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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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A Hettle Andrews Model Policy: Driving	








Organisations should include this section in their policy’s arrangements section if any staff drive on work business. Note that this policy is not designed to cover driving of goods and public service vehicles or the transport of hazardous goods for which specific additional requirements apply. Companies undertaking activities in those areas should put in place policies to comply with EU driving hours rules and UK driving hours legislation. See the Hettle Andrews  Guide Managing your Fleet and Permits to Drive for further information. 





Alter and add to this policy as necessary to reflect the controls in place within your business. Read the Hettle Andrews  Guide on Driving at Work for a more detailed review of the subject and the management arrangements required.





Driving	





Our ________________________________ [description of staff roles involved in regular driving eg sales managers] drive regularly for work purposes. Our ____________________________ [description of staff roles involved in occasional driving eg Directors] [also] drive occasionally for work purposes.





Driving activities are included within our general risk assessments and as a result of the assessment/s we have determined that the following arrangements are required to control risks to our staff and other road users.  Note that driving activities must be included in your risk assessment/s.  We have anticipated in this policy, the risk control measures which would normally be implemented as a result of the assessment.  You may however, have alternative arrangements to those listed here.





We check the driving licence of any employee who drives company vehicles, both at the time of their initial employment and at least annually thereafter, to ensure that they are suitably qualified for the type of vehicle to be driven.  If there is any doubt about the validity of a licence and its content we contact DVLA with the permission of the driver, to confirm details.  We recognise that there are limits on the validity of foreign licences and ensure that this is also checked with DVLA when applicable.





At the same time as checking driving licences we also check that private vehicles used for work purposes are insured for business purposes and where more than 3 years old, MOT’d.  





If vehicles are to be taken to Europe, we ensure that suitable insurance and breakdown cover is in place; that headlights are adapted as required; and other country specific requirements are adhered to. Delete this sentence if not applicable.





Our employees are expected to carry out pre-use inspections of vehicles and ensure they are safely loaded.  In the case of company vehicles employees are required to record vehicle checks on a weekly basis.	





Company vehicles are maintained at the manufacturer’s approved service centre or garage at the manufacturer’s required intervals.  Maintenance, Insurance and when required, MOTs, are arranged by the ____________________ [job title].  





Include this sentence if applicable: Due to our work involving ________________ [eg stopping on the highway, carrying hazardous loads] there are particular requirements for the type/marking/signage of our vehicles for safety purposes and we have arrangements in place to ensure that the vehicles are suitable in this respect.  Delete if there are no particular vehicle suitability issues.





Driving and working hours are monitored to ensure compliance with Working Time Regulations.  In our work planning process, our managers avoid the need for staff to drive at the end of excessively long working days by as appropriate, providing overnight accommodation, arranging for driver sharing or using public transport.  Managers also consider when scheduling work, the need to discourage speeding and to include within journey times, sufficient time for suitable rest breaks.





In any case we expect employees to avoid driving when tired or unwell and will normally reimburse them for additional rest breaks and unplanned overnight stays where required.  





Employees are required to inform their line manager if they are suffering from any health condition or taking any medication which could affect their ability to drive safely.
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Within our ____________________________ [eg contracts of employment, job descriptions, driver 


handbook, driver rules] we set out our expectations for driver behavior which includes: 





an expectation that they will adhere to road traffic laws


normal limits for working hours when the day involves driving


the need to take a rest break of 15 minutes after every 2 hours of driving and when tired


not driving under the influence of alcohol or drugs (including prescription drugs)


not using a hand held phone when driving


only using hands free phones for brief essential conversations in slow moving traffic or when


      stopped at the side of the road.





If you carry out any checks of driver fitness such as encouraging them to take regular eyesight tests, then describe that here.  Note that there is no legal requirement to do this. 





Company vehicles are equipped with a safety kit comprising of _______________________ [eg a tyre tread and pressure gauge, first aid kit, fire extinguisher, hi visibility vest, torch, spare bulbs, foot pump, warning triangle, equipment for changing a wheel, spare wheel]. There is no legal requirement for these kits in the UK but there is in some European countries. In any case it is good practice to provide these.  Note that there is some debate over the inclusion of fire extinguishers in vehicles which may encourage drivers to attempt to tackle a fire, putting themselves at risk to save the vehicle.





Any vehicle used for regular driving on company business is required to be covered by a roadside repair and rescue contract [including cover for Europe – include if applicable]. Again, there is no legal requirement for this, but it is good practice.





Vehicle accidents are recorded and investigated in the same way as other work related incidents, and improvements made to our policy as necessary to avoid a recurrence.  





If you have a system for reviewing driver performance, describe that here.  Note that this is not specifically required but is good practice for roles which involve high mileages.





If you have a driver assessment and training scheme, describe it here.  Note that this is not specifically required but is good practice particular for those driving regularly on company business.





Describe any other vehicle or driver safety measures which have been implemented.





Note that the content of this policy is based on industry guidance in this area of staff safety over which there is limited specific legislation, except for road traffic laws. It may not be necessary to undertake all of the risk control measures listed depending on the nature of the driving undertaken. However in order to provide a robust defence in the event of prosecution or civil actions relating to driving accidents (including potential corporate manslaughter charges), a policy for driving needs to be detailed and include effective measures to control the risks. See further information in the Barbour Driving at Work Guide.
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