BRIDGESTONE AUSTRALIA AND NEW ZEALAND CORPORATE POLICIES & PROCEDURES
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MOTORPASS CARD
Acknowledgment of Receipt

The Motorpass fuel card allows you to buy your fuel in a much more efficient and
professional manner. It reduces the need for cash in the field and your stress level
because you are always running on empty and looking for cash. This makes your life
easier.

More, importantly, there is a price advantage in buying fuel with the card.

The rules and restrictions that have been placed on the cards are as follows;
Only Diesel fuel directly from the pump will be accepted. All other oils or items
from the shop will not be authorised.
Diesel fuel can be purchased between 6.00am & 7.00pm

You must provide a speedometer reading to the station attendant at the time of
purchase.

The Rego number on the card must match the van being filled.
Can be used at any service station that accepts Motorpass cards

To use the card simply fill with Diesel fuel and take your card and your speedometer
reading into the cashier.

They will swipe the card ask you to enter your speedometer reading. They will then give
you a receipt which you staple to your Payin Summary Sheet with all of your other
purchases.

» Remember Lube Mobile only authorises you to use Diesel in our tyre vans.

Please place the holder and card on your key ring A.S.A.P.

Please sign the bottom of this sheet and return to your supervisor as recognition of you
receiving your card.

Name - Mobile Code Rego No-

Signature Date / /

Witness name Signature
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LUBE
MOBILE

|THE MOBILE MECHANICS

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.

Mobile Van Number,

Technician Name

and have to pay for any missing or damaged equipment returned.

Registration Number

Start Date

Warning
Please ensure that you double check all equipment issued, as you will be held responsible

SIGNABLE CONTRACTS/FORMS

Qty

Brand

Condition

Trainer
Initials

Employee
Initials

Equipment
Returned

Employment Contract

Job Description

Motor Pass Card Acknowledgment

Tyre technician Information Sheet

Van damage checklist

Code of Conduct

Tax declaration

Superannuation Form

Social Club

EFTPOS Terminal Certificate

Managers Checklist

Copy of Doctors Pre-Employment certificate

Copy of Drivers Licence

Copy of Qualifications

ITrainers Report

Wage Deduction(s) for Uniforms etc.

Safety policy/Procedure acknowledgement

UNIFORM

Uniform issued

Ensure tech has safety boots

MOBILE PHONE

Mobile Phone Serial #

TABLET

Brand:

Serial #

PRINTER

Brand:

Serial #

EFTPOS MACHINE & CHARGER

Serial #

05/09/2018
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LUBE
MOBILE

ITHE MOBILE MECHANICS

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.

LUBE MOBILE SUPPLIED TYRE VAN
EQUIPMENT

Vehicle Stands x 4

Tyre changing machine

Wheel balancer machine

Floor Jack

Van Spare Wheel/Jack/Tools

Air Compressor

Rubbish Bin

Water Container

Wheel Chocks x2

Air Hose reel with Connectors

Tyre Gauge

Valve removal tool

Valve core removal tool

Milwaukee impact gun kit

Half inch breaker bar

Puncture repair kit

Air jacks x 2

Yellow leveling ramps x 2

Rim width measuring tool

Tyre lever & 6 protective yellow sleeves

5pce torque bar set

Tyre machine mag wheel protectors inner & outer

Tyre machine plastic insert bags x 2

3pce rim stabilizer for tyre machine

100g red wheel weight for calibration of balancer

Wheel weight hammer

Mudguard Cover x2

3pce balancer cone holders

4pce wheel balancer cones

Wheel balancer retainer with 3 rings

4pce wheel nut impact socket set

Knee guard

Seat for brake work 4WD ETC.

Tablet/Charger/USB Cable

Invertor (remind tech that invertor doesn’t run the tyre
machine)

4 Way Power Board

GPS fitted & working?

SAFETY & ENVIRONMENTAL EQUIPMENT

Fire Extinguisher

Fire Blanket

First Aid Kit

Safety Gloves

Safety Glasses

Safety Vest

Steering Wheel Cover

Dash cam fitted & working?

Reverse cam fitted & working?

Emergency button fitted & working?

05/09/2018
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LUBE
MOBILE

|THE MOBILE MECHANICS

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.

ADDITIVES, SUNDRY

Mag wheel weights

Standard wheel weights

Standard rubber tyre valves

Mag wheel tyre valves

Tyre fitting paste

Rags - (BOR) 1

STATIONARY

Printed Invoice Paper

Business Cards

Lube Stickers

Bank Deposit book

Ezi-Pay Account active?

MANUALS

Safety Policies & Procedures

. |Register of Hazardous Substances

Company Stamp

CREDIT CARD SLIPS/MACHINES

Amex

Bankcard/Visa/Master Card

Fleet Systems/Fleetcard

Motor Charge

Motor Pass

EFTPOS Machine and charger

Spare rolls

Manual credit card machine (click clack)

PHOTOS

Has the Tablet, Phone, Printer, Scan Tool & EFTPOS
Machine been numbered and registered in the
equipment log?

Has the equipment been photographed and placed on
mechanics file

Has a photo of the mechanic been taken and placed on
his file

Mobile Workshop License Displayed on Back Window :

05/09/2018
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LUBE
MOBILE

|THE MOBILE MECHANICS

Lube Mobile Employment Documentation, Stationary, Tool & Equipment record.

Current Copy of License Displayed in Van I:I

| Hereby Acknowledge, and Agree, that all equipment is in Good Serviceable Condition, and that | am
responsible acknowledge that on the termination of my employment all equipment must be returned in good condition,
and any missing or damaged equipment paid for.

Employee

Name Signature Date
Trainer

Name Signature Date

State/Zone Manager

Name Signature Date

05/09/2018
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Van Damage Report

Mobile Number

Date / /

Drivers Name

Rego Number

MOBILE

y B
N,
i

38U
111 4OM

[ 2 [
Y ETS e
5
ey

MOITATE 32IVA 32 3INT |

«~JOY OF EIMOD TANT

Comments

Signed Date /
Witness
Name Signed
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TRAINERS REPORT.

Trainer Mobile Number

Mobile Trained Date / /
Personal Presentation (Good) 5 4 3 2 1(Bad).
Van Presentation 5 4 3 2 1
Personal Attitude 5 4 3 ", 3
Safety Standards 5 4 3 2 1
Customer Service Standards 5 4 3 2 il

Technical Knowledge

A Tyre wear diagnosis knowledge 5 4 3 2 1
B Tyre identification knowledge 5 4 3 2 1
C Competent on tyre machine use 5 4 3 2 1
D Competent on use of wheel 5 4 3 2 1
balancer

E Competent on puncture repair 5 4 3 2 1
E Braking System Diagnosis 5 4 3 2 1
G Steering Diagnosis >3 4 3 2 il
H Suspension Diagnosis

| Shock Absorbers Diagnosis 5 4 3 2 1
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Is the technician badly lacking in any particular area? Y/N

If yes in what area?

Does the technician know how to quote? Y/N If no has he been shown? Y/N
Are his/her Quotes filled out clearly? Y/N Does he/her have them signed? Y/N__

Does the Technician fill in the invoice clearly? Y/N

Does the Technician explain the Invoice to the Client Clearly? Y/N

Does the Technician know the location of our tyre suppliers? Y/N

Does the Technician follow LM policies & procedures? Y/N

Ways in which the Technician can improve

Trainers Comments





image13.jpg
Skill Set
For a Lube Mobile Tyre technician

New Employees need to reach the following levels before they graduate to the
next level: -

Level 1 — First Day at Base

Level 2 — Initial on the Road Training

Level 3 — On the road in their own van with a Full Time Trainer
Level 4 — On the road alone

Level 5 — Become a fully Qualified Lube Mobile Tyre technician

Level One
Safety Training

Date Completed

¢ Accountability for Safety (Remember Charlie)

e Manual Handling

e Fire Extinguisher

¢ Hazard Identification

e Safe Driving

¢ Lube Mobile Job 6

Level Two
Safety Training

¢ Driving Evaluation

o Safe Site Evaluation and sending Status 8

Workshop Equipment — Has he been trained and signed the training register

e Does he know how to use all workshop equipment

4 Hoist

Grinder

Tyre machine

Wheel balancer

Wheel aligner

Parts Washer/Cleaner

Compressor

> >|>|>|>|>]|>

PPE and where to walk
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Safety Policies and Procedures

Date Completed

¢ Has he read and understands all Safety Policies and Procedures

Is he Competent in the following?

Incidents.

° How to report

e What to report

*  When to report

e Is he aware that we have our Specialised Occupational doctors to go to if
injured? Not to go to their own doctor

Emergency Safety procedure

4 Does he know what to do in case of an emergency

Driving accident

e Whatto do
¢ What information to get
Induction

e Has the induction check list been completed

Environmental — Has he been trained how to use

¢ Spill mats

¢ How to dispose of waste tyres

¢ Rubbish

Courses to be completed and passed assessment or judged competent

Ezi pay/Zip Money

Tablet

Job Management (Efficient job)

e Arrive at 8.00am

e Get parts in efficient timely manner

¢ Being efficient

° Getting around efficiently. Use of Navigation/Google maps well.

Knowledge of tyre supplier locations

Lube Mobile Services

e Able to quote & book Lube mobile services.

e Able to book a Mobile to carry out services and/or repairs
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Parts Purchasing Procedure - How/Where to buy parts

Date Completed

=

Repco Rules of Engagement

=

Repco auto order procedure

=

Repco auto order and what to do when rejected

=

Repco manual orders

=

Tyre suppliers and how to order

=

Does he know to order and book out parts before leaving job site

Non Repco Parts Purchasing Procedure

How to do VISA orders

How do Cash orders

=

=

How do Cheque orders

=

How do manual orders (where we have an account)

=

How do a credit return?
4 Repco
4 Visa
4 Other suppliers

Quotes

[ * How to complete Quote on the tablet ‘

Invoices

| °  How to complete invoice on the tablet ’

Able to handle all Payment options

e Cash

* Cheque authorisations
 EFTPOS

e Account

o Account Cards

e EZIPAY contract. How fill out contract and post job.

° Zip Money contract.
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Familiar with surcharges

[

Saturday

Fuel

Date Completed

Does he know how/where to buy fuel

Does he know to run the van on Diesel only

Phone Operations

Can Call Base

Competent in list of statuses from van app and when to use

Status out of Sequence messages — what they — when will you get them

How to receive a job

How to post a job

How to Call Repco

How to call other suppliers

How to call Customers

Level Three

Does he understand and put into practice and comply with?

Safety —

“If not safe — don’t do it” concept

S.L.A.M. What it means (stop, look, assess & manage)

Wearing Safety Glove & Glasses

70% exertion, maximum

Jack lifting, awkward positions, basic manual handling techniques as per
course.
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Customer Service

Date Completed

¢  How to meet and greet the Customer

¢ Code of Conduct

¢ On site Quote

e Basic Sales techniques

e Understanding people (Empathy)

e Recalls (Taking ownership & retaining customer)

e That little bit extra

¢ Personal Presentation

¢ Van Presentation

¢ Advance Bookings’ —Confident in doing them.

¢ Completed Customer service course and passed assessment

Technical

e Tyre wear Diagnosis

o Tyre machine use incl. low profile & run flat

e How to fill out tyre wear report

¢ Puncture repair procedure & legislation

¢ Understanding of performing Wheel alignments

e How to correctly Balance Wheels

* Braking system components and diagnosis

e Steering components and diagnosis

e Suspension components and diagnosis

e Shock Absorber diagnosis

o Performs Quality check on workmanship (What have I done? completed
job properly, Quote checklist)
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Demonstrates adequate knowledge of Contact Centre

How works, how they quote, answer emails, phones and web enquiries

Quoted jobs (why sometimes cheap, why sometimes incorrect part no.)

Employs Incorrect quote procedure (Contact Centre to deal with customer
and requote)

Stock Transfers

Date Completed

4 Knows how to get stock from Base

Paperwork

Does he know when, where & how to bank?

Invoices being correctly made out on a tablet

Quotes being correctly made out on a tablet

Lube Mobile Job

e Actually, putting into practice all aspects of the LM Job
(Need checklist)

Know how to finish job off and puts into practice;

=

Tyre shine

=

Wipe dash

=

Check vehicle over- levels, lights etc.

=

Check spare

Bonus/Leave

% Does he understand procedure for taking holidays

% Does he understand sick procedure and loss of attendance bonus

L)





image19.jpg
Level Four

Courses to be completed and passed assessment or judged competent

e First On-Site Inspection

e 1% & 3" Month PR

¢ Customer Service

e Responsibility for Safety

Employee

Name Signature

Date

Trainer

Name Signature

Date

State/Zone Manager

Name Signature

Date





image20.jpg
Lube Mobile Pty Ltd

Renault Master (Tyre Van) Policies and Procedures.

Entering and exiting the side door when changing tyres

Ensure tyre van is parked in a location where you can safely enter & exit side door, uneven ground,
obstructions, passing traffic etc.

When working on customers vehicles and changing tyres, wheels must be rolled to and from the van to
customers vehicle. DO NOT carry them.

When entering the van, lift wheel and place inside the cabin of the van, then proceed to enter yourself.
Use of manual handling techniques is critical to avoid injury.

When leaving the van to place wheels back on customers’ vehicle, place wheel on the same side of
cabin, step down from the van, lift wheel to the ground and roll it to the customers’ vehicle. DO NOT
try to carry the wheel when entering and exiting the van cabin area. This will put undue stress on your
back and knees.

Entering and exiting the drivers’ compartment.
When entering the Renault Master, you MUST place your right hand on the door handle with door
opened at stage one; place your right foot onto the step; raise your body allowing your left foot to enter
the drivers compartment. Then sit yourself into driver’s seat.
When exiting the driver’s compartment, you must swing your body outwards placing left hand on door
handle and step down using your right foot first. Then placing both feet onto large step. Continue to
step down from step with right foot first.
Failure to do this will result in possible slips, trips and undue stress on legs; knees and back.
Customers Vehicles

e If safe to do so, vehicles must be driven before tyre change.

e Jtis a MUST to test drive the vehicle after you have changed the tyres or balanced the wheels.

e Any faults must be reported to the customer and noted on the invoice.

Vehicles Height
Due to the height of the Renault Master being 2.55 metres it is considered too high to enter into any
underground car parks or under passes which are below 2.55 metres in height.
Please DO NOT attempt to enter any underground car parks.
Any customers’ vehicles in underground car parks must be either driven outside to a safe location
where it is safe to work or taken back to the closest Lube Mobile workshop.
Procedure on how to run machinery and secure van
e The van must be left running with headlights and hazards on in order to reach the necessary
charge rate.
e Ensure you have parked van in a barricaded manor so as to make it difficult to drive off, as
van will be running while technician is in the back working.
e Please be aware of your surroundings and use customers car and other parked cars to block
your van in.
e Main isolator switch must be turned on.
e Ensure you switch on the relevant switches that operate lights; compressor and wheel
balancer.
e Once done, ensure you switch off individual switches and main isolator switch.
e If you find any faults, please report these immediately to your managers.
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Tyre Changer Machine

2.

201 (0011l JON

10.

Overinflated tyres can explode, producing hazardous flying debris that may result in an accident.
Tyres and rims that are not the same width are “mismatched”. Never attempt to mount or inflate
any tyre and rim that are mismatched. Mismatched rims and tyre can explode causing serious
injury or death.
Never exceed the bead setting pressure provided by the tyre manufacturer. This is stated on the
sidewall of the tyre. Always carefully monitor the gauge on the air hose when inflating a tyre.
If at any time a tyre requires inflation higher than manufacturers recommendations, the wheel
should be taken off the tyre changer and placed in a tyre inflation cage.
NEVER place your head or any part of your body over a tyre during the inflation process or
when attempting to seat beads. This machine is not intended to be a restraining device for
exploding tyre; tubes or rims.
Always stand back from the tyre changer when inflating, never lean forward.
Ensure you lock the inner side of the rim on the turntable during inflation.
Remove any wheel weights prior to placing wheel on tyre machine.
Crushing Hazard. Contact with moving parts could result in an accident.

e Only one operator may work with the machine at a time.

o Keep all bystanders clear of tyre changer.

e Keep hands and fingers clear of rim edge during demounting and mounting process.

e Keep hands, feet and other body parts away from moving parts.

e DO NOT use tools other than those supplied with Tyre Changer.

e Use proper tyre lubricant to prevent tyre binding.

e Pay attention while moving tyre/rim or lever.
Risk of Eye Injury

Flying debris, dirt and fluids may be discharged during bead seating and the inflation process. Remove

11,

12,

13.

14.

15.

16.

17

18.

19.

20.

any debris from the tyre tread and wheel surface. Wear PPE and approved safety glasses during
mounting and demounting procedures.
ALWAYS inspect the machine carefully before using it. Missing, broken, or worn equipment

(including warning stickers) must be repaired or replaced prior to operation.

NEVER leave nuts, bolts, tools or other equipment on the machine. They may become trapped
between moving parts and cause a malfunction.

NEVER install or inflate tyres that are cut, damaged, rotten or worn.

NEVER install a tyre on a cracked, bent, rusted, worn, deformed or damaged rim.

If a tyre becomes damaged during the mounting process, do not attempt to finish mounting.
Remove from the service area and properly mark the tyre as damaged.

To inflate tyre, use short bursts while carefully monitoring the pressure, tyre, rim and bead.
NEVER exceed the tyre manufacturers pressure limits.

NEVER operate the machine if you are under the effects of alcohol, medications and/or drugs. If
you are taking prescribed or over the counter medication, you must consult a medical
professional regarding any side effects of the medication that could hinder your ability to operate
the machine safely.

ALWAYS use PPE’s when operating this machine. This includes suitable steel capped boots;
Gloves and glasses.

Remove all jewellery, watches, loose clothing; ties and restrain long hair before using the
machine.

Ensure you adhere to proper manual handling techniques when loading and unloading wheels
on and off machine.
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21. This machine can only be used, maintained or repaired by properly trained employees of Lube

Mobile. Repairs should be only be performed by qualified personnel. CORGHI rep is the most
qualified.

22. The user must understand all warning decals affixed to this equipment before operating the

machine.

23. Ensure you use the strap provide to restrain the arm of the machine once you have finished and

before driving off to your next job.

Wheel Balancer

Before you are to use this machine, ensure that you have thoroughly read the policies and procedures
and that you have received proper training.

Ensure you adhere to proper manual handling techniques when loading and unloading the wheels on
and off the balancer.

Only one operator must use this machine at a time.

When operating the balancer, ensure you tie back long hair; do not wear loose fitting clothes,
ties, necklaces, rings or wrist watches which could become entrapped by moving parts.

Keep unauthorised persons well clear of operation.

Unplug power supply prior to any maintenance work.

Keep machine clean and organised.

It is FORBIDDEN to clean the machine with compressed air or jets of water.

The use of tools or accessories other than those supplied by Corghi, when operating the
machine is not recommended.

Do not blast wheels with compressed air. Steam or hose with water while the wheel is on the
Balancing Machine.

Ensure you use protective eye wear.

Ensure you wear safety gloves.

INVERTER

Please ensure that the inverter is strictly used for charging power tools; printer; EFTPOS
machine; Tablet and phone.

The inverter is not there to run the machines.

When not in use, please turn off the inverter.

Do not over-load the inverter.

Air Compressor and storage tanks
This unit is stored in a locked cage for your safety and security purposes. In an event of a malfunction,
please return to base and have your supervisor look at it.

As pressure in compressed air circuits is considerably high. Ensure there is a safety barrier (for
compressor units without frame guard) between the unit and the personnel. Do not tamper with
the pressure safety valve on the compressor. Do not run the compressor above maximum pressure
that is specified.
The compressor should not be operated in environment that can be hazardous such as the areas
where toxic or flammable vapour could be aspirated.

Standard Personal Protective Equipment (PPE) must be worn while operating the unit.
ONLY USE compressor oil approved by MEA.
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e Do not tamper with the auto drain as it has been set to drain automatically in an appropriate
scale.
e If you find any issues or faults, please report these immediately to your manager.

Loading tyres onto tyre racking

Ensure you observe proper manual handling techniques when loading and unloading tyres from
rear tyre rack storage area.

Ensure you use the straps provided to secure the tyres.

Securing the van overnight

Ensure that you have secure off-street parking for your van. Making sure that all valuables like Phone;
Tablet and EFTPOS Terminal are brought inside your home with you. Also, do not leave cash in the
van.

I, have read and understood the above policies & procedures.

Signature Date / /
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CODE OF CONDUCT

Lube Mobile Pty Limited has a mission to remain at the forefront of
automotive servicing innovation and to provide:

- Unparalleled professional and convenient service,
- Open communication and advice, and
- A safe, rewarding and respectful workplace

The following Code of Conduct is designed to allow the Company to maintain its
tradition of integrity and credibility with its Customers and Staff and plays an important
role in pursuing our Mission goals.

This Code applies to all Employees, Contractors and Office holders within Lube Mobile.
This includes Board Members, Executives, Managers, Supervisors, Tradespersons,
Service Receptionists, Apprentices and Administrative Staff.

e Act at all times in a safe and responsible manner.

e Deal with all “People” and in an open, honest and friendly manner. Always act
with fairness and integrity; respect the opinions of others and treat all with
equality and dignity. No behaviour that is abusive or harassing in any way will be
tolerated. This includes verbal, physical, and emotional abuse or harassment.

o “People” include customers, suppliers, subordinates, work colleagues and the
general public.

o Pursue only ethical sales. We do only what is genuinely needed and what we’ve
been authorised to do.

o Charge a fair price for goods and services. Do not exceed Lube Mobile retail
prices or labour time guides.

« Give accurate and honest advice and explanations.

« Provide a positive and valued experience for those receiving service within and
outside of Lube Mobile.

o If we make a promise - we stick to it. If in giving that promise we have made a
mistake or been let down by others we will call, explain and remedy the situation.
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« Promote the mission and objectives of Lube Mobile in all dealings with the public
on behalf of the Company and with colleagues when dealing within the Company.

« Be respectful of the property of others — Customer, Company, Supplier and the
public.

« Be ever vigilant in maintaining our Reputation and Brand.
o Care for the environment.
« Take responsibility for your actions and decisions.

« Adhere to the policies and procedures of the Lube Mobile.

Code of Conduct Declaration

I, , have read, understand and agree to
abide by the Code of Conduct of Lube Mobile Pty lelted and I understand that such
adherence is a condition of my employment. I understand that violation of the Code of
Conduct may be grounds for termination.

DT YRR, s v s v 5. 5 S 50 0 S 350 A S 50 L5 3 8 38 08 060 9055 K 0

Signed this day of k)

Let’s all enjoy being “On the Bus”

Lube Mobile Bus
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LUBE MOBILE
THE MOBILE MECHANICS

FATIGUE MANAGEMENT POLICY AND PROCEDURE

1 Purpose

The purpose of this policy is to help manage workplace risks associated with fatigue and to provide
guidelines for rostering Saturdays. It is intended that this policy will provide guidance on how Lube
Mobile intends to reduce the risk of fatigue-related injuries and incidents in the workplace.

2 Scope
This policy covers all employees, managers and contractors of the organisation, especially those
whose work involves working on-site, driving, travelling between branches and overtime hours.

3 Policy Statement

Lube Mobile is committed to providing and maintaining safe systems of work for all its employees,
including those whose work involves working on-site, driving, travelling between branches and
overtime hours. We recognise that these working requirements may contribute to fatigue and
therefore its risks need to be managed appropriately.

Fatigue is a work health and safety issue. It can affect a person’s performance at work and create a
risk for public safety.

Fatigue can be caused by both work and non-work related factors. Non-work factors include family
responsibilities, social or sporting activities, health issues such as sleep disorders, poor nutrition or
study commitments. Work factors include working extended hours, fast paced or boring work.

While everyone doesn’t respond to fatigue in the same way, fatigue can cause reduced
concentration, impaired coordination, compromised judgement and slower reaction times, which
can ultimately increase the risk of injuries and workplace incidents.

4 Definitions and Background
Fatigue is a state of mental and/or physical exhaustion which prevents people working within
normal boundaries and can reduce a person’s ability to perform work safely and effectively.

Signs/symptoms of fatigue may include: blurred vision, difficulty keeping eyes open, micro-sleeps,
head nodding, headaches and/or dizziness, constant yawning, muscle weakness or low energy.

Immediate effects of fatigue may include: slower reaction times, poor concentration, poor co-
ordination, increased error rates, reduced short-term memory, reduced vigilance, impaired decision-
making and judgment.

Longer-term effects of fatigue may include: high blood pressure and/or heart disease, depression
and/or anxiety, diabetes, and gastro-intestinal disorders.
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Impairment / impaired describes a deterioration of an individual’s judgment and decrease in their
physical and mental ability and/or capability.

A reasonable belief is one which a reasonable person may have taking into account all the facts and
circumstances of a particular matter. It is also an objective test in that there must also be reasonable
grounds for the belief which has formed.

5 Procedures

5.1 Responsibilities
Fatigue management is a shared responsibility between managers and employees.

All employees are required to:

e take reasonable care for their own health and safety in the workplace including reducing
risks associated with fatigue;

e comply with any reasonable instruction and cooperate with any reasonable policy or
procedure issued by their manager relating to preventing and managing fatigue;

e participate in education and training to gain an understanding of fatigue;

e ensure they are fit for duty and that they have obtained sufficient rest in order to fulfil their
work requirements;

e monitor their own levels of fatigue and take steps to manage them; and

e Use the Lube Mobile incident reporting system to report any fatigue management hazards
or incidents in their workplace.

Managers will:

e ensure, so far as is reasonably practicable, the health and safety of their team members;

e manage work schedules, Saturday rostering arrangements, workloads, travel and other work
demands in such a way that all employees have adequate opportunities for rest;

e consult with your employees when making decisions especially with regard to rostering and
allocating tasks;

e gain and maintain their knowledge and skills in relation to managing and monitoring health
and safety issues under their management or control that affect their workplace, including
fatigue;

e understand the hazards and risks associated with fatigue in their workplace;

e ensure that there are processes in place in their workplace to eliminate or minimise risks to
health and safety connected with fatigue;

e ensure that support and advice on fatigue and rostering is available to all employees

5.2 Risk Management

Managers will adopt an ongoing risk management approach, in consultation with their employees,
to identify hazards, assess risks and eliminate or minimise risks associated with fatigue. As part of
this approach the following fatigue hazards will be considered:

e Work schedule (Type of jobs)

e Saturday rostering arrangements

e Travel (e.g. driving distance between jobs or distance to home at day’s end)
e Mentally demanding work

e Emotionally demanding work

e Physically demanding work

e How the work is organised

e Cultural norms relating to work hours

e Environmental factors (E.g. Heat)
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Personal factors, family demands or health factors

The Lube Mobile Safety Management System is set up for review of incidents, near misses, illnesses
and other unplanned absences and staff turnover rates to check if they could be attributed to
fatigue, included as per your organisations ongoing risk management approach.

Once a fatigue hazard is identified a risk management approach will be taken, the risk of potential
harm will be assessed in terms of its likelihood, and its impact on employees, their teams, the whole
organisation and the public, identify ways to control the risks and put in place measurement and
review processes. There are potentially significant consequences of fatigue in terms of individual
health and increased potential for accidents and injuries to occur. Fatigue can make other risks to
health and safety worse.

Managers will put in place appropriate risk controls to reduce or eliminate fatigue-related risks, in
consultation with employees. These include the following:

Ensure workplaces are ergonomically safe, appropriate lighting for workplace environment
and ventilated

Ensure all employees take adequate and regular meal and rest breaks

Task rotation where possible for particularly demanding jobs (mentally, emotionally or
physically)

Review rostering arrangements i.e. after a change in work processes, if an incident has
occurred

Avoid work arrangements that include excessive work hours

Introduce scheduled short breaks during longer tasks to change posture and refresh
concentration

Schedule high risk work during mid-morning or early evening times

Avoid long travel times including travelling in the early morning or late at night

Avoid driving for extended periods without taking a break

Consider alternate options to travelling or face-to-face meetings e.g. tele/video-
conferencing

Ensure clear work processes and effective planning is in place to deal with workload changes
due to absenteeism, staff on leave or seasonal work pressures

Employees will enact appropriate risk controls to reduce or eliminate fatigue-related risks.
These include the following:

take reasonable care for their own health and safety in the workplace including reducing
risks associated with fatigue;

comply with any reasonable instruction and cooperate with any reasonable policy or
procedure issued by their manager relating to preventing and managing fatigue;

take adequate and regular meal and rest breaks

ensure the potential for fatigue is part of the Hazard Identification utilised on every job site
be aware of environmental conditions and their effect on fatigue (e.g. heat) and adhere to
relevant Lube Mobile Policies and Procedures to eliminate the risk of fatigue

participate in education and training to gain an understanding of fatigue;

ensure they arrive fit for duty and that they have obtained sufficient rest in order to fulfil
their work requirements;

monitor their own levels of fatigue and take steps to manage them; and

Use the Lube Mobile incident reporting system to report any fatigue management hazards
or incidents in their workplace.
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If a manager or co-worker reasonably believes that an employee is displaying signs of fatigue and
their performance poses risks, they must direct the employee to cease performing work, take a
break to have an adequate rest or contact their manager to temporarily reallocate their work to
reduce risk.

Managers will encourage employees to report any concerns they may have about work-related
fatigue directly to them and also to log the concern through the Lube Mobile Incident reporting
system.

Managers will follow up and review the effectiveness of the implemented risk controls. Recurring
problems relating to work performance may lead to disciplinary action if fatigue guidelines are not
followed, which may include termination.

5.3 Rostering arrangements
The following principles will apply in our work schedule arrangements:

e All working hours and rosters will be designed so that they allow for good sleep opportunity
and enough recovery time between work days or shifts for travelling and sleeping (>10 hours
but considering allowance for 7-8 hours’ sleep plus travel and time to unwind)

e No employee will be required to work more than 3 weekends in a row

e All vacant positions will be filled as soon as reasonably practicable

5.4 Recommended work hours and breaks
The following principles will apply for work hours and breaks arrangements:

e Each employee is expected to take adequate meal breaks and rest breaks.

e Asageneralrule, an employee’s daily work hours will not exceed 10 hours/day and 50
hours/week

e Allemployees are expected to take their allocated annual leave during each year, without
accumulating more than 6 weeks’ leave

5.5 Long distance travel
Lube Mobile recognise the risks of driving whilst tired and travelling long distances. The following
principles will apply for long distance travel arrangements wherever that travel cannot be avoided:

e Employees are expected to have a good night’s sleep before driving

e A 10-minute break or rest stop will be planned every two hours

e Require management approval/risk assessment for driving over 5 hours in a single day

e Driving should not exceed 10-12 hour shifts inclusive of appropriate breaks, and considering
travel home.

e Whenever driving long distances employees are expected to watch for signs of fatigue.
When tired, they are expected to pull over safely and have a nap for at least 30 minutes

6 Related Policy Documents and References
e Alcohol and Drug Policy
e Workplace Behaviour Policy
e Fitness for Work
e Discipline Policy
e Code of Conduct
e Employee Assistance Program
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e OHS Policy

e Heat Stress policy

e Facility Management Policy
e Risk management Procedure
e Hazard Identification

A breach of this policy & procedure may have unintended and harmful consequences. Breaches of
this policy & procedure may lead to disciplinary action being taken, including dismissal in serious
cases.

Date: 29" March 2019

Date last reviewed: 29/3/2019
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LUBE MOBILE

THE MOBILE MECHANICS

SOCIAL CLUB DEDUCTION FORM

Mobile Code

Hereby give permission for Lube Mobile Pty Limited to deduct $ from my
wages per week, for the collection to our State Social Club.

All monies which I contribute to the Lube Mobile Social Club remain with the Social
Club, and is not refundable if I wish to leave the Social Club, or upon termination of my
employment with Lube Mobile Pty Ltd. I shall remain a social club member for a
minimum of six months upon commencement on each occasion or when my employment
terminates, whichever comes first.

Signed Date / /

Witness Date # /

Name of Witness

Title
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THE MOBILE MECHANICS Managers Checklist

- U0 000 0 oo dpooo0ooo0doo

Applicants Name Suburb

Are we still interested after the interview? Yes/No

Is the Doctor organized? Y/N Date / /) Time : am/pm
How did they go at the doctor? Good/Bad

Do you want to hire them Yes/No.? Have you discussed with your Manager?

What date are they starting? by /

Is there an Induction kit ready for them? Y/N
Is the Manager/Trainer organised to run courses that day? Y/N
Is there going to be a room free to run the courses that day?Y/N

Have we set up a van for the new Tyre technician? Rego Mobile

Have we got a Motorpass card for this van? Y/N

Is there a Mobile Phone set up? Ph. No Y/N

Has the Field Trainer been organized? Y/N Trainer Name

Have you advised the Trainer where the Tyre Technician needs the most training?
Has the Training report been received off the Trainer? Y/N
Is the Equipment ready for this van? Y/N

Have you sent the Tax File Declaration, Superannuation Form, Tyre technician Information
Screen and Social club form to Accounts on (02) 88660099 Y/N

Have you sent signed copies of Skill Set Form and New Technician Tools, Equipment,
Stationary and Employment Documentation Checklist to Head Office on (02) 8866 0099 Y/N

Is there going to be a room free to run the courses? Y/N

Have you entered the completed training courses into computer? Y/N

Has the Trainer trained the technician in all the Workshop equipment and filled in
the Equipment training register? Y/N

Is the Tyre Technician ready to go on the road (Has he progressed to Level 1 yet) Y/N

The list on this page must be handed to the manager before the technician goes on the road

Date v /
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THE MOBILE MECHANICS

Welcome to Lube Mobile Pty Ltd (The Mobile Mechanics), today you have joined a company
that has been operating for over 35 years and is the largest Mobile Vehicle Repairer in Australia.
We originally started operations in Melbourne in 1982 with 5 vans and have expanded to over
200 vans and 21 base workshops in 5 states around the country.

Over the coming weeks we will endeavour to pass on to you all that we have learnt in this time,
which will enable you to confidently deal with the public in general and our clients in particular.

This training will be fairly intense and you will need to keep an open mind as the training is
designed so you have a full understanding of all of the Lube Mobile Safety Systems and the
Basic procedures to follow while dealing with our clients. We will try and pass on over 35 years
of experience in a few weeks.

We will also appoint a mentor for you so you can ask him as many questions as you need to until
you are fully informed and able to perform this job to the best of your ability.

You will find that at Lube Mobile the Safety of our staff and clients is number 1 and we have an
enviable record in the motor industry which we have worked very hard to obtain.

By joining Lube Mobile, you have now committed yourself to maintaining our high standards and
working together with us to deliver the world’s best practices in Safety, Customer service and
Value for Money for our clients.

The initial induction procedure that you will undergo is as follows: -

Dayl & 2 (1) You will be handed a Tax declaration, Superannuation and mechanic
information form to be filled out as soon as possible.

(i1) You will be run through six training courses.
A. Accountability for Safety
B. Manual Handling
C. Fire Extinguisher.

D. Hazard Identification.
E. Safe Driving
F. Lube Mobile Job 6

These courses are designed to show you what you can expect from The Company
and what the company expects from you in relation to health and safety.
(11))  You will also be given Lube Mobile safety policies & procedures manual.

This folder is for your benefit and must be read over the coming week.
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Day3to6

Day 7 & 8

Week 2to3

You will be taken out in a van with one of our vastly experienced trainers and
shown how to do the job the Lube Mobile way. I can’t emphasize enough the
importance of asking as many questions as you can think of, as these trainers have
been doing this job for a number of years.

(@)

(i1)
(iif)

You will be back into base where you will be trained in

a How to use the Tablet

b Completing quotes

% Completing Invoices

d Completing Ezipay/Zip money Documents

You will also be trained in how to use the workshop equipment

Your van will be issued, equipped and stocked up.

You will have a trainer in your van with you (If available) and he will show you
how to complete the job using your tools out of your van.

We can’t emphasize enough for you to ask questions as we are trying to help you get up to speed.
Don’t feel embarrassed to ask questions as there is not a technician on the road that fell into the
position, we have all been trained and are happy to pass this on.

Once again welcome to the Lube Mobile team, and we look forward to you having a long and
fulfilling career with us.

Manager




