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The purpose of the Standard Operating Procedure (SOP) for Driver – Operations, is to align all operational requirements with Operations processes and procedures. 

SCOPE 

The SOP is applicable to all operational teams involved in the management and operation of the drivers.

PROCESS

1. Report for duty as required by the company.
2. Report any late coming or absenteeism at least 2 hours prior to shift starting.
3. Proceed to do a thorough vehicle inspection and report any defaults.
4. Complete the vehicle trip sheet.
5. Ensure that the vehicle is refuelled at the yard.
6. Add refuelling information to trip sheet and hand diesel slips in with the km, registration number and driver name.
7. Drivers to assist with loading of their vehicle, ensure all freight is scanned.
8. Drivers to inspect the freight for any damages or defaults.
9. Drivers to check the freight against the POD if applicable.
10. Check for any on route deliveries and load the vehicle accordingly to first in last out.
11. Drivers ought to dually sign the POD, acknowledging receipt of the freight.
12. Drivers must ensure that freight is delivered and collected using a Portable Digital Applicator - PDA (scanner), POD, WAYBILL and whatever is applicable.
13. Freight handling and administration procedures as per Cargo Securing and Loading SOP must be carefully administered with all collections and deliveries.
14. Load the vehicle according to Cargo Securing and Loading SOP from management and safety standards (Ensure that the freight will not be damaged on route).
15. Driver to co-sign the POD and accept responsibility for freight delivered and collected.
16. At collection point drivers must identify items being collected and compare with waybill information as per Collection SOP.
17. Drivers are not allowed to transport or pick up anyone in Namlog vehicles.
18. Drivers must drive vehicles in the best possible manner to minimize breakdowns, tyre damages and service delays.
19. Drivers must always drive with their own tracking tags.
20. Drivers are required to be always available and responsive to work-related calls while on duty.
21. Drivers must keep the interior and exterior of the vehicles clean.
22. Vehicles must be driven in such a manner that fuel consumption is minimized.
23. Care must be always taken to avoid accidents.
24. [bookmark: _Hlk169101245]Drivers are responsible to ensure that any accidents occurred with their involvement whether on site or offsite is reported to the SAPS and that Companies internal Incident report is completed within 24Hours of the accident occurring.
25. Any damages or losses reported by customers will be for the account of the drivers unless it has been documented before departure.
26. Drivers must always be polite and professional when dealing with our clients and border personnel.
27. Drivers must always be in possession of a valid public driving permit, license and passport.
28. If a driver’s PDP or license expires and he can’t attend to his daily function, he will not be paid for that period.
29. Vehicle Inspections need to be conducted daily and the employee needs to report any damages, faults or missing items to the vehicles to the Branch/Operations Manager.
30. The vehicle inspection sheet must be completed and signed on all routes.
31. Drivers are not allowed to deviate from scheduled routes or make unauthorized / unscheduled stops unless approved by management.
32. Drivers under the influence of any substances (Alcohol / Drugs) may not continue with the required route for that day and will be faced with Disciplinary action.
33. Fines incurred because of the driver not adhering to the law of the land will result in the driver will be responsible for the full payment of the fines.
34. Polygraph Testing
· Due to the nature of the business and the confidentiality and type of data and information that all employees have access to, the company needs to be able to assess on an ongoing basis whether its employees are always treating the said information with complete integrity. Consequently, the company reserves the right to conduct polygraph tests on a routine or random basis, anytime during your employment with the company. By signing this SOP, you acknowledge that you are granting your unreserved consent to undergo such tests, as and when deemed necessary by the company.

35. Drivers to adhere to the specifications of the Tracking Systems and stay within the parameters of the following agreed performance areas, the following will not be tolerated:
· Over Speeding
· Over Revving
· Harsh Acceleration 
· Harsh Braking
· Excessive Idling
· Failure to adhere to the above points, may lead to further disciplinary action. 
· Out of green band

36. Drivers are not to Tamper with, alter, damage, lose or sabotage company property, this includes but is not limited to, drivers tags, cameras in the cabs, Mix Telematics tracking system, vehicle keys, tools, spare wheel, Fuel card, E-Tag etc.
37. All personnel will undergo a Breathalyzer testing as required by the company as per the Breathalyzer SOP.
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