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1. Scope 

 

To describe the process of safely deploying and removing portable equipment.    Portable equipment includes Variable 

Message Signs and Portable Light Towers. 

 

2. Responsibilities 

 

Only trained and appropriately experienced staff has the responsibility of ensuring that all elements of this procedure are 

carried out. 

 

3. Personal Protective Equipment 

 

The following is mandatory PPE. 

    

 

High Visibility clothing must 

be worn whilst carrying out 

this process. 

 

Protective clothing must be 

worn whilst carrying out this 

process. 

 

Safe work boots or shoes 

(steel capped) with rubber 

soles must be worn 

 

 

Note: Wet weather gear and or sunhats and sunscreen should be worn in adverse climatic conditions. 
 

4. General Safety Points 

 

a) Working on or near a roadway is inherently dangerous.   Be aware of your surrounds and always ensure 

that you never place yourself in a risky situation.   

b) Always be aware of traffic and where possible, distance yourself from the roadway 

c) PPE must be worn at all times – refer point 3. 

 

5. Process - Deployment 

 

Step 1 – Mechanical Connection Step 2 – Deployment Area Step 3 – Warning Signals  

   

 

 

Ensure that the connection between 

the vehicle and the trailer is secure 

before moving.   Ensure safety 

chains and electrical leads are 

working and all lights / indicators are 

working 

 

 

Prior to entering into the deployment 

area, take the opportunity if possible, 

to review the area for the best 

possible access and safe entry.  

Ensure that there are no obstacles or 

anything that presents risk. 

 

 

Prior to mounting the kerb or 

entering the deployment area, ensure 

that the vehicles warning lights and 

hazard lights are on, providing 

awareness to other traffic.   
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Step 4 – Deployment Site Step 5 – Deployment Site Step 6 – Disconnection 

 

  

 

Ensure that the vehicle and the 

portable equipment is off any 

footpath or restricted area.    Ensure 

that the deployment site will not 

impede any traffic (vehicle or foot). 

 

 

Ensure that there are no dangers in 

this area such as overhead 

powerlines or drainage pits.   Ensure 

the sign will not encroach onto the 

roadway when deployed. 

 

Working away from the roadside, 

disconnect the portable equipment 

from the vehicle by extending the 

jockey wheel and winding it up. 

 

 

Step 7 – Disconnection Step 8 – Disconnection Step 9 – Disconnection 

  

 

 

Ensure that the trailer is now clear of 

the tow ball 

 

 

Disconnect the electrical plug. 

 

Disconnect the safety chains. 

 

Step10 – Disconnection Step 11 – Corner Stands Step 12 – Corner Stands 

  

 

 

With the vehicle now disconnected 

from the trailer, move the vehicle 

approx. 1-2 meters. 

 

 

Work around the trailer deploying the 

corner stands.   Extend the legs 

where required but ensure not to 

encroach upon a footpath or 

roadway. 

 

Whilst working on road side, watch 

for traffic and avoid standing on the 

road way.   Deploy all 

corner stands whilst 

leveling trailer. 
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Step 13 – Jockey Wheel Step 14 – Mast Locking Step 15 – Display 

 

  

 

Once the corner stands are deployed 

and the trailer is steady and levelled, 

the jockey wheel is to remain 

lowered which will assist in stability 

and wind loads. 

 

 

Disengage the mast lock and remove 

the safety pin. 

 

Rotate the display so it is in the 

desire position.   Ensure 

the sign does not 

encroach onto the 

roadway.  
 

Step 16 – Raise the sign Step 17 – Caution / Danger  

 

 

 

 

 

• Take care when raising or lowering the mast mechanism. Keep hands 

and fingers clear of any pinch points or moving machinery. 

• Never climb portable equipment or attach any cables or ropes to the 

structure. 

• Never remove or tamper with the safety features of the equipment.  

• If any of the safety features have been tampered with do not use the 

equipment. 

• Never operate this machine if you are under the influence of alcohol, 

drugs  or medications capable of impairing your abilities 

• Never deploy in high winds 

 

 

Raise the sign to the desired height 

ensuring that you check for any 

overhead wires or obstructions first. 

 

 

6. Process Removal 

 

Step 1 – Entering Site Step 2 – Reverse Vehicle Step 3 – Jockey Wheel 

  

 

 

Whilst entering the site to retrieve the 

equipment, ensure that all warning 

devices on you vehicle are activated.  

 

 

Reverse the vehicle so the tow ball is 

positioned under the tow hitch. 

 

Lower the Jockey Wheel and raise 

the trailer slightly.  
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Step 4 – Vehicle Connection Step 5 – Display Step 6 – Display 

 

  

 

Position the trailer above the tow 

hitch and wind down the jockey 

wheel to gain a connection between 

the vehicle and the trailer.    Connect 

safety chain and electrical plug. 

 

 

Undo the mast lock and place the 

display back into the travel position. 

 

Lower the display and ensure that 

the board is located 

correctly.   Be aware 

for any pinch point 

areas.  
 

 

Step 7 – Locking the mast Step 8 – Corner Stand Step 9 – Exit 

  

 

 

Insert the safety pin back into the 

mast and apply the braking 

mechanism. 

 

 

Retract all corner stands and place 

them back into the travelling 

position. 

 

Exit the site in a safe and controlled 

manner.  
 

 

 
SOP REVISION UPDATES 

 

 

SOP Amendment Level 

Rev # Date Comment 

1 25/06/2025 Reviewed by General Manager – No changes 

1 11/10/2023 New SOP 

 

 

 


