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Welcome to your ‘New’ Garage!

As you will shortly be transferring to your new garage, I am writing to you in the hope of helping to support you through this process.

Your safety and that of your colleagues and customers is the company’s top priority. It is essential that you feel comfortable at your new garage and equipped to carry out your duties competently. Whilst all our garages operate broadly in the same way, there are some things about your new garage that will be less familiar to you and you should familiarise yourself with these before you join the garage in order that you can quicky and safely adjust to your new role.

Some differences you need to prepare for include:

· New Management and Supervisory Teams
· Routes & timings – both in and out of service
· Relief points, service layover, and WC facilities
· Current staff notices, roadworks and diversions operating at the time of your transfer 
· Vehicle types you may not have driven previously 
· Essential Garage safety information.
· Trade Union Representatives (if you are a member)

Before you join your new garage

The Operations Hub contains most of the information you should need to help you prepare before you join your new garage. If you have not yet registered on the Hub, or you haven’t looked at it for some time, please refer to the attached leaflet that should help you. 

I would ask you to pay particular attention to the following sections on the hub:

· Colleague information, including the names and photos of the management and Control teams
· Garage information, including rotas, depot induction, garage layout, pedestrian walkways, car parking & fire safety arrangements.
· Route Maps – that also have links to training departments route videos on YouTube
· Route risk assessments, including known hazards, incident hot spots and low bridges on or near each route.
· Drivers’ Guides providing vehicle information for vehicle types you may not have previously driven  

The LB Roads website provides current and up to date planned roadworks information that you should check before arriving at the garage.

Don’t hesitate to speak to your manager or supervisor if you need any help finding anything you need.

I would strongly recommend you visit your new garage in the days before your first shift and spend some time travelling on any routes you are unfamiliar with if at all possible. The garage supervisors at your new garage will also try to arrange access to any vehicles you might wish to familiarise yourself with or time with the garage trainer if you think this might help, just let them know when you visit.


On Arriving at your new garage

On your first day at your new garage, I would ask that you try to report to the Supervisors desk at least 30 minutes before your shift start time. This will allow you time to

· Ask any questions you might have about routes or vehicles 
· Check the local notice board for temporary or short-term diversions
· Receive a short in cab briefing and/ or in-depot drive before you enter in service for certain vehicle types (e.g. Electric vehicles or Tri-axles) 

If you have any special arrangements in place at your current garage, under flexible working arrangements or Equalities Act requirements, that need to be in place at your new garage, your transferring manager should have already advised your new manager to arrange these for your arrival. Should you find these are not in place or are unsuitable, please alert the Supervisors immediately, so that they can raise this with your new Staff Manager. 

The Garage Management, garage trainer, Control team and Trade Union will have all been advised that you are joining the garage and are available to answer any questions you might have as you settle in. Many of them will be in touch with you over your first few shifts to see how you are getting on. Please do not hesitate to contact them if you require any support or help. 

All that is left to say on behalf of the entire management team is good luck and that I hope your transfer is a great success and you enjoy working at your new garage.

Walter Herring
Head of Risk
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