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W'hy are Standard Operating Procedures
important?

Our Public Liability requires us to have these checks in place
If a supplier does not complete one we will not use them

If a supplier does not comply on a serious risk factor we may not
use them and look for a supplier who does comply.

To ensure all services are up to a high quality and safety standard

To ensure our customers travel in a safe environment

If the rules are not followed they are aware that any negligence to

comply by the guidelines / rules may result in incident and therefore

the leader, tour operator or Explore being liable
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The National Tour Operators responsibility

= To have these Standard Operating Procedure guidelines in place

= To communicate and distribute these to all relevant staff

= Make sure extended suppliers have completed the documents and that they
comply

= To enforce compliance to the agreed guidelines through driver and guide
checks

= |n cases of non compliance — have a plan in place to reduce / remove the risk
= Renew them every 1-3 years

Apart from the main staircase, N If only one staircase, Explore Leader to monitor that it remains free
is there another escape route? from blockage. Brief pax on evacuation plan.
Before departure, full briefing
to be given by crew of

procedures in case of fire
(including meeting points).

N Explore Leader must Give full briefing as per safety Manual




Practical Examples of SOPs for Extended
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Practical Examples of SOP for Extended suppliers —
Additional — Diver’s guidelines for Vehicles

The following vehicle checks are to be done by the driver prior to departure every day.

It is the leaders’ duty to check these have been done, it would be good if you do the walk around check with
him/her.

=  Fluids — oil, water, fuel, power steering, brake, clutch

=  Fuel —driver should carry enough for th day if possible. If need to fill up allow passengers off the bus
= Filters — air filter, fuel filters

= Tyres—inflated, legal, spares, cuts, thorns, etc. UK legal limit 1.6mm, thickness of a matchstick

=  Battery —charged and charging

= Lights and electrics work

=  Windscreen — clear of cracks

=  Seatbelts — present and in working order

= |nterior —clean and tidy

=  Wheel nuts — check they are there / not sheered off

=  Off road vehicles - 2 spare wheels, & tools to change a wheel inc jack and wheel brace, do they have a
working radio,
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Practical Examples of SOP for Extended suppliers —
Guide’s guidelines for Trekking / walking with groups
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Practical Examples of SOP for Extended suppliers —
Guide’s guidelines for Trekking / walking with groups
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Practical Examples of SOP for Extended suppliers —
Guide’s guidelines for Trekking / walking with groups
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Summary

Explore have SOPs for all services we use on our trips and through these SOPs we

have checked we have :

Qualified / competent staff
Compliance by national law
Legally required documentation
First aid and safety equipment
Pre safety checks

Detailed safety briefs

All tour operators / guides / driver and extended suppliers must be familiar with
our guidelines and rules and comply to follow them in order to work with us

Have an emergency plan in place (next session)



