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Logistics Team Safety Policy
Policy Title: Logistics Operations Safety Policy.
Effective Date: Oct 2026
Review Date: Oct 2027
Approved By: Gary Stephen Head of Security & Logistics, Grant Suttie, Logistics Operations Manager.
1. Purpose
This policy outlines the safety standards and procedures for all Logistics Team operations, including transport, mailroom, external storage facilities, and garage-based vehicle maintenance. Its objective is to,
· Manage health and safety by preventing accidents and cases of work-related ill health.
· Provide clear instructions and information.
· Provide adequate training, to ensure employees are competent to do their work. 
· Provide a safe working environment to minimise risk of injury or damage.
· Ensure compliance with all relevant safety regulations.
· Consult with our employees on matters affecting their health and safety.
· Review and revise this policy regularly.
2. Scope
This policy applies to all Logistics Team members, contractors, and temporary workers engaged in:
· Transport services including vehicle hire, pickups, and drop-offs
· Mailroom operations
· Management of external storage facilities
· Garage operations and vehicle maintenance
3. Policy Areas
3.1 Transport Safety (Including Vehicle Hire, Pickups & Drop-offs)
· All drivers must hold a valid, appropriate driving license and complete a vehicle safety induction before operating any vehicle.
· Pre-use vehicle safety checks must be conducted daily and documented (e.g., brakes, lights, tyres, oil, fuel, and cleanliness).
· All vehicles must be kept in clean and tidy condition-inside and out.

· Hired vehicles must be sourced only from approved providers and inspected before use.
· Journey planning must include safe routes, rest breaks, and consideration of weather/road conditions.
· Use of seat belts is mandatory at all times for all vehicle occupants.
· Loads must be safely secured and not exceed vehicle capacity.
· Mobile phones or electronic devices must not be used while driving unless through approved hands-free systems.
· Report all incidents, near misses, or traffic violations to the Logistics Operations Manager immediately.
3.2 Mailroom Activities
· All mailroom personnel must be trained in manual handling and safe operation of trolleys, mini-lift, and other mailroom equipment.
· [bookmark: _Hlk202788044]Appropriate PPE (e.g., gloves, closed footwear) must be worn when handling packages, especially unknown or potentially hazardous items.
· Suspicious or damaged mail must be isolated and reported immediately according to the suspicious mail protocol as per Security guidelines and training.
· Floors must be kept clear of trip hazards, and spills must be cleaned up promptly.
· Fire exits must not be blocked by mail or equipment.
· Mechanical equipment (e.g., letter openers, sorters) must only be used by trained staff and regularly maintained.
3.3 External Storage Facility
· Only authorised personnel may access the storage facility.
· Appropriate PPE (e.g., gloves, closed footwear) must be worn.
· All personnel must be trained in manual handling and safe operation of trolleys, conveyors, and other warehouse equipment.
· Inventory must be stored securely and organised to prevent toppling or collapse.
· Aisles and fire exits must be kept clear at all times.
· All racking and shelving must be checked regularly for damage or instability.
· Manual handling guidelines must be followed; lifting aids (e.g., pallet jacks, trolleys) must be used where appropriate.
· Appropriate lighting and ventilation must be maintained.
· Fire safety systems (alarms, extinguishers) must be functional and regularly tested.
3.4 Garage and Vehicle Maintenance Activities
· Only qualified personnel may conduct vehicle maintenance or repair work.
· Appropriate PPE must be worn at all times (e.g., gloves, eye protection, overalls, steel-toe boots).

· Adequate ventilation must be provided, particularly when using chemicals or running engines indoors.
· Appropriate lighting and ventilation must be maintained.
· Fire safety systems (alarms, extinguishers) must be functional and regularly tested. Fire extinguishers, spill kits, and first aid equipment must be readily available.
· Vehicles must be securely supported (e.g., axle stands) before any work is carried out underneath.
· All tools and equipment must be inspected regularly and maintained in safe working order.
· Hazardous substances (e.g., oils, brake fluids) must be clearly labelled, stored correctly, and disposed of safely.
· An emergency stop procedure must be established for all powered tools and lifting equipment.
4. Training and Supervision
· All team members must receive safety induction training relevant to their area of work.
· Refresher training is to be conducted annually or when significant changes occur.
· Supervisors are responsible for ensuring compliance and intervening in unsafe practices.
· Regular safety briefings and toolbox talks must be conducted.
5. Incident Reporting and Investigation
· All accidents, near misses, and unsafe conditions must be reported immediately using the organisation’s incident reporting system.
· A thorough investigation will be conducted to determine root causes and preventive actions.
· Lessons learned will be communicated across the team.
6. Responsibilities
Management: Head of Security & Logistics (Gary Stephen) Logistics Operations Manager (Grant Suttie)
· Ensure all safety procedures and risk assessments are in place and regularly reviewed.
· Allocate appropriate resources to maintain safe systems of work.
· Ensure compliance with all UK and Scottish health and safety legislation.
Supervisors: Lead Technician (Matt Hillis) Stores Lead (David Henderson)
· Monitor and ensure safe working practices are followed across all sites.

· Conduct regular inspections and support safety training delivery. Ie delivery of safety conversations.
Employees and Contractors: (Technicians and Logistics Operatives)
· Take reasonable care of their own health and safety and that of others.
· Follow safety procedures and report any hazards, incidents, or unsafe conditions via Don’t Walk By or online SEPS portal depending on the incident.
7. Policy Compliance
· All personnel must comply with this policy. Breaches may result in disciplinary action.
· Management is responsible for ensuring the policy is effectively implemented and reviewed.
· This policy will be reviewed annually or in response to operational or legislative changes.

Signed:  Gary Stephen    Grant Suttie

Gary Stephen - Head of Security & Logistics
Grant Suttie - Logistics Operations Manager 
Oct 2026
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