Driving for work policy
Company name   ·   Version 1.0   ·   Issued date   ·   Next review date
	How to use this template. This is a starting point for your own driving for work policy. Replace the highlighted text, delete anything that does not apply and add your own procedures. It is not legal advice, and using it does not on its own mean you meet your legal duties or your insurance policy conditions. Check it against HSE guidance on work-related road safety and take advice where you need it. Delete this box before you issue the policy.


1. Why we have this policy
Driving is one of the riskiest things many of our staff do at work. This policy explains how Company name manages that risk, and what we expect from managers and from everyone who drives for work.
2. Who it covers
This policy applies to anyone who drives for work on our behalf, including:
1. employees driving company cars, vans or lorries
1. employees using their own vehicle for work journeys (often called the grey fleet)
1. anyone driving a hire car or pool vehicle for work
Driving for work does not include ordinary commuting between home and your usual place of work.
3. Responsibilities
The company will
1. check that drivers are licensed, fit and trained for the vehicles they drive
1. provide vehicles that are safe, insured and properly maintained
1. plan work so that drivers do not need to rush, drive tired or break the law
1. keep records of licence checks, vehicle checks, incidents and training
Managers will
1. make sure the people they manage follow this policy
1. plan journeys and schedules that are realistic
1. act on reported defects, incidents and concerns
Drivers will
1. drive safely and within the law at all times
1. check their vehicle before each journey and report defects
1. tell their manager straight away about anything that affects their fitness or entitlement to drive
4. Licences and fitness to drive
1. We will check every driver's licence when they start driving for us, and then every 6 or 12 months, or more often where our insurer requires it. Drivers will give us a DVLA check code when asked.
1. Drivers must tell name or role within number working days about any new penalty points, convictions, driving bans or pending prosecutions.
1. Drivers must tell the DVLA, and their manager, about any medical condition or disability that could affect their driving, and follow medical advice about driving.
1. Drivers must meet the eyesight rules for driving and wear glasses or contact lenses if they need them to drive.
5. Vehicles
1. Company vehicles are serviced and maintained to the manufacturer's schedule, with MOTs and road tax kept up to date.
1. Drivers carry out a walk-round check before each journey, covering tyres, lights, mirrors, fluids, load security, and report defects to name or role.
1. A vehicle with a defect that makes it unsafe must not be driven until it has been repaired.
1. Loads must be secured and must not exceed the vehicle's weight limits.
6. Using your own vehicle for work
If you use your own vehicle for work journeys, you must:
1. have insurance that includes business use, and show us your certificate each year
1. keep the vehicle taxed, with a valid MOT if it needs one, and in a safe condition
1. claim mileage only for genuine business journeys, using our expenses process
We will check these documents when you start and at least once a year. We may stop you using your own vehicle for work if they are not in place.
7. Planning journeys
1. Plan routes and timings that allow for traffic, weather and rest breaks.
1. Take a break of at least 15 minutes every 2 hours of driving.
1. Consider whether a journey is needed at all, or whether a call, train or overnight stay would be safer.
1. Drivers of vehicles covered by drivers' hours and tachograph rules must follow those rules.
8. Phones and distractions
1. You must not use a hand-held phone or similar device while driving, except to call 999 or 112 in a genuine emergency when it is unsafe or impractical to stop.
1. Our rule on hands-free calls is: hands-free calls are not allowed while driving / are allowed only if short and essential.
1. Do not read or send messages, use apps or programme a sat nav while driving.
9. Alcohol, drugs and medication
1. Do not drive for work after drinking alcohol or taking illegal drugs.
1. Check with a pharmacist or doctor whether any medicine you take could affect your driving.
10. Accidents and incidents
1. If you are involved in an accident, follow the steps on the driver accident card kept in the vehicle.
1. Report every accident, near miss or damage, however small, to name or role on the same day, and complete an incident report.
1. Do not admit fault or agree to pay for damage. Our insurer will deal with the claim.
11. Fines and penalties
Drivers are responsible for fines and penalty points from their own driving, such as speeding and parking offences, unless add any exceptions.
12. Training
We will give drivers induction and refresher training, describe based on the vehicles they drive and their driving record.
13. Review
We will review this policy every 12 months, and after any serious incident or change in the law or our insurance.
Driver acknowledgement
I have read and understood this policy and agree to follow it.
Name: ______________________________     Signature: ______________________     Date: ____________
Further guidance: HSE work-related road safety (hse.gov.uk/roadsafety); the Highway Code; GOV.UK guidance on medical conditions and driving. Compare fleet insurance at mymoneycomparison.com/fleet-insurance-quote/
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