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Introduction 
 

 

Firstly, may I take this opportunity to say congratulations for taking such a positive and proactive 

step towards managing driver risk and thank you for entrusting your driver risk management 

requirements with Adrian Hide Consultancy. 

Driving is considered one of the riskiest activities that most of us engage in and, for a business that 

has staff who drive as part of their job, it’s likely to be their single greatest risk.  

With that in mind, every responsible employer would want to do everything possible to minimise 

any work-related risks, and, as it happens, it’s a legal requirement under the Health & Safety law. 

Managing driver risk in the workplace is not an impossible task, it just needs a process in place that is 

led from the top and practiced by all. Safe driving should become part of a business’s DNA and be 

thought of in the same way as any other workplace health and safety requirement. 

This guide is designed to provide you with a solid foundation from which you can build and maintain 

a culture of safe driving within your business and in doing so it will help you to meet your duty of 

care obligations. However, a good driver risk management programme goes a lot further than having 

a risk assessment and policy in place; it’s about everyone playing their part in managing driver safety 

on a day-to-day basis, I’ll show you how you can achieve this. 

 

The Law 
 

 

Employers have duties under Health and Safety law for their on-the-road work activities. The Health 

and Safety at Work Act 1974 states that ‘you must ensure, so far as reasonably practicable, the 

health and safety of all employees while at work. You must also ensure that others are not put at risk 

by your work-related driving activities.’ The self-employed have similar responsibilities. ‘So far as 

reasonably practicable’ means balancing the level of risk against the measures needed to control the 

real risk in terms of money, time or trouble. However, you do not need to take action if it would be 

grossly disproportionate to the level of risk. 

The Management of Health and Safety at Work Regulations 1993 require you to manage health and 

safety effectively. You must carry out an assessment of the risks to the health and safety of your 

employees while they are at work and to other people who may be affected by your organisation’s 

work activities. You must consult with your employees and, where applicable, their health and safety 

representatives, on health and safety issues, including:  

• risks arising from their work;  

• proposals to manage and/or control these risks;  

• best ways of providing information and training. 
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The above is an extract from the Health & Safety Executive guidance document – INDG382 

 

Consequences of failing in your Duty of Care 
 

 

It’s very important that businesses understand the importance of managing driver risk and the 

potential consequences for not doing so. If something goes horribly wrong and someone is seriously 

injured or dies as a result of being engaged in a work-related journey, it’s the controlling mind of the 

business, the owner, who will face potential custodial sentences under Corporate Manslaughter 

legislation or, at best, the business can be fined a percentage of its turnover. 

By way of example, a business turning over £600,000 could face a fine of between £300,000 and 

£1.5m. This sort of fine would likely take most businesses down! 

Most businesses would want to put people first and to manage any risks associated with their work, 

including driving, but the cost of doing nothing, as we can see from the example above, provides a 

strong business case to manage driver safety in the workplace. 

Managing work-related road safety video 
I recommend you watch this video; it’s been produced by the Northern Ireland Department for 

Transport,  it’s only 6 minutes long and worth a view. It portrays what can happen to a business 

where driver safety is not managed well. Everything you see on this video is relevant to the UK, the 

only difference being the document that is suggested businesses read. The UK version is INDG 382, 

mentioned previously. Click HERE to link to the video 

Legislation relevant to managing driver risk 
There are several pieces of legislation that are relevant to managing work-related road safety. These 

are the more obvious: 

• Health & Safety at Work Act  

• Health & Safety at Work regulation 

• Road Traffic Act 

• Use, cause or permit legislation 

• Corporate Manslaughter Act 

I mention these because, when things go wrong, prosecution can be as a result of an infringement of 

one or more pieces of legislation. You will find links to more information about these at the end of 

this guide. 

 

 

 

http://www.hse.gov.uk/pubns/indg382.pdf
https://www.youtube.com/watch?v=IepY4ah8TOI
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Unless you are already logged in, please visit my website www.adrianhideconsultancy.co.uk and at 

the top right hand side of the screen you will see a Log In link. 

You access your Toolkit by logging in to your account using the username and password that you 

either set up as part of the purchase process or the log in credentials I provided you with. 

Once logged in, you can change your username or password by clicking on ‘My Account’. 

The Toolkit is essentially a private website, it can only be accessed by my clients. 

Important 

Your Toolkit contains two business critical documents: 

• Risk Assessment 

• Driver Safety Policy 

These are pre-written documents; however, you will need to edit these so that they reflect your 

businesses operational practices. Please download these two documents and store them in a safe 

location on your computer system. You will find details on how to edit these documents later in this 

guide. 

All other documents and resources in your Toolkit can be downloaded as and when required. 

Platinum customers 

Because I will be creating your Risk Assessment and Driver Safety Policy for you, you do not need to 

download these documents. 

 

How to use this guide 
 

 

This document contains guidance and recommendations on how to manage driver risk in your 

business and, if fully implemented, it will put you in a good place to fulfil your driver risk 

management obligations under Health & Safety and Duty of Care legislation. 

It’s essential that someone senior in your business, ideally the owner, takes overall responsibility for 

driver risk management. However, some tasks can be delegated to a suitable and competent person, 

a person who will become the business’s ‘Champion’. 

In this guide I make recommendations that are based on my many years of working in the driver risk 

management profession and my understanding of what a good driver risk management programme 

should look like. 

Your Toolkit 
 

http://www.adrianhideconsultancy.co.uk/
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Having a good driver risk management programme in place is not a one-off task; it will require some 

shift in culture, some new practices being introduced and possibly a change in established processes. 

These are all aligned to driver risk management becoming an essential part of your business’s day-

to-day health and safety process. 

I recommend that you study this guide and the Implementation plan, which in essence, is your ‘to 

do’ list. 

 

 

Implementation of your programme 
 

 

To help you introduce your driver risk management programme your Toolkit contains an 

Implementation Plan flow diagram. This clearly shows the stages of the programme and ideally 

should be used as your ‘to do’ list. Follow the stages in the Implementation Plan, progressing 

through at your own pace while referencing this guide. 

Communication is key! 
You should involve staff right from the start. Most people appreciate being involved and consulted 

early in any process that will affect them; it makes them feel valued and, after all, they are the very 

people you are trying to protect, and no one knows the day-to-day issues they face better than your 

staff.  

Be seen to be putting people first; listen, learn and act on their and your business’s best interests.  

Your Toolkit contains suggested wording for: 

• Initial communication to staff – this explains the rationale behind why you are introducing a 

driver risk management programme and sets out what staff can expect to happen next and 

gives them the opportunity to advise you of any additional hazards that you might want to 

add to your risk assessment and/or driver safety policy. 

 

• Second communication to staff – this communication provides staff with an explanation of 

progress to date and provides them with the critical documents that they are required to 

read. The Application to become an authorised driver is an important part of this process. All 

drivers should be required to complete this form and send it to a designated person by a 

specific date. 

 

• Final communication to staff – this launches the programme within your business and 

reminds staff of your expectations. 

Authorisation to drive process 
I highly recommend you introduce an application process for a driver to become authorised to drive 

for work purposes. There is a sample application form in the Resource Library. Using this form also 

serves as evidence that your staff are aware of and agree to the terms of your driver safety 
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programme. Once you have received a staff members application form and staff travel survey, 

mentioned below, you should be able to make a judgement as to whether the staff member is 

authorised to drive or not. I recommend you advise each staff member of their application outcome. 

Staff Travel Survey 
Within your Toolkit is a sample staff Travel Survey. The purpose of this survey is: 

• To gain some background information about each driver – this can help you to identify any 

potential issues that you may need to consider – please additional section below 

• To provide staff with an opportunity to highlight any additional hazards that you might not 

have thought about – you would then need to consider whether they needed to be added to 

your Risk Assessment and/or Driver Safety Policy 

The Staff Travel Survey is provided in document format, if you are familiar with electronic survey 

platforms, such as Survey Monkey or Google Forms this would be a far more efficient way to gain 

staff feedback. 

Sharing documents with staff 
The project Implementation Plan indicates which documents should be shared with staff at the 

varying stages. Your staff might have access to a shared drive, and you may well prefer to direct staff 

there rather than include the documents as attachments. If you adopt this method, to ensure staff 

don’t get confused, I recommend you add hyperlinks to each document in the communications, this 

way you know staff will be directed to the relevant document. 

Documentary evidence 
An important part of your due diligence is to keep accurate records. There is a section later in this 

guide explaining what sort of data you need to capture but at this stage, but at this stage I need to 

highlight and recommend you keep copies of the following: 

• Staff travel survey 

• Application to become an authorised driver form 

Staff Travel Survey – additional information 
Most of the questions in the staff travel survey seek to obtain some background information about 

the drivers experience and confidence in carrying out certain driving and driving related tasks. 

Below are the standard questions with an explanation of why we capture this information and what 

your considerations might be for specific staff members: 

Question Why the question is asked What to look out for 

What year did you pass your 
driving test? 

It’s important to know when 
someone passed their test. 1 in 5 
drivers has a crash within their first 
two years of driving. 

Drivers with less than 2 years’ 
experience, especially if they fall 
within the 17 to 24-year age 
group, this group are involved in 
almost a third of all collisions, 
yet they represent just 10% of 
licence holders. Training might 
be a consideration. 

After passing your driving test, 
when did you start driving on a 
regular basis? 

We need to know whether a driver 
drove regularly after passing their 
test or had a gap. 

Look out for drivers who pass a 
test then don’t drive for a 
period. They may have only just 
started driving after a gap of 

https://www.surveymonkey.co.uk/welcome/sem/?program=7013A000000mweBQAQ&utm_bu=core&utm_campaign=71700000059189955&utm_adgroup=58700005405736076&utm_content=43700049188734777&utm_medium=cpc&utm_source=bing&utm_term=p49188734777&utm_kxconfid=s4bvpi0ju&msclkid=43f27e9597ca1148f54820b8ab871edd
https://www.google.co.uk/forms/about/
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several years, this would 
indicate a lack of driving 
experience and may require 
training to be considered. 

What type of road types have you 
driven on? 

Drivers need to gain experience on 
all road types. 

Look out for drivers who may 
not have driven on certain road 
types, motorway for example. 
Training might be a 
consideration 

Thinking about the journeys you 
have made in the past, what’s the 
longest journey you have made 
timewise? 

Part of a driver’s experience, and 
confidence is  built up by driving 
for longer periods of time. 

Look out for drivers who have 
never made a long journey, they 
may need help in journey 
planning and strategies to 
combat fatigue. 

Which of the following conditions 
have you driven in? 

Part of a driver’s experience, and 
confidence is  built up by having 
exposure to all weather types. 

Look out for drivers who have 
little experience in driving in 
adverse weather or at night. 
Some drivers learn and pass 
their test in the summer, never 
having driven at night or in 
adverse weather. 

What would you estimate your 
annual mileage to be, the total 
for private and business miles? 

The more miles a driver does the 
more they are exposed to risk. 
Very low mileage drivers, however, 
may be at risk due to a lack of 
experience! 

Look out for drivers with very 
low annual mileage, this could 
be an indicator of a lack of 
experience but also high 
mileage drivers, are exposed to 
risk mor. Consider training 
appropriate to the driver’s 
experience. 

How would you describe your 
driving style? 

Certain driving characteristics can 
be an indicator of risk. 

Look out for a driver who says 
they are competitive and 
aggressive.  

Are you confident that you know 
how to carry out a pre-drive 
safety check on your vehicle? 

It’s important that drivers are 
confident in carrying out safety 
checks on their vehicle. 

Look out for drivers who are not 
confident in checking a vehicle. 
Consider appropriate support 
and/or training. 

Please read the Company Risk 
Assessment for driving and list 
any hazards or situations that you 
think the business should be 
aware of and address. 

It’s critical that staff read your risk 
assessment and have an 
opportunity to bring hazards and 
risks to your attention. 

Make note and take appropriate 
action on any feedback from 
staff. You might need to add 
additional items to your Risk 
Assessment and your Policy. 

 

You may feel it appropriate to ask some additional questions, you know your business far better 

than me, but the questions above are aligned to identifying and managing known risks based on 

facts. 
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Risk Assessment 
 

 

The Risk Assessment included in your toolkit is generic and uses the Health & Safety Executive’s 

recommended template. It is pre-populated with most of the common driving related risks; 

however, this document needs to reflect the hazards faced by your staff. 

The idea is to identify a risk, what it is, why it may occur, who could be harmed and how, then what 

you believe you can do to limit, lower or remove the risk. If you engage staff from the outset, they 

may identify issues that need to be included in your Risk Assessment that you won’t have thought of, 

and you can put measures in place to minimise such risks, as far as is possible. 

Editing your Risk Assessment 
If you have purchased our Essential or Essential+ Toolkit, the Risk Assessment is generic. You must 

therefore check that it reflects the risks your business faces and edit the document accordingly.  

Please do not assume it covers every risk that your business may face, only you and your staff can 

determine this. I have completed the risk assessment to give an insight as to what sort of things you 

should be considering. 

If you have purchased my Platinum Toolkit, I will create your Risk Assessment in consultation with 

you.  

The Risk Assessment template in your Toolkit is part completed as follows: 

What are the hazards? This is a description of what we consider to be a hazard. A hazard is anything 

that puts the business, the driver or any other persons at risk. I have completed this with the most 

common considerations. You may well have other risks that are unique to your business, your staff 

or the journeys they undertake. Ensure that you review the pre-populated hazards and add any 

additional hazards that you feel appropriate. 

Who might be harmed and how? This element seeks to identify who could be harmed if something 

were to go wrong. It could be the business, reputation, fines etc or the driver, their passengers or 

anyone else they meet while out driving. 

What are you already doing to control the risks? Unless you already have a robust driver safety 

programme, it’s very likely that you currently do not have much in place. I have edited this section 

by assuming you will be introducing the advice in this guide. In some sections there are options, in all 

cases, this section must reflect what you are currently doing. I suggest you make two copies of the 

Risk Assessment and in this column, delete all my comments to articulate your current position. 

Once you have implemented the advice in this guide, you can further edit the Risk Assessment along 

the lines of my pre-completed form. 

What further action do you need to take to control the risks? Once you have established what 

needs to be done, as in the previous section, you need to state what you are going to do to continue 

to control the risks. This might be to articulate your management and control of data or staff 

communication and possible training. 
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Who needs to carry out the action? This needs to be a named individual. When is the action 

needed by? You must set realistic dates for the completion of any identified actions. 

Done This should show the date when the actions were completed. 

TOP TIP – once you have edited your Driver Safety Policy, make sure it is saved in a safe location on 

your computer system. It should also be easily accessible by staff. 

 

Driver Safety Policy 
 

 

At the centre of any good driver risk management regime will be a Driver Safety Policy. If you have 

purchased my Platinum service, your Driver Safety Policy will have been produced specifically for 

your business by me in consultation with you. However, if you have purchased my Essential or 

Essential+ package, the Driver Safety Policy is generic, and you must therefore check that it reflects 

your business needs and edit the document accordingly. Please do not assume the policy as is will be 

enough. 

I have added notes in the right-hand column to draw your attention to sections that will need your 

consideration but, please read the whole document and edit any section that does not reflect your 

current practices, procedures or rules. It’s critical that this document reads as one belonging to your 

company and not simply a generic policy. 

Editing your Driver Safety Policy 
 

If you are familiar with Microsoft Word, this is a relatively straightforward task. I suggest you do the 
following, but before you do, just in case things go wrong for you, make a backup-copy of the 
original file: 
 

Front cover: 
 

• Replace the sample logo with you own 

• Insert your company name 

• Edit the details in the ‘version control’ section 

 

Adding your company name to all sections of your Driver Safety Policy 
 

By default, xyz appears throughout the policy document where your company name should appear. 
Using the ‘Replace’ feature in Microsoft Word, replace xyx with your company name. You should 
then notice your company name appearing at numerous places throughout the policy. 

 
Customising the content 
 

I make no apologies for mentioning this again, please read every part of this policy and edit the text 
to ensure it meets your company requirements. To assist in this process, I have added some 
comments on the right-hand side. Once you have made your changes, delete the comments to 
return the page formatting to normal. 
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And finally  
 

Update the table of contents so that it matches the document format, save your file to a safe 
location and job done! 
 
Once you are happy with your policy, it is essential that all staff have a copy and sign a declaration 

that they have read, understand and will abide by the policy. I recommend that you retain a copy of 

each staff member’s declaration as evidence of acceptance and circulation. 

TOP TIP – Review your risk assessment and policy annually, more frequently if your business is 

undergoing significant change. For Platinum customers, I will review your risk assessment and policy 

annually,  while you have a contract with me. 

 

Keeping records 
 

 

Having accurate and up-to-date records for everyone who drives for work is essential for two 

reasons: 

1. You will be able to effectively manage every aspect of driver risk management in your 

business and to keep on track with things that have run-out dates or follow-up actions. 

 

2. If your business was under investigation by the Police or the Health & Safety Executive, they 

will ask to see your records. Not having accurate and up-to-date records will almost certainly 

place you and your business at significant risk.   

The list below articulates the typical things that you would be expected to have records for, but your 

business may well identify additional items, especially if it has multiple sites or drivers using a wide 

variety of vehicle types. 

The key thing here is that you must have a record for each and every driver who drives on work-

related trips, not forgetting those people who might make very infrequent trips, someone in the 

admin team for example who might be asked to run an errand while on their lunch break. If this 

involves driving, they are technically ‘at work’ while running that errand and any driving will be 

deemed as a business trip.  

Of equal importance is the accuracy of your records. You must have a means of managing anything 

that has a run-out date or a follow-up action.  

Data capture list 
• Driver’s full name and contact telephone number and email address 

• Location or site where the driver is located 

• The driver’s position within the company 

• The name of the driver’s manager, if they have one 

• Signed copy of the Driver Safety Policy declaration page 
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• Date that a DVLA licence check was conducted 

• Date of next licence check 

• Driving licence number 

• Licence expiry date 

• Date photo element on licence expires (this has a validity period of 10 years) 

• Vehicle categories held on licence 

• Confirmation that the driver has the appropriate category on their licence for the category 

of vehicle being driven for work 

• Whether the driver will be required to tow a trailer 

• Confirmation that the driver has the appropriate category on their licence to tow a trailer 

• What vehicle the driver will be using for work (company provided or own vehicle) 

• Date the driver passed their driving test 

• The number of penalty points on the driver’s licence 

• Whether the number of penalties exceeds the company threshold 

• Whether any penalties are deemed unacceptable to the company or your Insurers 

• Number of accidents that the driver has been involved in over the past five years 

• For company provided vehicles: 

o Make and model 

o Registration number 

o MOT, Tax and Insurance renewal dates 

o Date of previous and next service 

• For drivers who will be driving their own vehicle for work: 

o Confirmation that the vehicle being used is suitable for the job 

o Make and model 

o Registration number 

o Date vehicle Tax is due 

o Date MOT is due (this will be 3 years from date of first registration of the vehicle, 

then annually thereafter) 

o Confirmation that the driver’s insurance policy has business use cover 

o Declaration from the driver confirming that they agree to have the vehicle serviced 

in accordance with the manufacturer’s recommendations 

• Declaration from the driver that they are medically fit to drive and do not have any DVLA 

notifiable medical conditions or date of fitness to drive medical and follow-up date 

• Confirmation that the driver meets the DVLA eyesight standard for driving 

• Confirmation and date that driving for work induction was done 

• Record of any driver training that has been undertaken by the driver (provided through your 

company) 

• Record of any actual or near-miss incidents along with any follow-up action 

• Confirmation that the driver is aware and competent to conduct a vehicle safety check 

• Record of driver’s authorisation status, i.e., Authorised to drive for businesses purposes, 

typically a Yes, No record 

Data capture methodology 
How you keep records is a matter for your consideration. It can be in a paper format or 

electronically; Microsoft Excel or Microsoft Access are good tools to use. Run-out dates could be 
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recorded in an electronic diary so that appropriate action can be dealt with as and when they 

become due.  

However, whatever method you choose, you must be able to access the records easily and they 

must be complete and up to date. 

Once you have your records in place, and you are satisfied that anything with a run-out date or 

actionable items are captured and diarised, don’t assume that’s it. I recommend you stress-test your 

own system and processes on a regular basis; imagine you were to be investigated and without prior 

notice, how confident would you be that everything was in place and that all records were complete, 

accurate and up to date? 

Driver & vehicle Information Management system 
I have teamed up with Excel My Business and together we have developed a simple and cost-

effective information management database.  

All your drivers, their vehicles and the myriad compliance and run-out dates are managed for you, 

ensuring your records and actions are always up to date.  

Although Excel based, it doesn’t look or operate like a spreadsheet, instead it looks, feels and 

operates like a software programme. Its unique feature is that it’s an intuitive and easy to navigate 

tool that will save hours of valuable administrative time, and most importantly, will ensure critical 

actions don’t fall through the cracks. 

 

 

Please note – If you would like to use this system, you will be transacting directly with Excel My 

Business for the subscription and support. Please click HERE for more information. 

 

 

https://www.excelmybusiness.co.uk/downloads
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Application to become an authorised driver 
 

 

One of the biggest risks that a business faces is not being aware of who drives for work purposes 

within their organisation. I tend to find drivers of company cars are easily identifiable because they 

will be assigned to a company vehicle, but staff who drive their own vehicle for work (the industry 

calls this ‘Grey Fleet’) are the ones who tend to be less visible, often only coming to light when an 

expenses claim is submitted.  

This type of practice leaves the business highly vulnerable. To prevent any possibility of a Grey Fleet 

or occasional driver slipping through the cracks, you should have some means of authorising a driver 

to drive on company business and from this, build a database of your drivers. 

Within this Toolkit is a sample authorisation to drive application form. I advise that you use this, or 

something similar, and make sure every staff member is aware of the need to apply to become an 

authorised driver, even for occasional or one-off trips, before being allowed to drive on company 

business. 

If a staff member has a Company vehicle, and you permit additional drivers, i.e. family members, you 

should capture certain information and conduct a licence check on them. A separate form is 

available in your Toolkit. I would also recommend that additional drivers are made aware of the 

Company Risk Assessment, Driver Safety Policy and incident reporting. 

 

Definition of a work-related journey 
 

 

To ensure that no staff member drives on business without first applying to become an authorised 

driver, it’s useful for everyone to understand what is, and, what isn’t a work-related trip.  

Basically, the commute to and from an employee’s home and normal place of work is NOT work-

related. Any trip made during work time is. However, if an employee was to run a business errand 

say, on their way to or from home to work, or in their lunch break, the entire trip would be classed 

as work-related.  

This is not an issue for drivers of company vehicles, however for those who drive their own vehicles 

it is, because you as a business would need to validate that the vehicle and driver meet certain 

standards, the key one being that their Insurance policy must include business use. You will find 

more information about this in the ‘Managing Your Grey Fleet’ section. 

Staff who need to drive regularly are probably easy to identify, however the ones who tend to be 

below the radar are: 

• Staff who might be asked to run an occasional errand, popping down to the bank, for 

example 
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• Staff to run an errand in their lunch break or on their way to/from home/work  

• Staff who might be asked to attend a training event  

• Staff who might be asked to attend a conference 

 

Fitness to drive 
 

 

This is a very important consideration because driving is a high-risk activity and the risks increase 

dramatically if a driver is not medically fit to drive. 

As an absolute minimum, you must obtain a self-declaration from the driver, at least annually, that 

they meet the DVLA medical standard for driving and that they do not have any undisclosed DVLA 

medical conditions. You should also mandate that drivers notify you of any changes to their medical 

status. 

The problem here is that most drivers have no idea of what the notifiable medical conditions are; 

here is a link to them on the Gov.UK website: https://www.gov.uk/driving-medical-conditions 

If the business suffers an incident where a driver’s medical status is called into question, it will be for 

a Court to decide whether self-declaration was enough. This might be the case for an occasional 

driver but if an employee is required to drive on a regular basis, it’s always best to engage the 

services of an Occupational Health professional who will be able to conduct appropriate fitness to 

drive screening. 

I work closely with an Occupation Health professional who advised me that when conducting fitness 

to drive screening they frequently identify drivers who have an underlying medical condition that 

they were not aware of or worst still, an unreported DVLA notifiable medical condition. Professional 

screening would avoid this situation from occurring and demonstrate due diligence on your part to 

an appropriate level.  

I strongly advise you to engage the services of an Occupation health professional who have the 

capability to conduct fitness to drive screening. 

 

Drugs & Alcohol Policy 
 

 

This is a very important topic to get right. I have added a small section in the policy template as a 

starter for ten. I would strongly recommend that you have a separate policy for drugs and alcohol in 

the workplace, one produced by a professional, then to refer to this in your driver safety policy. It’s 

critical that the policy is worded in such a way that it cannot be open to interpretation and will stand 

up to scrutiny in either a Court of an Employment Tribunal. 

https://www.gov.uk/driving-medical-conditions
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I work very closely with a drugs and alcohol expert who can help you with introducing a policy and 

appropriate levels of workplace screening. Please let me know if you would like an introduction. 

  

Conducting a DVLA driving licence check 
 

 

Because the paper counterpart of the photo-card licence is no longer issued and existing ones are no 

longer a valid document, the only sure way to check someone’s licence is via the DVLA database.  

This can be done in one of two ways: 

1. Via a third-party licence checking service provider – if you have lots of drivers to check this is 

by far the best way to check licences, it’s secure, GDPR compliant and requires little 

administrative input. Re-checks are automatically conducted as are interim checks for 

drivers who have penalty points above your company threshold. I do recognise that for small 

businesses the cost, although not high when you compare it with the time of a paid admin 

person, might not be an option. 

 

2. A manual check is possible using a portal on the Gov.UK website. You will, however, need to 

make sure that you obtain permission from the driver for you to view, download and store 

their licence data. You must check with your GDPR advisor that you company will not be in 

breach of GDPR regulations if you opt for this method.  

Note: If an employee refuses to give you permission to check their licence, there may be a reason 

why! You should consult your HR advisor for advice. 

How to manually check a driving licence 
This section will explain the process you and your staff need to follow in order to conduct a licence 

check via the GOV.UK website. 

What the driver needs to do: 
Ask your employee to access their driving licence record on the Gov.UK website and generate a 

‘Check Code’, which they pass to you. 

To do this they will need their: 

• postcode (as on their licence) 

• driving licence number 

• National Insurance Number  

Employee uses this link: https://www.gov.uk/view-driving-licence  

None: Within your toolkit is a fact sheet that you can give to staff that explains how to generate a 

check code. 

https://www.gov.uk/view-driving-licence
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What the employer does: 
Using the check code provided by your employee, access the portal that will allow you to check 

someone's driving licence’. 

Employer uses this link: https://www.gov.uk/check-driving-information  

In order to view your employee’s licence information, as well as the check code, you will need: 

• last 8 characters of their driving licence number. 

GDPR – you must get written permission from your employee to view, download and store licence 

information. 

What to look for 

The key thing to check is that the employee has a valid licence and, where applicable, has the correct 

category for driving specific work vehicles. For a full list of vehicle groups, please see link below. The 

address on their licence must be their current address, matching the one in your HR records. 

Link to Licence categories: https://www.gov.uk/driving-licence-categories  

Licence check frequency 
You should check licences annually as a minimum, more frequently for employees with penalty 

points, for example: 

• 0 to 3 points – check annually 

• Up to 6 points  - check every six months 

• Up to 9 points – check every three months or better still, every month 

You should have a process in place for drivers who are acquiring penalty points, remembering that 

the acquisition of penalty points is one of the indicators of risk, which you should be aware of and be 

seen to be taking proactive supportive action.  

You should manage the expectations of staff by setting acceptable levels of penalty points; please 

see the section below for more information. 

 

What about non-GB licence holders? 
 

 

Unless you utilise a third-party licence checking service provider, checking and validating a non-GB 

licence is challenging. You must exercise due diligence; this would mean taking reasonable and 

practical steps to ensure the driver is legally entitled to drive in the UK. The Gov.UK website has a 

licence checking service to facilitate this. There is also additional advice that should be followed.  

Use this link to check if a non-GB licence is valid in the UK:  

https://www.gov.uk/driving-nongb-licence 

 

https://www.gov.uk/check-driving-information
https://www.gov.uk/driving-licence-categories
https://www.gov.uk/driving-nongb-licence
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Setting acceptable levels of penalty points 
 

 

There are a couple of areas for consideration here, for example: 

• You, the company, should consider setting acceptable levels of penalty points and triggers 

that can be used to monitor and maintain acceptable standards 

 

• For drivers of company vehicles, your Insurers may require drivers to not exceed certain 

thresholds or possess certain types pf penalty points 

When thinking about the above, you should always remember that penalty points are an indicator of 

risk. For this reason, you should aim to support drivers who get their first set of three points and 

even more so for those who are climbing up the penalty point ladder.  

Setting thresholds will allow a trigger to be in place that staff must be made aware of in your Driver 

Safety Policy, for example: 

• Up to three points – noted but no further action taken 

• Up to 6 points – discussion with the driver, potential referral to on-road driver coaching and 

closer monitoring 

• Up to 9 points – close monitoring of licence status, discussion with the driver and mandatory 

on-road driver coaching 

Support can only be put in place if licences are checked regularly; the support process should always 

start with a conversation with the driver, reassuring them that the process is supportive, not 

punitive.  

You should seek to determine whether any practices within your business are causing the driver to 

accumulate the points, speeding due to unrealistic work scheduling for example. Having identified 

these, you must put measures in place to address the causation factors.  

Remember, a driver on 9 points is only 3 points away from a six-month ban. Could your business 

accommodate alternative arrangements for an employee who needs to drive as part of their job if 

they were banned for six-months? 

If you ultimately need to take punitive steps against a driver, it’s crucial that the Driver Safety Policy 

and HR policy clearly stipulate expectations, rules and consequences. You should seek the advice of 

your HR advisor when formulating thresholds, follow-on measures and potential punitive actions, 

remembering that HR support from an early stage is crucial.  
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Mobile phone policy (driving) 
 

 

One of the single biggest distractions facing drivers is a mobile phone, and that’s why I have 

specifically dedicated a section in the toolkit. The law is quite clear on hand-held phones while 

driving; it being illegal with a penalty of 6 penalty points and a fine of £200. 

When it comes to hands-free, the act of having a hands-free phone conversation is not illegal, if 

distracted though, drivers face being prosecuted for the offence of ‘not being in proper control of 

their vehicle’. This carries a penalty of 3 penalty points and a £100 fine. 

According to the latest research, having a hands-free conversation while driving is a significant 

distraction, it’s referred to as a ‘cognitive distraction’, which occurs when a driver is thinking about 

something not related to driving the vehicle. 

A National Safety Council white paper states that drivers using hands-free mobile phones have a 

tendency to ‘look at’ but not ‘see’ objects, with estimates indicating that drivers using a mobile 

phone look but fail to see up to 50% of the information in their driving environment. This is known 

as ‘inattention blindness’ and means that, although drivers are looking through the windscreen, they 

do not process everything in the road environment that they must know to effectively monitor their 

surroundings, identify potential hazards and respond to unexpected situations. 

Studies of driver’s eye fixations while performing a demanding cognitive task show that their visual 

field narrows both vertically and horizontally. Rather than scanning the road environment for 

hazards, they spend much more time staring ahead than usual, leading to tunnel vision. This means 

that drivers who are cognitively impaired will spend less time checking mirrors or looking around for 

hazards. 

I strongly advise you to consider very carefully what your mobile phone policy is when setting rules 

around hands-free. The safest policy must be to prohibit any form of mobile phone use while driving, 

including hands-free.  

If for whatever reason you decide to allow the use of hands-free calls while driving, you will be 

challenged about your decision in Court should something happen to one of your staff as a result of 

using a mobile phone while driving. 

I am not advocating this approach, but I have seen this type of mobile phone policy statement: 

• You must not make any outgoing calls either hand-held or hands-free while driving  

• If you have hands-free mobile phone technology in your vehicle, you must not make any 

outgoing calls while driving. If you receive an incoming call while driving, do not take the call 

if it would distract you from the driving task. If you do decide to take the call, advise the 

caller you are driving and that you will call them back once you find a safe location to stop. 

While the above advice appears a sensible option, it does leave the driver to decide whether they 

believe they will be distracted; unfortunately, most would not consider a hands-free call as being a 

distraction and therefore take the call. 
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Office based staff – calling people who might be driving? 
You should be aware about a piece of legislation called ‘use, cause or permit’. What this legislation 

does is place culpability your way if an offence is committed by one of your staff or, worse still, they 

become involved in a collision, and it could be proved you were a contributory factor. 

For example: 

1. A staff member calls your business while they were driving, you realise they are driving but 

continue with the conversation – you are permitting this to happen! 

2. You call a staff member; realise they are driving but continue with the call – you are causing 

this to happen! 

I would advise that all staff are trained to listen out for incoming calls where they suspect the caller 

is driving. If they establish this to be the case, the staff member should say that it’s company policy 

to not engage in a call when someone is driving, then ask for a more convenient time to call back. 

If an outgoing call is made and it’s established that the person is driving, again, mention your 

company policy and agree a more convenient time to call back. This would be best practice. 

Important – You cannot expect your staff to take mobile phone use while driving seriously if you are 

seen to make and receive calls yourself while driving! 

 

Identifying and managing risk 
 

 

The moment a driver takes to the road, risk is present. However, there are many contributory risk 

factors that should be considered that increase risk, many of which can be addressed, to one degree 

or another. Let’s start with the most common risk factors facing businesses that have staff who need 

to drive for work: 

• Age – Drivers between 17 and 24 have the highest collision rates. They represent less than 

10% of licence holders yet they are involved in around a third of all collisions. Contrary to 

popular belief, older drivers are not likely to crash more often, in fact, according to the road 

safety charity BRAKE, 60 to 69-year olds have crash rates half that of 20 to 29-year olds. 

 

• Experience – This is gained over time by driving a variety of vehicles in all types of road, 

traffic and weather conditions. The length of time a licence is held is never an indication of 

experience, for example, a driver could pass their test and 17, go to university at 18 and for 

the next 3 to 5 years, not drive at all. Similarly, someone might have been driving for years 

but making short or familiar trips, with limited exposure to a wide range of road types and 

traffic conditions. 

 

• Mileage – People who drive high mileages will likely have a greater level of experience, 

however, by virtue of them being on the road more their exposure to risk is by default high. 

Also, there is evidence to support the notion that high-mileage drivers can sometimes 

become complacent, especially on long, monotonous journeys or on roads the driver knows 
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well. On the opposite end of the scale, very low mileage drivers may lack experience! 

 

• Accident history – This is another indicator of risk as the number and type of collisions a 

driver has been involved can provide an insight as to potential future risks. There is a lot of 

research to show that unless the driver has some form of positive intervention following a 

collision, they are likely to become involved in a similar type of incident within the next two-

years. 

 

• Penalty points – These are a clear indicator of risk, more so for drivers who after their very 

first three penalty points go on to acquire more. The type of penalty points is also an 

indicator of risk, someone convicted of a drink or drugs driving offence, for example.  

 

• Health – The DVLA set medical standards and drivers who are asked to self-declare when 

they first apply for a licence and again just before renewing their licence at age 70. There are 

no requirements for a driver to undertake a medical examination; it’s all based on honestly. 

I’m told by an Occupational Health professional that when conducting fitness to drive 

screening, an alarming number of people are found to have an undiagnosed medical 

condition and some, even unreported DVLA notifiable medical conditions. Eyesight is a 

common issue; many drivers fail to meet the minimum requirement of reading a number 

plate at 20 metres. 

 

• Road types – Most bumps and scrapes occur in urban environments whereas most fatalities 

occur on open country roads. Contrary to popular belief, motorways are our safest roads, 

having just 5% of collisions or fatalities.  

 

• Manoeuvring – More vehicle damage is sustained when manoeuvring than any other form 

of on-road activity, reversing especially being the highest culprit. This is often as a result of 

the driver being careless or perhaps. Drivers should be advised to conduct a dynamic risk 

assessment before manoeuvring, and if necessary, encouraged to get out of their vehicle to 

survey the scene. It’s a good policy to require drivers to reverse into parking bays, moving 

off is then much safer. 

 

• Vehicle type – Young drivers may potentially have a vehicle that is old and that may not 

have the latest safety features or be well-maintained, whereas modern, high-spec vehicles 

may well do so, but the driver feels safer so takes more risk! 

 

• Vehicle condition – The risk of an unsafe vehicle being taken onto the public highway is 

unlikely if the business mandates that drivers carry out suitable and regular safety checks on 

their vehicle. Within this Toolkit is a sample vehicle check list; I advise you to use this or 

something similar. You should collect the forms and store them as evidence that the checks 

are being done. Follow up any identified issues and with those drivers who are not routinely 

doing the safety checks. You should also have a process in place to carry out spot-checks 

with drivers. 

 

• Time of day – This can play a big part in the risk factor, especially for shift workers. Driving 

between 2am and 6am are the most common times for fatigued related collisions. 
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• Fatigue – There are many factors that can cause the onset of fatigue, the more common 

ones are those who work longs days with lots of driving either side of the working day, those 

who are on the road for the best part of their working day and those who, for whatever 

reason, did not get a good night’s sleep the night before. Health and medication can also be 

a contributory factor for fatigue. 

 

• Distractions – There are many distractions, sat nav, fiddling with the radio, talking with or 

worst still, arguing with passengers, eating, drinking and smoking to name just a few, but by 

far the biggest distraction is the mobile phone. Some drivers will play around with apps 

while others will place the phone in a holder and monitor incoming texts. Having a hands-

free conversation, especially if the call is requiring the driver to recall information or make 

decisions is also well documented as being a significant distraction, the impairment level 

being higher than being just over the drink-drive limit!  

 

• Drugs and driving – When we talk about drugs and driving, we tend to think about illicit 

drugs. There is a need to consider this of course; the authorities tell us that drug driving is 

fast overtaking drink driving as an issue. The other side of drugs and driving comes from 

those taking medication for health reasons or a cocktail of prescribed and over the counter 

medication. 

 

• Drinking and driving – Most people accept that drinking and then driving is socially 

unacceptable, however there is a hard core, sometimes those with a dependency to alcohol, 

who may drink and drive. More commonly though are those who get caught the morning 

after, usually because they had no idea just how much they were drinking and how long it 

would take for alcohol to leave their system before they drove the next day. 

 

• Attitude – This is a tough one to address. We all know someone who has a rather 

competitive nature, sometimes bordering on the reckless and perhaps with a rather a blasé 

attitude towards their safety and that of others. Such people are risk-takers and will almost 

certainly be in the high end of the high-risk scale! 

 

• Seatbelts – It’s hard to believe that some people do not wear seatbelts. Alarmingly, one-

third of all fatalities has the non-wearing of seatbelts as the main contributory factor. 

 

• Mental Health – Those with mental health issues or pressures at work or at home can 

adversely affect people’s wellbeing and, therefore, their ability to drive safely.  

The above are just a few of the things that businesses need to think about when considering drivers 

and the risks they face day to day. You need to consider these along with what you can put in place 

to mitigate the risks, what goes in your Driver Safety Policy and the whole educational piece around 

embedding a safe driving culture into the workplace.  

The culture of the business, often portrayed by those in higher management, can also have a 

significant bearing on the risk factor of a business. It’s always preferable to lead by example.  

A key element of risk management will come from conducting a good Risk Assessment of your 

driving activities, however, listening for and picking up on anecdotal evidence is also part of a good 

risk management strategy. People often drop their guard when chatting in the canteen or around 
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the photocopier. A good manager will pick up on such conversations and deal with them sensitively. 

Involving your HR advisor is always wise when tackling sensitive or emotive subjects.  

Each risk that is identified or shows up at a later stage must be dealt with appropriately. There are 

no right or wrong answers; it’s a case of thinking: ‘How can we prevent or lower the risk now that we 

know about it?’ 

 

Driver Risk Profiling tool 
 

 

Why risk profile drivers 
There are ways in which we can pre-empt risk, based on known facts and information. Some of these 

have been covered above and, when they apply to a driver, can give an indication of risk, along the 

lines of low, medium or high-risk.  

Some of the mitigation will come from having a good Driver Safety Policy in place, some via training 

or adjustments in working practices; some just need an appropriate conversation with the driver.  

The challenge is when faced with say ten drivers, statistically, some might be higher risk than others; 

the problem is who are they and why? 

One method of driver risk profiling is to look at the risk factors that I’ve written above and determine 

whether to a lesser or higher degree they apply to each of your employees. It’s then a case of 

thinking about what you could do to lower the risk. 

I addition to this, you could use a simple driver risk profiling tool. Within your Toolkit is you will find 

a basic driver risk profiling tool. This is fact based and will give an indicator of risk. If a driver comes 

out in the high-risk category, it does not mean that disaster is imminent, it simply means that there 

might be some factors that you might need to look at more closely.   

How to access the Driver Risk profile tool 
You can download the driver risk profile tool from the Resource Library.  

How to use the driver risk profiling tool   
The risk profiling tool is based around an Excel spreadsheet. Either send the file to your colleagues, 

asking them to complete it and email back to you or, get the driver to do the profile in your 

presence. When sending the Risk profiling Tool to your drivers, please use the ‘sample wording’ that 

you will find in the ‘Risk Profiling’ Toolkit page. 

How drivers email their profile back to you 
Once a driver has completed their profile, it will automatically complete the process by showing a 

results page. The driver cannot go back and change anything. To return the profile results to you, the 

driver simply clicks on the ‘email’ envelope icon, their email platform will launch, and the profile will 

be automatically added as a PDF file attachment.   

Analysing results 
Once your driver has returned the profile tool file, compare their score with the table below: 
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Score range Risk Category 

 

0 - 20 Low Risk 
 

21 - 30 Medium Risk 
 

31+ High Risk 
 

 

On the red, amber, green scale, see above, your drivers risk level will be shown as a purple line as 

well as a numeric risk score. 

When looking at a driver’s risk profile, study the results in the funnel graph on their risk profile 

results, example below.  

If a driver comes out as High Risk, this does not indicate serious concern, it merely means that we 

should take a closer look at the elements that are contributing towards the higher risk, then 

determine whether there is anything that can be done to lower or mitigate the risk. 
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Managing your Grey Fleet 
 

 

What is Grey Fleet? 
Grey Fleet is an industry term that describes a vehicle that is used for work purposes but is owned by 

the employee. If the employee receives a cash allowance as an alternative to a company vehicle or 

claims mileage or fuel expenses, or just use their car on a work trip, they are a Grey Fleet driver. 

Your responsibilities  
As far as the law is concerned, you have the same responsibilities for your Grey Fleet as you would 

for company provided vehicles; the challenge is that it’s harder to ensure compliance when you 

don’t own the vehicle. That said, you are still required to do the following: 

• Confirm that the vehicle is suitable for the job – by this we mean that if an employee had to 

carry lots of items in a car for example, but they had a very small car so had to store items 

on the seats, this would not be suitable 

 

• Confirmation that the vehicle is being serviced in accordance with the manufacturer’s 

recommendations – this need only be a self-declaration, but you should have a process in 

place to spot-check vehicle condition 

 

• Confirmation that the vehicle has valid tax 

 

• Confirmation that the vehicle has a valid MOT, if it needs one 
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• Confirmation that the driver has business insurance – this is not provided by default and 

many employees believe they have business insurance because they see the line that says: 

‘commuting to and from your place of employment’, or similar wording. 

Validating Tax & MOT 
Although Tax discs and MOT certificates are no longer issued, you still need evidence of these. The 

best way to facilitate this is through the Gov.UK website. This service is in the public domain, you do 

not need permission from the driver, all you need is the vehicle registration number. 

Using this link,  https://www.gov.uk/check-vehicle-tax click on the green ‘Start Now’ button and 

follow the on-screen instructions. As well as Tax details, if a MOT is required, the information will 

show. There is a facility to print the page. I recommend you do this and store the document as 

evidence that you have validated Tax and MOT for each Grey Fleet driver. 

Validating business use Insurance 
Unfortunately, there isn’t a website portal that you can access to check whether someone has 

business insurance, you will have to check the certificate of insurance yourself and look for the 

wording that specifies business use. You must then store a copy of the certificate of insurance as 

evidence that you have undertaken these checks.  

There are three different types of business use cover, which are explained below, but for most 

people, Class 1 Insurance is adequate. 

Class 1 Business Car Insurance 
Business class 1 car insurance covers you for social, domestic and pleasure use in addition to driving 

to and from your place of work. It also covers the policy holder for business journeys between 

different sites. 

Class 1 business use will not cover commercial use for deliveries or door-to-door sales of any kind. 

Class 2 Business car Insurance 
Class 2 business use expands from class 1 business insurance to include additional named drivers on 

the policy that are usually part of the same business as the policy holder. 

As with class 1 business insurance, this class does not cover deliveries or selling of any kind. 

Class 3 Business car Insurance 
Including everything that class 2 business insurance covers, class 3 business car insurance also covers 

the policy holder for unlimited long-distance travel with no set destinations. This class of business 

insurance covers cars used for commercial purposes such as door-to-door sales. 

However, commercial insurance will need to be organised for cars used as mini-cabs, private hire or 

for driving lessons as this is more specialist. 

Note: Drivers should be advised to discuss their job role and subsequent business insurance 

requirements with their Insurance Company or Broker to ensure they have the correct level of cover. 

 

https://www.gov.uk/check-vehicle-tax
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Training 
 

 

There is evidence to support the notion that trained drivers are safer and more fuel efficient, 

however, training can be expensive and impact on the individual’s time out from their core role. It’s 

also important that any training that is offered is relevant and targeted around the driver’s individual 

risks and needs.  

If a driver’s exposure to risk is analysed, and, especially if a driver risk profiling tool is used, training 

can be targeted. 

Managers should also be considered for training, more aligned with helping them to understand 

their responsibilities as a Line Manager and the important part they play in helping the business to 

embed a safe driving culture and meet their Duty of Care obligations. 

As part of a new employee’s on-boarding, it’s a good idea to include driving for work as part of the 

induction process.  

Induction 
This should be mandatory for all staff who drive for work, either as part of a new-starter induction or 

for existing staff who now need to drive for work. The training should cover your risk assessment, 

your policy and procedures for managing work-related road safety. This doesn’t have to be a 

massive undertaking, a 15 to 20-minute slot, if possible, aided with some PowerPoint slides is ideal. 

When putting the driving for work induction together, think about ‘what are the must-knows?. 

Managers 
Managers and Line Managers are your link to your driving population. They are your eyes and ears 

on the ground and therefore play a vital role in helping you to deliver on your Duty of Care 

obligations. It is unlikely that Managers will know by default what their responsibilities are when it 

comes to managing the driving risks associated with their teams, and for this reason, it is prudent to 

offer training to anyone who has responsibility for staff who drive on behalf of the business. 

The training would aim to provide Managers with the confidence to champion the business policies, 

practices and procedures and know what follow-up action would be required when issues come to 

light. 

Drivers 
Driver training, whether it is workshops for multiple drivers or individual on-road driver 

development coaching, should be a consideration for some drivers. The key thing here is that any 

training should be aligned to the driver’s needs; this way they are more likely to accept the training 

as a benefit, rather than a punitive measure. Below are some examples of what might trigger a 

training need: 

• Young and/or inexperienced drivers 

• Drivers who have been involved in a collision or report a high number of near misses 

• Drivers who have a high number of penalty points, 6 or more 

• High mileage drivers 
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• Drivers who spend most of their working day on the road, they might not fall into a high 

mileage category due to their driving being local and City/Town based 

• Drivers who need to drive a van but have little or no experience 

• Drivers moving from a small to a larger more powerful vehicle 

• Drivers who are being asked to drive an unfamiliar vehicle, perhaps moving from 

conventional to electric vehicles 

• Drivers who lack confidence  

 

Incidents and near misses 
 

 

There is a lot of evidence to support the fact that drivers who are involved in a collision may well go 

on to have a similar incident within the next two years. Monitoring collisions and near misses is a 

crucial part of risk management.  

Drivers should be encouraged to report all collisions and near misses with the knowledge that the 

business will support them rather than penalise them. Obviously, if you have a driver who has 

repeated incidents and, even though you have done everything to support the driver, your only 

alternative might be punitive. It’s important in such cases that you consult with your HR advisor 

early in the process. 

You should have an incident investigation procedure in place, one that aims to address the case in a 

proportionate way, for example: 

Minor incident/near miss – a conversation with the driver to determine: 

1. What happened – the causation factors 

2. How the incident could have been avoided – lessons learned 

3. Was there anything you (the employer) could have done to help prevent the incident? 

Second or more serious incident – this would warrant a more formal investigation. The driver 

should be required to articulate exactly what happened, the lead up to and the actual incident itself.   

The process should aim to seek what the key causation factors were, who in the driver’s opinion was 

to blame and what avoidance action could have been employed by asking: ‘If you could wind back 

time, what would you do differently?’.  

You should then determine whether any remedial action is required, training for example or close 

monitoring or whether any internal practices have a contributory factor, in which case, measures 

must be put in place to avoid a repeat incident. This might be work scheduling or there may be other 

more personal issues that need addressing. Involving your HR advisor is very important when dealing 

with such matters. 

Serious incidents – by this we mean incidents involving injury or high costs to repair/replace a 

vehicle. The processes listed above should be followed and you may wish to bring in an impartial 

collision investigator. The benefit of doing this is that such people are trained to look at the incident 

from every aspect and come up with advice and guidance. If there is a fatality involved, the business 
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will by default come under a Police Investigation, and possibly the Health & Safety Executive. You 

would almost certainly want to initiate your own internal investigation anyway; bringing in an expert 

is a must where fatalities are involved.  

The Health & Safety Executive produces an excellent guide on how to investigate accidents at work. 

Follow this link to download their guide as a PDF: https://www.hse.gov.uk/pubns/hsg245.pdf 

Keeping records 
It’s crucial that every incident is investigated and logged. You should use this information to monitor 

trends and put appropriate measures in place; this might require internal practices and procedures 

to be changed and, potentially, remedial training for the driver. The worst thing you can do is not 

use incidents as lessons learned. In any Police or Health & Safety investigation you will be asked 

what your accident reporting and investigation process is, and you will be asked for evidence that 

such processes are in place. 

Consider this, if not properly managed, yesterday’s minor incident could lead to today’s serious 

incident, today’s serious incident could lead to tomorrow’s fatal incident! 

A sample Incident Report form is included in your Toolkit resource library. 

 

Vehicle compliance and maintenance 
 

 

You have responsibilities to ensure your vehicle fleet is in good order and it matters not whether the 

vehicles are company provided or owned by your employees. You have a Duty of Care to ensure any 

vehicle used for work purposes is suitable, safe and legal.  

You need to ensure that all vehicles are: 

• Suitable for the job 

• Taxed 

• Insured 

• Have a MOT as and when due (1st MOT is due three years after first registration) 

• Serviced in accordance with the manufacturer’s recommendations 

 

Company vehicles 
If your company vehicle is acquired through a lease provider, it may well come with a maintenance 

package. The problem here might be that the driver is responsible for notifying you or the lease 

provider when the vehicle is due for a service. A good lease provider will inform you/the driver when 

the vehicle is due for a service but it’s unwise to rely on this wholly.  

You should keep a record of when a company vehicle is due for a service; this might be based on a 

time period or mileage and you must, therefore, have a means to determine which of these is 

reached first. 

https://www.hse.gov.uk/pubns/hsg245.pdf
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You should also record run-out dates for Tax and MOT; again, it’s unwise to assume your lease 

provider will manage these. They usually do, but it never hurts for you to have a lens on this.   

You should also make sure drivers are aware of the process they need to follow if the vehicle 

develops a fault and subsequently needs repairing. 

If you have a fleet of vehicles, you may well have a fleet insurance policy and your broker or Insurer 

will likely send you a reminder of renewal but, as a precaution, it’s good practice to record insurance 

run-out dates in your records and make sure cover is renewed as and when it becomes due. 

Grey Fleet vehicles 
This has already been covered under ‘Managing Your Grey Fleet’. However, it’s worth mentioning 

again that you have the same responsibilities for your Grey Fleet as you do for company provided 

vehicles. Your records and procedures should, therefore, be designed to manage this element of 

your fleet. 

 

 

Vehicle safety checks 
 

  

Under the Health & Safety at Work act you have a duty of care to ensure any work equipment is safe 

to use. The Health & Safety Executive class a vehicle, when used for work, as work equipment. It is 

therefore essential that drivers check their vehicles regularly. Ideally, this should be done prior to 

every journey but, realistically, drivers won’t do this.  However, you should set as policy the 

following: 

1. Prior to each journey, drivers must conduct a walk-around visual inspection of the vehicle, 

paying special attention to tyres 

 

2. On a weekly basis, conduct a more thorough inspection of the vehicle using the vehicle 

safety inspection log provided (you will be provided with a sample log in this Toolkit) 

You should: 

• Keep records of the driver’s safety check log 

• Check to see whether drivers are simply ticking the boxes rather than checking their vehicle 

properly – random accompanied checks with the driver are a good way of achieving this 

• Ensure that any identified issues are actioned appropriately 

Competency to carry out vehicle safety checks 
It’s not wise to assume that everyone knows how to carry out a vehicle safety check. You should 

therefore provide advice and perhaps training on how this should be done. The training should be 

done by a competent person, which could be you or you might need to bring in outside help.  

The key thing here is that drivers must know how to check their vehicle, what to look for and have 

the knowledge, experience and confidence to carry out these checks.  
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For example, a driver may know that they need check tyres, but do they know what they are looking 

for or indeed how they check the different elements of tyre safety? 

For a tyre to be legal, it must: 

• Have at least 1.6mm of tread across the central three-quarter band and around the full 

circumference, and visible tread on the outer edges 

• The tyre walls, inside and outer sides, must be free of damage – cuts and bulges 

• The tyres must be at the correct pressures 

The driver would need to know this and know how to use a tyre pressure and tread depth gauge. 

Note: On a lot of modern vehicles, it’s no longer possible to check things like oil under the bonnet; 

instead there is a setting on the vehicle’s computer system where these are checked. Drivers must 

know how to access this information on their own vehicle. 

Remember: Vehicle safety checks must be done on both company provided vehicles and an 

employee’s own vehicle. 

 

Using technology to help manage driver risk 
 

  

A lot of businesses use what are commonly referred to as ‘trackers’. These devices fall into the 

category of in-vehicle telematics and, depending on the device and the service you subscribe to, 

have the capability to do the following: 

• Track the vehicle’s location 

• Logs events such as: 

o Harsh acceleration 

o Harsh braking 

o Erratic steering 

o Over the posted speed limit 

Some of the more sophisticated devices plug into the vehicle OBD port (On-Board Diagnostics) and 

can read a multitude of data streams. 

The issues for most businesses are that the data is overwhelming. You should talk to your service 

provider who should be able to help you configure the system so that you get to see only the critical 

elements, those that put drivers at risk. Having access to the data means that you must act on any 

risks identified. You should be looking for patterns – drivers whose triggers stand out from the norm. 

Your service provider should be able to help you set thresholds to accommodate this. 

One of the most likely events that telematics will trigger is speeding. Depending on how the system 

is set up it may trigger an overwhelming number of speeding events, which need to be viewed in 

context. For example, a driver who enters a lower speed limit area slightly over the limit but soon 

gets down to that limit is different from someone driving continually over a limit. I’ve heard of 

businesses asking their provider to turn off speed alerts due to the overwhelming number of 
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speeding triggers. This is fraught with danger because an identifiable risk is emerging, but a blind eye 

is being turned. The courts would see this as a serious failing in the business’s duty of care and due 

diligence, strengthening the case against them which would make a ‘guilty’ verdict more likely. 

Dash-cams are becoming more and more popular, especially those that capture multiple angles, 

usually front, rear and inside the vehicle. As with telematics, you should act on any issues that give 

you cause for concern and save any important data files for future use. 

 

Journey planning 
 

  

A lot of the time journeys are familiar to drivers and probably won’t require planning, but 

consideration should be given to journeys that take a driver a significant distance from home or 

work or involve many hours of driving. 

It’s always a good idea to encourage your staff to consider an alternative to driving, phone call or 

video conferencing for example or, using public transport. If the trip is necessary, you should 

encourage your staff to consider: 

• Themselves – are they well rested, fit and not taking any medication that might affect their 

driving? 

• If it’s an early start, have they consumed alcohol the night before the trip? 

• Is the vehicle fit for the journey (pre-vehicle safety checks done)? 

• Has weather been checked? 

• Have rest breaks been factored in, 15 minutes for every two-hours of driving? 

• Does the route have any issues? Google maps with Traffic Information enabled is a great 

tool for checking this 

• Could they avoid driving at peak traffic times? 

• Is an overnight stay required? 

• In the winter – does the vehicle contain emergency items? 

Lone working considerations 
The nature of your employees’ job might require them to travel alone or go to remote places.  You 

should consider the risks involved for such situations and put suitable measures in place to reduce 

identified risks.  

Some simple measures that you could put in place are to advise staff of the following: 

Your safety when working alone can be improved by following these tips: 

• Make sure that a colleague or family member knows where you are 

• Make sure you have a fully charged mobile phone with you 

• Know who to contact in an emergency 

• When planning trips to isolated areas, let someone know your route, intended time of 

arrival and the estimated time of your return 
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Speak to your HR or Health & Safety advisor who should be able to help you formulate a Lone 

Working Policy. 

 

Policies linked to managing driver risk 
 

 

You should make staff aware of any policies you have in place that might have a relevance to the 

task of driving, for example: 

• Adverse weather policy 

• Expenses policy 

• Company car and cash allowance policy 

• Lone Working policy 

• Manual handling policy 

• Drugs and Alcohol policy 

• Mobile phone policy 

• Disciplinary policy  

• Health & Safety policy 

• Driving abroad policy 

• Hiring vehicles policy 

• Reporting accidents at work policy 

 

Annual review 
 

 

If you follow the guidance in this document, you will find that you are managing driver risk well. The 

things that underpin a good driver risk management regime are: 

• Your culture 

• Risk Assessment 

• Driver Safety Policy 

• Driver Safety handbook 

• Practices and procedures 

• Systems and data management 

• Communication 

• Review 

These should be reviewed at least annually, with the version control of the documents updated 

accordingly. Use lessons learned along the way to help you improve your driver risk management 

and, if your business goes through significant change, review the above more frequently. 
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If you are subscribing to my Platinum services, I will undertake the annual review for you and, if 

necessary, update your risk assessment and driver safety policy. 

 

GDPR 
 

 

I am not a GDPR expert and not qualified to provide you with GDPR advice but what I do know is that 

in managing driver risk in the workplace you will be capturing and processing personal and sensitive 

data. You must ensure that you are complying with GDPR regulations. This is a complex subject, but 

your HR and Health & Safety advisor should be able to help.  

Information on GDPR is available on the Gov.UK website; please see the link in ‘Useful Resources’.  

 

COVID-19 
 

 

COVID-19 at the time of reviewing this guide (April 2021) remains a threat. The Government 

guidelines change frequently so it would not be prudent for me to write detailed guidance, however, 

it would be prudent to set the following procedures as policy: 

In order to reduce the risk of catching/spreading COVI-19, where a vehicle is used by more than one 

person or passengers not belonging to a ‘secure bubble’, the following procedures must be 

observed: 

• All occupants should wear appropriate face coverings 

• All occupants should wear protective gloves 

• Avoid setting the vehicle ventilation system to ‘recirculation’ 

• Where possible, windows should be down as far as practical 

• The interior of the vehicle should be sanitised after use, including the keys and any 

internal/external touchpoints 

Where multiple people are using a single vehicle, it might be prudent to use a track and trace, 

register. 

The Government have issued a document called ‘Working safely during coronavirus (COVID-19)’ here 

is a LINK to the guidance. 

If you are not viewing an electronic copy, here is the full URL: 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles 

 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles
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Useful resources 
 

 

• Health & Safety Executive guide for managing work-related road safety: LINK  

• Health & Safety Executive workplace transport guide: LINK 

• Health & Safety Executive guide an introduction managing Health & Safety: LINK 

• Health & Safety Executive guide to conducting a Risk Assessment: LINK 

• Van drivers daily walk-around checks: LINK 

• Van drivers daily walk-around check sheet: LINK 

• GDPR Information: LINK 

• View my licence (for employees to generate a Check Code): LINK 

• Look up someone’s driving licence (for Employers): LINK 

• Health & Safety Executive guide to investigating accidents: LINK 

• Toolkit for managing and reporting collisions: LINK 

• DVLA Notifiable medical conditions: LINK 

• The Highway Code: LINK 

• Towing trailers: LINK 

• Driving a minibus: LINK 

• Driving Licence categories: LINK 

• Driving licence codes: LINK 

• Driving endorsement codes: LINK 

• Drug Driving law: LINK 

• Drink Drive law: LINK 

• Road Traffic Act: LINK 

• Health & Safety at Work act: LINK 

• Health & Safety at Work regulations: LINK 

• Road Vehicles Construction and Use act: LINK 

• Corporate Manslaughter act: LINK 

 

 

Disclaimer 
 

 

Every care and due diligence has been exercised when compiling this guide. To the best of my 

knowledge and experience, it covers most of the things that you need to know and need to do to 

manage driver risk in the workplace. Inevitably, if something goes wrong and your business is subject 

to an investigation or facing a charge in failing in your duty of care, it will be for a Court to decide on 

the outcome. I cannot be held responsible for any errors or omissions or interpretation of the advice 

given in this guide for such instances. 

https://www.hse.gov.uk/pubns/indg382.pdf
https://www.hse.gov.uk/pubns/indg199.pdf
https://www.hse.gov.uk/pubns/indg275.pdf
https://www.hse.gov.uk/pubns/indg163.pdf
https://www.gov.uk/government/publications/van-drivers-daily-walkaround-check
file:///C:/Users/User/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/PI3JB0WF/•%09https:/assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/447183/van-driver-daily-walkaround-check.pdf
https://www.gov.uk/government/publications/guide-to-the-general-data-protection-regulation
https://www.gov.uk/view-driving-licence
https://www.gov.uk/check-driving-information
https://www.hse.gov.uk/pubns/hsg245.pdf
https://www.clocs.org.uk/wp-content/uploads/2016/03/CLOCS-Toolkit-managing-collision-and-incident-reporting_FEB-16_WEB-READY.pdf
https://www.gov.uk/driving-medical-conditions
https://www.gov.uk/browse/driving/highway-code-road-safety
https://www.gov.uk/towing-with-car/trailer-and-towing-equipment
https://www.gov.uk/driving-a-minibus
https://www.gov.uk/driving-licence-categories
https://www.gov.uk/driving-licence-codes
https://www.gov.uk/penalty-points-endorsements/endorsement-codes-and-penalty-points
https://www.gov.uk/government/collections/drug-driving#table-of-drugs-and-limits
https://www.gov.uk/drink-driving-penalties
https://www.legislation.gov.uk/ukpga/1988/52/section/5
https://www.hse.gov.uk/legislation/hswa.htm
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/1986/1078/part/IV/chapter/F/made
https://www.hse.gov.uk/corpmanslaughter/about.htm
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The law requires you to take reasonable and practicable steps to manage your work-related road 

safety activities, commensurate with the risk and the cost in mitigating such risks. The advice in this 

guide is written to facilitate this requirement but I cannot guarantee that you will be covered for 

every eventuality.  

If you would like to see additional content in this guide, do please get in touch. 

 

Copyright 
 

 

Except for the Risk Assessment, which has been downloaded from the Health & Safety Executive’s 

website, all other documents and the Toolkit files are Copyright to Adrian Hide Consultancy. 

By purchasing this Toolkit, you agree to not to copying or sharing, in part or in whole, any element of 

this Toolkit or associated files with any third parties, i.e., those outside your own organisation. 

Thank you for respecting my Intellectual Property rights for this Toolkit and its associated files. 


