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JOURNEY MANAGEMENT CHECKLIST

Use this checklist to monitor journey management practices. 
Take the Operating Standard and the HSE Manual for reference.

1.
Define the operation and transport services which you will check:









2.    Who are the authorising persons for journey management in this operation:






3.
Does each authorising person understand his responsibilities?

Any policy or procedure must be compatible with the PDO Operating Standard. Tick each authorising person in the listing above, if the answer is YES.

4.
For each authorising person, who has the authorising person authorised as Journey Managers:

Authorising Person  
Journey Managers

























5.
Does each Journey Manager understand his responsibilities? 

Any policy or procedure must be compatible with the PDO Operating Standard. Tick each Journey Manager in the listing above, if the answer is YES.

6.
Check that the following are available (please tick):

symbol 183 \f "Symbol" \s 10 \h

invoices, receipts, etc. showing rest stops/food/overnight accommodation are being arranged OR details of food/rest allowances paid to drivers  (
symbol 183 \f "Symbol" \s 10 \h

records showing when journey management has been discussed with supervisors, foremen, and drivers at toolbox meetings, HSE meetings, and for on-the-job training of individuals  (
7.
Question a sample of managers and supervisors in the same area who are NOT authorising persons or Journey Managers. Check they know WHO can authorise and manage journeys.

List the managers and supervisors questioned:


Note any uncertainty or lack of knowledge:

8.
For at least 10% of the Journey Managers listed in section 4. above, check the Journey Plan of at least 2 journeys within the last 3 days.

Each journey must be with a different driver and a different day. For each journey.

1)
check the journey was correctly managed:

symbol 45 \f "Symbol" \s 10 \h
rest stops and overnight accommodation correctly arranged

symbol 45 \f "Symbol" \s 10 \h
arrival time correctly entered

symbol 45 \f "Symbol" \s 10 \h
details for Journey Manager and contact number(s) completed

2)
check the journey was correctly carried out, to make sure:

symbol 45 \f "Symbol" \s 10 \h
driver knew who was the Journey Manager

symbol 45 \f "Symbol" \s 10 \h
driver knows his maximum number of driving hours per day (and the frequency of rest stops)...see HSE Manual.

symbol 45 \f "Symbol" \s 10 \h
driver knows his Journey Management responsibilities

symbol 45 \f "Symbol" \s 10 \h
driver knows that he must always telephone the Journey Manager immediately when he arrives, when stopping driving for the day, and according to the Journey Plan

symbol 45 \f "Symbol" \s 10 \h
driver was briefed by Journey Manager and understood the briefing 

symbol 45 \f "Symbol" \s 10 \h
driver was able to use the Journey Management point phone/fax

symbol 45 \f "Symbol" \s 10 \h
driver has been briefed within the last 6 months about Journey Management

symbol 45 \f "Symbol" \s 10 \h
driver can fully describe his last two managed journeys, describing where he stopped to rest, eat, and sleep.

3)
check that these Journey Managers and drivers know what to do in an emergency.

9.
Is there evidence of journeys not being managed, or of violations by Journey Managers or drivers, especially with regard to drivers hours, rest/food/accommodation, or not reporting overdue drivers?

VERIFICATION RESULTS

Point
PASS Criteria
Compliance?

(Please tick)

3
100% must be YES


5
100% must be YES


6
Some form of written evidence


7
100% knowledge of WHO they can speak to, to arrange journeys, AND100% knowledge that they, themselves, cannot.


8  1)
90% of rest stops made within 30 minutes of time required, AND 100% of rest stops made within 60 minutes of time required


8  1)
Overnight accommodation arrangements shown (if journey starts and finishes on different days) on all Journey Plans


8  1)
Arrival time and Journey Manager details completed on all Journey Plans


8  2)
100% of drivers know who was the Journey Manager


8  2)
100% of drivers know the maximum hours and frequency of rest stops


8  2)
80% of drivers can fully describe their responsibilities


8  2)
100% of drivers know at least know when to contact the Journey Manager


8  2)
100% of drivers were briefed by the Journey Manager and understood the briefing


8  2)
100% of drivers and Journey Managers have been briefed on Journey Management practices in the last 6 months


8  2)
100% of drivers were able to tell where they stopped and rested/ate/slept during their last two journeys.


8  2)
100% of drivers were able to accurately tell where  they stopped and rested/ate/slept during the relevant journey. (Driver's information must match that on the Journey Plan)


8  3)
100% of Journey Managers and drivers knew who to contact in the event of an emergency. 


9
No reports or evidence of violations
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