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This document details the end of day shut down procedures for the following areas within the Kewaigue Depot:

1. Freight Warehouse

2. Contracts Warehouse

3. Freight Administration Office

4. Transport Office

5. Workshop

As each of the areas has different “standard operating hours”, it is not uncommon for certain members of staff to assume responsibilities for checking and setting the alarms for other areas of the depot.  This typically applies to the Contracts Warehouse/Transport Office and the Freight Administration Office, as the Freight Warehouse staff are usually the first on-site and the last to leave.  
The Depot Manager/Assistant Depot Manager is ultimately responsible for ensuring that all alarms are set.  Before leaving the Depot, the Depot Manager/Assistant Manager will check which areas of the Depot are still manned, and will check the main Alarm panel to ensure that all other alarm areas have been set.  It is then the responsibility of the Manager/Supervisor of the area/department which still has staff on-site to ensure that the alarm for their area is set. 
The final section of this document provides details of the process relating to the Alarm itself; maintenance and call-out process.

Note:  This document does NOT cover the Heron and Brearley Offices shut-down procedures.

FREIGHT WAREHOUSE

The following members of staff have been allocated a 4-digit pin number to set and un-set the TDL Freight Warehouse alarm:

Depot Manager

Assistant Depot Manager

IOM Freight and Resource Manager

Freight Warehouse Manager

Freight Warehouse Supervisor 
Class 1 Drivers

All vehicles are parked outside of the warehouse overnight – therefore no drivers should need to access the Warehouse outside of operating hours.  However, Class 1 Drivers may need access in respect of evening deliveries, and have been given instructions on un-setting and setting the alarm.  Once vehicles are parked, if the main warehouse doors are closed, the drivers are to post the keys in the box in the main hallway at the front of the building (where the clock-in/out machine is located).  This is accessed by employee card-key only, and is not alarmed.  Drivers MUST NOT take vehicle keys home with them.
Shutdown process:

· Shut main roller shutter warehouse doors

· Check and lock access door (fire door) at side of main warehouse doors.

· Warehouse Office:

· Turn off lights

· Leave PC and printers running (will be in standby mode)

· Close door (fire door)

· Turn warehouse lights off

· Check door to TDL Contracts Transport office is locked

· Close roller shutter between Freight Warehouse and Freight Administration Office

· ** See NOTE below **

This section is only completed if the Freight Administration Office/Transport Office alarm has already been set.

· Go through Contracts Warehouse door into main hallway area (where Alarm and Fire Panel is located), and lock warehouse door

· Set alarm:

· Enter 4-digit pin

· Wait for alarm to sound accepting code

· Go through and lock Inner Hallway door. Alarm will sound confirming it has set.
· Outer door is not alarmed, but access by card-key is required.

Note: If all Freight Administration/Transport Office staff have left the building, then the shutdown process for the FREIGHT ADMINISTRATION OFFICE is to be completed at this point.
CONTRACTS WAREHOUSE

The following members of staff have been allocated a 4-digit pin number to set and un-set the TDL Contracts Warehouse alarm:

Depot Manager

Assistant Depot Manager

Contracts Warehouse Supervisor 
IOM Freight and Resource Manager

Freight Warehouse Manager

Freight Warehouse Supervisor
All vehicles returning to the depot before 17:00 hours will be parked inside the Contracts Warehouse.  Vehicles returning after 17:00 hours are parked outside of the warehouse overnight – therefore no drivers should need to access the Warehouse outside of operating hours.  With effect from the 30th June 2017, all drivers must park the Dray wagons in the main car-park overnight and not in front of the Warehouse, as the Freight staff will require access to the Contracts Warehouse first thing in the morning.

Once vehicles are parked, if the warehouse doors are closed, the drivers are to post the keys in the box in the main hallway at the front of the building (where the clock-in/out machine is located).  This is accessed by employee card-key only, and is not alarmed.  Drivers MUST NOT take vehicle keys home with them.

Shutdown process:

· Shut and lock roller shutter loading bay doors

· Beer Room:

· Check all Fire Doors are shut

· Ensure all Fork Lift Trucks are unplugged

· Turn off lights

· Shut and lock Beer Room door

· Main Loading Bay:

· Clamp Trucks are to be left plugged in and charging overnight

· Turn off lights

· Ensure shutters are down for Transport Office window

· Go through Contracts Warehouse door into main hallway area (where Alarm and Fire Panel is located), and lock warehouse door

· Set alarm:

· Enter 4-digit pin

· Wait for alarm to sound accepting code

· Go through and lock Inner Hallway door. Alarm will sound confirming it has set.
· Outer door is not alarmed, but access by card-key is required.

FREIGHT ADMINISTRATION OFFICE

The following members of staff have been allocated a 4-digit pin number to set and un-set the TDL Freight Administration alarm:

Depot Manager

Assistant Depot Manager

IOM Freight and Resource Manager

Operations and Compliance Director

UK Operations and Compliance Director

Freight Operations Supervisor

Freight Operations Assistant

Freight Warehouse Manager

Freight Warehouse Supervisor

Shutdown process:

· Turn off electrical appliances including the printer, but NOT the fridge or the water cooler
· Ensure all office windows are closed

· Turn off air conditioning

· Turn off lights

· Go through inner door and set alarm:

· Enter 4-digit pin

· Wait for alarm to sound accepting code

· Go through and lock Outside door to Freight Administration office.  Alarm will sound confirming it has set.
Note:  The Freight Administration Office alarm cannot be set if there are still staff in the Contracts Transport Office as these two office alarms are connected.
TRANSPORT OFFICE

The following members of staff have been allocated a 4-digit pin number to set and un-set the TDL Contracts Transport Office alarm:

Depot Manager

Assistant Depot Manager

IOM Freight and Resource Manager

Freight Warehouse Manager

Freight Warehouse Supervisor

Shutdown process:

· Ensure all office windows are closed

· Turn off air conditioning

· Lights are sensor-controlled and will turn off automatically after a period of “no movement” detected

· Go through inner door into Contracts Warehouse and through Warehouse door to main hallway where Main Alarm Panel is located and set alarm:

· Enter 4-digit pin

· Wait for alarm to sound accepting code

· Go through and lock Inner Hallway door. Alarm will sound confirming it has set.
· Outer door is not alarmed, but access by card-key is required.

Note:  The Contracts Transport Office alarm cannot be set if there are still staff in the Freight Administration Office as these two office alarms are connected.

WORKSHOP

The following members of staff have been allocated a 4-digit pin number to set and un-set the TDL Workshop alarm:

Depot Manager

Assistant Depot Manager

IOM Freight and Resource Manager

IOM Fleet Manager
IOM Fleet Supervisor
Shutdown process:

· Offices:

· Shut down all electrical appliances excluding printer (this must stay in standby-mode)
· Turn lights off

· Main Workshop:

· Check fire door (to main Warehouse) is locked
· Ensure all appliances/equipment (air hose, compressor, ramps, gas bottles etc) is shut down or turned off
· Set alarm:

· Enter 4-digit pin

· Wait for alarm to sound accepting code

· Turn Lights off

· Shut and lock main workshop doors

· Alarm will sound confirming it has set. 

ALARMS
All Employees have a 4-digit pin allocated to them to set and un-set the building/office alarms.  Certain employees, eg the Depot Manager, Assistant Depot Manager, Freight Warehouse Manager, Freight Warehouse Supervisor, Freight Resource Manager, will have the ability to set or un-set various alarms around the building, due to the fact that they are more likely to be the first or last employees accessing the buildings.
The alarms are monitored and maintained under contract with/by G4S.  Quarterly visits are made to the Kewaigue depot in order to complete maintenance checks on all alarm boxes and sensors.  Any issues encountered by staff relating to the alarms in between maintenance checks must be reported to the Depot Manager/Assistant Depot Manager in order that G4S can be contacted/de-briefed and action taken.  This will also include any issues resulting in call-outs due to fault(s) on the alarm(s).

Alarm Call-out

G4S will monitor the Kewaigue Depot alarms remotely – no G4S staff are required on-site.  In the event of one or more alarms triggering outside of normal working hours (see below), G4S will follow the procedure below:
1. G4S will contact Depot Manager providing details of alarm(s) which has/have been triggered

2. G4S will contact IOM Police and report alarm trigger and site details, together with confirmation which member of staff has been contacted

3. IOM Police will meet up with staff member on-site, determine area of alarm trigger and investigate.

4. Action taken accordingly: 

a. No action taken – Staff error (eg, staff member not un-set alarm correctly when entering site, staff member accessing area of building where alarm has not been un-set)

b. Issue reported to G4S – fault with alarm(s) and/or sensor

c. Unauthorised access / Intruder – Police will take appropriate action.  Depot Manager will complete any required actions by Police on behalf of Trade Distribution Ltd.

Standard Operating Hours
The standard operating hours within the TDL Kewaigue Depot are varied, and consequently many of the Management/Supervisory staff will be tasked with ensuring the depot/departments are shut-down before they set the alarms.  The usual operating hours are shown below:
· Contracts Warehouse – 07:00 hours to 17:00 hours Monday to Friday

08:00 hours to 12:00 hours Saturday

· Freight Warehouse - 
05:30 hours to 18:00 hours Monday to Friday

05:30 hours to 11:00 hours Saturday

· TDL Admin Office - 
08:00 hours to 18:00 hours Monday to Friday

· Workshop - 

06:30 hours to 18:00 hours Monday to Friday
Outside of these “standard” hours, employees must ensure that they have appropriate access and alarm code in order to set/un-set alarms in the area of the building they are accessing/leaving.
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