Employers need to keep 
appropriate records for their employees  
in terms of their working time, holidays  
and so on.

Further information concerning the Organisation of 
Working Time Act can be obtained from the Workplace 
Relations Commission Lo-call 1890 80 80 90.

Safety first

Road users and pedestrians expect a lot from a professional driver. Safety is vital. Therefore, 
you should pay specific attention to defensive and anticipatory driving.

Drivers should be supplied with or have available to them all the equipment as well as 
personal protection equipment they need for their journey. All drivers should have access to 
a hi-visibility jacket that should be worn while working and driving. Check with the Health 
and Safety Authority about workplace safety requirements.

Alcohol and drugs

You may think that it is obvious to all staff that consuming alcohol or taking drugs before 
driving could have a catastrophic effect on the whole transport business. Nevertheless, 
it is very important for management to set out in clear terms to all employees the 
consequences of such actions and the sanctions (including possible dismissal) that will be 
imposed on anybody found to be using these substances.

Drivers who start work early in the day are particularly at risk of having alcohol in their 
system from the night before.

Driver fatigue

It is a concern of all responsible operators that one of their goods 
or passenger carrying vehicles could be involved in a fatal accident 
caused by an employed driver falling asleep at the wheel or being 
too tired for driving.

Of course, sensible operators will do everything they can to avoid 
such disasters by monitoring drivers’ hours and record keeping, 
using the systems in this guide. Companies often have more 
control over their schedules than they recognise or use.
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Your responsibility as an operator is to be satisfied that your drivers are properly rested 
when they start work and that they do not become tired in the course of their driving 
duties. This applies also to non-employee drivers. Several factors that may affect why drivers  
become too tired to drive safely are: inadequate rest, both before and during a trip, long 
hours, night driving, loading and unloading vehicles, afternoon driving, having to rest away 
from home, truck vibration, uncomfortable cab conditions and so on.

The basic principles for dealing with driver fatigue include:

	 	� planning schedules so that drivers are most likely to sleep and rest when they most 
need to and when they will get the most out of it (for example at night);

	 	� building time into schedules for typical delays and disruption;

	 	� compensating drivers for the regular lack of night sleep with breaks between 
schedules;

	 	� balancing long shifts on one day by giving more rest at the end of the shift and 
scheduling a shorter shift for the next day; and

	 	� understanding that schedules need to take into account the requirements of daily 
living, for example eating, breaks, getting to and from base, family life and so on.

The RSA has published a booklet on driver fatigue, which can be downloaded from  
www.rsa.ie.

http://www.rsa.ie
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Vehicle monitoring

We recommend that it is good practice to set up a filing system with a folder for each 
individual vehicle.

The folder should contain all documents related to that vehicle, such as plating and 
test certificates, registration document, tachograph calibration or two-year inspection 
certificates, and so on.

We also recommend that you set up a forward planning system (manual or electronic) to 
store bring-forward dates about tests, tachograph inspection, vehicle servicing and so on.

You should also make sure that Operator’s Licence discs on vehicles are being used correctly. 
Discs should always be displayed on the windscreen of vehicles.

Driver defect reports

You are obliged to put a robust system in place to allow drivers to report immediately (both 
verbally and in writing) any defects relating to the vehicle.

Your system should include a procedure to prioritise action on these reports, depending 
on the seriousness of the defect. For example, if there is a danger to road safety, your 
procedure  should enable the defect to be corrected as a matter of urgency. It also follows 
that, when a very urgent repair or component replacement is needed, there should be a 
procedure to allow the vehicle to be taken off the road immediately – preferably without 
disrupting the business (for example with the facility to hire in a similar vehicle at short 
notice). This would allow the repair or replacement of the vehicle to be carried out as 
quickly as possible.

Section 4:

Keeping vehicle records

This section offers best practice advice on keeping vehicle records.  
Keeping your paperwork in order is essential for efficiently running  
any transport business.

TIP: 

Set up a file for each vehicle.
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You must write a report of the fault and of the correction made and keep this report with 
the other documents relating to that vehicle. We suggest you keep these records for at 
least 15 months. You might also want to consider asking drivers when they carry out 
their pre-driving checks to complete and sign a written report, or make out a nil report as 
appropriate.

Load details

There are some types of journey (for example international) and some types of load (for 
example Hazchem) that, by regulation, require the driver to carry a considerable amount 
of information about the load. However, even when it is not mandatory, it is advisable for 
some details to be carried by the driver, especially details relating to the type and weight of 
the load, the name(s) and address(es) of consignor(s) (the person or company sending the 
goods), passenger lists, pick-up points and delivery places.

Carrying these details will save valuable time if an incident happens during a journey or if 
the vehicle is subject to an enforcement check.

We recommend that you keep all the relevant details described above either in a register, 
either as loose sheets or in electronic form, and that you have a system in place to keep 
that information safe and easily available for inspection.

Load securing

It’s easy to assume that a heavy load or a very light load either won’t move or won’t 
cause a problem if it does, and it can seem like a waste of time and money to strap a load 
down for a short journey. The reality is that loads can and do move, however carefully a 
journey is conducted. When a vehicle changes speed or direction – cornering, negotiating 
roundabouts, braking, overtaking etc., – even at low speeds, friction is not enough to  
stop unsecured cargo from moving. During every journey, cargo must be restrained on  
the vehicle so that it cannot move in any direction. 

Article  96 of the Road Traffic (Construction, Equipment and Use of Vehicles) Regulations, 
1963, states clearly:

“that every load carried by a vehicle in a public place shall be of such a weight and 
size and so distributed, packed, adjusted and attached to the vehicle that, so far as 
can reasonably be foreseen, no danger is liable to be caused and that there is no 
interference with the stability of the vehicle”.

It goes on to state that the operator must ensure that no part of the load falls onto the road 
or is dragged along the road.

TIP: 

Oblige drivers to complete walk around inspections of 
the vehicle daily.
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All items of cargo should be prevented from sliding, tipping, rolling, wandering or substantial 
deformation and rotation in any direction by using effective load securing methods such as 
locking, blocking (partial/complete), direct lashing and top-over lashing, or combinations of 
these methods. This is to protect the people involved in loading, unloading and driving the 
vehicle, passengers, other road users, pedestrians, the load itself and the vehicle. All parties 
involved in the transport process, including packers, loaders, transport companies, operators 
and drivers, have a role to play in making sure that cargo is properly packed and loaded on 
a suitable vehicle or in a suitable compartment. Drivers and loading 
personnel must be trained in the proper securing of loads. The driver is 
ultimately responsible for the load carried on their vehicle, whether or 
not they were involved in the securing of the load.

Guidance on the safe securing of loads is available from the  
Health and Safety Authority (HSA) at www.vehiclesatwork.ie   
or www.loadsafe.ie

The HSA collaborated with the International Road Transport Union 
in compiling International Guidelines on Safe Load Securing 
for Road Transport. These guidelines provide basic practical 
information and instruction to all persons in the transport chain 
involved in loading/unloading and securing load on vehicles, 
including consignors, carriers and shippers.

This document can be downloaded here.

The European Commission’s European Best Practices 
Guidelines on Cargo Securing for Road Transport 
were prepared by an Expert Group created by the 
Directorate General for Mobility and Transport and 
comprising experts designated by the member States 
and the Industry, and is a reference for all public or 
private parties directly or indirectly concerned by  
cargo securing. 

This document can be downloaded here.

International Guidelines on 
Safe Load Securing for Road Transport

EUROPEAN BEST PRACTICES GUIDELINES

ON CARGO SECURIN
G  

FOR ROAD TRANSPO
RT

Transport

http://www.vehiclesatwork.ie
http://www.loadsafe.ie
https://www.hsa.ie/eng/Vehicles_at_Work/Load_Securing/Guidance_and_Publications/IRU_Guidelines.pdf
https://www.hsa.ie/eng/Vehicles_at_Work/Load_Securing/Guidance_and_Publications/2014_European_Best_Practice.pdf
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Quick reference: the ten most important commandments  
for cargo securing

Remember that if a cargo is not secured adequately, it can be a danger to others and yourself. 
Inadequately secured cargo could fall off the vehicle, cause traffic congestion and others 
could be hurt or killed. Inadequately secured cargo could hurt or kill you during strong 
braking or a crash. The steering of a vehicle can be affected by how the cargo is distributed 
and/or secured on the vehicle, making it more difficult to control the vehicle.

Some of the following ten commandments are primarily targeted at the driver, because he is 
the one physically transporting the cargo to its destination and therefore directly exposed to 
the hazards involved in the transport operation:

	 	� Before the vehicle is loaded, check that its load platform, bodywork and any load 
securing equipment are in sound and serviceable condition.

	 	� Secure the cargo in such a way that it cannot shove away, roll-over, wander because of 
vibrations, fall off the vehicle or make the vehicle tip over.

	 	� Determine the securing method(s) best adapted to the characteristics of the cargo 
(locking, blocking, direct lashing, top-over lashing or combinations of these).

	 	� Check that the vehicle and blocking equipment manufacturers’ recommendations  
are adhered to.

	 	� Check the cargo securing equipment is commensurate with the constraints it 
will encounter during the journey. Emergency braking, strong cornering to avoid 
an obstacle, bad road or weather conditions have to be considered as normal 
circumstances likely to happen during a journey. The securing equipment must  
be able to withstand these conditions.

	 	� Each time cargo has been (un)loaded or redistributed, inspect the cargo and check for 
overload and/or poorly balanced weight distribution before starting. Ensure that the 
cargo is distributed in such a way that the centre of gravity of the total cargo lies as 
close as possible to the longitudinal axis and is kept as low as possible: heavier goods 
under, lighter goods above.

	 	� Check the cargo securing regularly, wherever possible, during the journey. The first 
check should preferably be done after a few kilometres drive at a safe place to stop.  
In addition the securing should also be checked after heavy braking or another 
abnormal situation during driving.

	 	� Wherever possible, use equipment which supports the cargo securing such friction 
mats, walking boards, straps, edge beams, etc.

	 	� Ensure that the securing arrangements do not damage the goods transported. 

	 	� Drive smoothly, i.e. adapt your speed to the circumstances so as to avoid brisk change 
of direction and heavy breaking. If you follow this advice, the forces exerted by the 
cargo will remain low and you should not encounter any problems. ”
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Severe weather warnings
Large vehicles are at risk of being blown over when they are operating in conditions beyond 
their capability. This can cause severe road accidents, resulting in serious injuries and death 
to, not only the crew of your vehicle, but also to other road users. With the possibility that 
climate change may make such severe weather conditions more common in the future, 
operators should be aware of any warnings of high winds and so on, and act accordingly.

These warnings are usually given well in advance by the Met Office, weather forecasters,  
RSA and others.

To avoid any imminent danger, suggested measures include delaying vehicles before they 
leave base or if they are already on the road, informing the driver of the problem so that the 
vehicle can be sheltered in a safe place.
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