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Introduction
Every business has a duty of care 
to ensure that everyone’s working 
environment is safe and, as far as 
possible, risk free. This includes the 
vehicles you drive and the journeys 
you make for work. As the employee 
you have an equal responsibility. This 
handbook is designed to provide advice 
and guidance on safe driving but doesn’t 
replace the Highway Code.

Highway Code
The Highway Code is the standard that 
applies in the UK and you should be 
familiar with it. There are three ways you 
can access it:

• Printed copy – available from most 
good book sellers

• Online – https://www.gov.uk/
guidance/the-highway-code

• Mobile phone app – search for ‘The 
Official DVSA Highway Code’ 

 
What is a work-related 
driving trip?
A work-related journey is any trip that is 
not your normal commute to and from 
your normal place of work, regardless 
of who owns the vehicle. If you interrupt 
your normal commute by attending to an 
errand on behalf of your employer, the 
whole trip is work-related.

Business Use insurance
Any trips that you make on behalf of 
your employer are work-related and you 
must have business use cover on your 
insurance policy. Business use cover is 

not automatically included; you must 
specify this when taking out or renewing 
your cover. Business use cover for most 
employees (class one) will not increase 
your premiums as long as you specify 
this when taking out or renewing your 
cover. Any business trips done where 
you don’t have business use cover would 
mean that you are driving uninsured. 
Don’t get caught out making a business 
trip that you were not aware of, i.e. 
attending training, a conference or 
running an errand for your employer. 

Journey planning
All journeys should be planned. This 
doesn’t mean that you must route-plan 
every single journey in detail, particularly 
if you are making trips that are familiar 
to you. Think about:

• Have you had enough sleep the 
previous night, are you unwell, are 
you on any medication that might 
make you drowsy?

• Avoid congested areas at peak 
times, especially around schools

• Is it safe to drive? Allow more time if 
the weather is poor

For long journeys:

• Plan your route in detail

• Use sat nav if you have it but always 
carry an up-to-date road atlas with 
you. Technology can and does 
sometimes fail!

• Ensure you have enough fuel, 
at least to get you to a suitable 
refuelling point

• Plan regular breaks – at least 15 
minutes in every two hours
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Driving to remote or 
unusual places
Always consider your safety and security 
and plan the trip carefully. Make sure 
someone knows:

• Exactly where you are going

• Your intended time of arrival

• Your intended time of return

• What to do if they have any 
concerns about your safety

• How and who to contact in an 
emergency

Make sure you have a fully charged 
mobile phone with you, a means to 
charge it and any essential contact 
numbers stored in the phone’s directory. 
Consider giving someone you trust 
access to verifying where you are via 
their phone. Consult your Manager for 
advice for these types of trips and, if 
your company has a lone working policy, 
make sure you have read it.

Mobile phones
The law prohibits the use of any 
handheld communication device while 
driving, punishable with a £200 fine and 
6 penalty points. Although engaging in 
a handsfree phone call while driving is 
not illegal, if you become distracted, you 
may be committing the offence of ‘not 
being in proper control of a vehicle’. If 
you have an accident, this offence has a 
fine and penalty points.

Research has proved that having a 
hands-free conversation is not the 
same as chatting with passengers 
because the person you are talking 
with is not present. It will divert your 
attention to the call rather than the road 
environment. Tests show that drivers 
on a call will see less than 50% of the 
hazards they would normally spot, which 
raises the accident risk. The safest option 
is to let the call go to voicemail, and call 
back when you’re in a safe place with the 
engine off.

Did you know? The most dangerous time to drive is between 2am and 
6am, and again between 2pm and 4pm, so avoid long trips during these 
times or take more/longer breaks and share the driving if possible. 

5



Fatigue
Look out for the early signs of fatigue:

• Continual yawning

• Tired and heavy eyelids

• Long blinks – eventually your eyes 
will stay closed!

• Fixed stare

• Head nodding

If you detect any of the above, your 
body’s natural need to sleep is kicking 
in. Stop as soon as it is safe and take a 
break. If it’s not safe to stop, get plenty 
of fresh air into the car, turn the heater 
off or put the air con on. Say out loud 
what you see as you drive – this will 
help keep you alert until you can take a 
break. Caffeine drinks will not combat 
tiredness. The only sure way to address 
fatigue is to take a break.

 

Fitness to drive
It’s your responsibility to ensure you are fit 
enough to drive. Think about:

Eyesight
You must be able to read a new-style 
number plate from 20 metres away, (about 
65ft.) or an old-style number plate from 
20.5 metres (about 67ft.). If you need to 
use glasses or contact lenses to do this, 
then they MUST legally be worn whenever 
you’re driving. Driving with uncorrected 
vision is an offence and can carry a fine 
of up to £1,000, three penalty points and 
possible disqualification.

Alcohol
Many drivers fall foul of the law the 
morning after. This is likely to be as a result 
of not understanding how many units they 
consumed the night before, meaning that 
alcohol is still present in the bloodstream. 
You can never calculate how many units of 
alcohol would place you over the limit, so 
the safest advice is, don’t try. 

Typical drinks and units
• 25ml of spirit (40%) – about 1 unit

• 330ml bottle of beer (4.2%) – about 
1.4 units

• 500ml bottle of beer (4.2%) – about 
2.1 units

• 1 pint of beer (3.5%) – about 2 units

• Small glass of wine (13.5%) – about 
1.7 units

• Medium glass of wine (13.5%) – about 
2.4 units

• Large glass of wine (13.5%) – about 
3.4 units
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Getting rid of alcohol
There’s only one sure way to get rid of 
alcohol – time. Caffeine drinks will not 
sober you up because your body can 
only get rid of one unit of alcohol per 
hour. So think about what time you will 
be driving the next day. You can work 
out how many units there are in any 
drink by multiplying the volume (in ml) 
by its ABV (measured as a percentage) 
and dividing it by 1,000. For example, a 
pint (568ml) of strong lager (ABV 5.2%): 
5.2 x 568 (ml) ÷ 1,000 = 2.95 units.

Alcohol driving limits for 
England & Wales
• 80 milligrammes of alcohol 

per 100 millilitres of blood, 35 
microgrammes per 100 millilitres of 
breath or 107 milligrammes per 100 
millilitres of urine

Alcohol driving limits outside 
England & Wales
In most other European countries, 
including Scotland, the limit is lower, 50 
milligrammes per 100 millilitres of blood. 

Alcohol driving limits in Ireland
• The legal limits for professional, 

learner and novice drivers are: 20 
milligrammes of alcohol per 100 
millilitres of blood. 27 milligrammes 
of alcohol per 100 millilitres of urine. 
9 microgrammes of alcohol per 100 
millilitres of breath. 

• For fully licenced drivers, the limit 

• is 50 milligrammes of alcohol per 
100ml of blood. 

• For professional and learner drivers 
it is 20 milligrammes of alcohol per 
100ml of blood.

Drugs
The law makes no differentiation 
between illicit drugs or prescribed drugs. 
In fact, under the new drug driving law 
(March 2015) you can be prosecuted 
if you are caught driving having taken 
certain medications outside the guidance 
prescribed by your GP. See ‘Prescription 
drugs covered by the new law’ below. 
Taking illicit or recreational drugs has 
the same adverse effect as alcohol but, 
unlike alcohol, some drugs can remain 
detectable for longer. Never drive after 
having taken illicit drugs

Prescription drugs covered by 
the new law
• Amphetamines (e.g. dexamphetamine 

or selegiline) are used for conditions 
including attention-deficit disorders

• Clonazepam is prescribed to treat 
seizures or panic disorders

• Diazepam is used for anxiety 
disorders, alcohol withdrawal 
symptoms or muscle spasms

• Flunitrazepam (also known as 
Rohypnol) is a sedative originally used 
in hospitals for deep sedation in the 
1970s

• Lorazepam is used to treat convulsions 
or seizures caused by epilepsy

Did you know?  The Police now have the capability to conduct a 
roadside drugs test. If found positive, you will be arrested.

7



• Oxazepam is used to relieve anxiety, 
including anxiety caused by alcohol 
withdrawal

• Temazepam affects chemicals in the 
brain that may become unbalanced 
and cause insomnia 

• Methadone is used in the treatment of 
heroin addiction and for pain relief

• Morphine or opiates treat moderate 
to severe pain

Taking medicines
Check with your GP or pharmacist 
whether any over-the-counter or 
prescribed medicines you are taking are 
likely to affect your driving, particularly 
regarding drowsiness. Always check 
the label of medicines and the patient 
information leaflet for any warnings. If 
the label says that certain side effects, 
such as drowsiness may occur, assume 
that they will. Keep in mind that common 
conditions, such as colds, flu, migraine, 
stomach upsets, hay fever, etc. can affect 
your ability to drive safely. Never use a 
cold and flu remedy during the day that 
has the word ‘night’ as part of its name 
because they are likely to contain a 
sedative.

DVLA notifiable medical 
conditions
You are bound by traffic law to notify the 
DVLA if you suffer any medical conditions 
that might affect your driving. It’s your 
responsibility to check with your GP 
whether any of your medical conditions 
are ‘notifiable’. Detailed information is on 
the Government’s official website: https://
www.gov.uk/driving-medical-conditions

You must notify your employer if you 
suffer any medical conditions that might 
affect your ability to drive safely because 
they have a ‘duty of care’.

Pre-drive safety checks
Once you take a vehicle onto the public 
highway you are legally responsible, 
regardless of who owns a vehicle. If there’s 
a defect that infringes the law, YOU will 
be charged with the offence, must pay any 
fine and may have endorsements. You also 
need to make sure you are taking charge 
of a safe and legally compliant vehicle so 
always conduct safety checks. 

Before making any journey
Walk around your vehicle looking for any 
flued leaks under the vehicle, condition 
of bodywork, lights and glass. Pay 
special attention to your tyres.

Weekly checks
It’s good practice to check your vehicle 
regularly, ideally this should be done 
weekly; more often if you are a high-
mileage driver. You should check:

• General condition of the bodywork

• All lights, reflectors & windows 
undamaged, clear & clean (remove 
frost, ice and snow)

• Tyres: correctly inflated, no signs of 
damage and tread within the legal 
limit (1.6mm for cars)

• Wipers in good condition and not 
stuck to the screen

• All lights working correctly

• The horn operates

• Seatbelts are undamaged and 
working correctly

• Seat and head restraints adjusted 
correctly
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• Enough fuel for your journey 
(including AdBlue – diesel cars only)

• All instrument warning lights illuminate 
and go off after the engine is started

• Make sure wipers and washers 
operate properly

• Items carried inside the vehicle are 
secure

• Under the Bonnet: check oil, engine 
coolant, windscreen washer fluid and if 
appropriate, power steering, brake & 
clutch fluid. (Make sure you know how 
to use the computer checking system) 

• When on the move, check that the 
brakes function correctly

Seat belts 
Seat belts must always be worn, 
including any rear seat passengers. 

Children
You must make sure that any children in 
the vehicle you’re driving are:

• In the correct car seat for their 
height or weight until they reach 
135 centimetres tall or their 12th 
birthday, whichever is first

• Wearing a seat belt if they’re 12 or 
13 years old, or younger and over 
135cm tall

You must comply with the law when 
carrying children in the business 
vehicles. For more information, go to the 
Government’s official website: https://
www.gov.uk/seat-belts-law

Driving position
Adjust your seat so that it is upright 
rather than unduly reclined so that 
you can reach the steering wheel and 
pedals without stretching. Where head 
restraints are fitted, they must not be 
removed and should be adjusted to 
support your head should you sustain an 
impact from the rear.

Did you know? The penalty for having a defective tyre is three points 
on your licence and a fine of up to £2,500. If you have four defective 
tyres, 12 points will result in an automatic 6-month ban!
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Satellite navigation 
systems
These devices are helpful, but are no 
substitute for good planning and should 
only be used as an aid. Systems supplied 
with company vehicles are adequately 
up to date for the duration of the lease 
term. Remember these pointers:

• Don’t attach a screen-mounted 
device that may restrict your vision

• Don’t attempt to set or change your 
device while on the move

• Carry an up-to-date road atlas in 
case the system fails. For long or 
unfamiliar journeys, plan your route 
in advance. 

• Don’t simply rely on satellite 
navigation systems alone 

• Always judge whether any 
instruction given should be followed. 
Some systems might not recognise 
No Entry or One-Way streets

• Be careful when using ‘shortest’ 
route, as the system might take you 
along some very narrow roads

In-vehicle entertainment 
systems
Exercise caution when using the 
entertainment system and avoid using 
any touch screen while driving. Set 
a volume level that doesn’t cause a 
nuisance to people outside your vehicle. 
Some local authorities can fine you 
for antisocial behaviour law. There is 
evidence that playing loud or fast-paced 
music will make our driving faster and 
possibly more erratic. Also, you won’t 
hear emergency vehicles approaching or 
another vehicle sounding its horn.

Did you know?  You can be fined up to £500 if a child under 14 isn’t in 
the correct car seat or wearing a seat belt while you’re driving.
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Speed limits 
Speeding is one of the most common 
reasons for drivers picking up penalty 
points. So, just to remind you:

• Wherever there are streetlights, it’s 
30mph for all vehicles (unless signs 
indicate otherwise or on a motorway)

• You will see signs whenever it is 
40mph or 50mph and there will be 
repeater signs too

• The national speed limit is 70mph on 
a dual carriageway and 60mph on a 
single carriageway. However, that’s 
for cars and car-derived vans (10mph 
less if you are towing)

• Look out for 20mph speed limit 
areas, remembering that all roads in 
these areas are 20mph until you see 
a sign lifting the 20 limit

• Vans (not more than 7.5 tonnes 
maximum laden weight) on a national 
speed limit road are restricted to 
50mph on a single carriageway and 
60mph on a dual carriageway

• Speed limits are not targets and 
nor are they a suggestion of a safe 
limit. You must decide what is a safe 
and appropriate speed using your 
skill and judgement after taking into 
consideration the weather, road 
condition and presence of other road 
users

• If your vehicle has a speed limiter 
function, consider using it in 
locations where your attention might 
be diverted 

Here’s a link to a UK speed limit table: 
https://www.gov.uk/speed-limits

Speed limits outside of 
the UK
You should be are aware that speed 
limits outside the UK will be different. 
They are likely to be measured in 
kilometres rather than miles. You must 
become familiar with the speed limit 
rules for your intended country of travel. 
If you are taking your own company or 
private car abroad, be especially careful, 
as your speedometer may not show 
kilometres. 

In-vehicle driver safety 
technology
You MUST familiarise yourself with your 
vehicle’s safety technology by reading 
the operation manual. These are some of 
the functions:

ABS – Anti-lock brakes. ABS will not 
enable you to stop in a shorter distance. 
Their aim is to enable steering control 
during emergency braking.

Traction Control – this function is usually 
‘on’ by default and enables better grip 
on a slippery or low-friction surface. If 
stuck in snow, ice or mud, turn Traction 
Control off to get better traction of the 
wheels.

Electronic Stability Control (ESC) 
also referred to as electronic stability 
program (ESP) or dynamic stability 
control (DSC), is a computerised 
technology that improves a vehicle’s 
stability by detecting and reducing loss 
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of traction (skidding). It automatically 
applies the brakes to help ‘steer’ the 
vehicle. Braking is automatically applied 
to wheels individually. Some ESC 
systems also reduce engine power until 
control is regained. ESC doesn’t improve 
a vehicle’s cornering; it helps to minimise 
the loss of control.

Cruise Control – this function allows a 
constant speed to be maintained. Some 
vehicles don’t have ‘braking’ function, 
which means that the pre-set speed will 
be exceeded when going downhill.

Adaptive Cruise Control – this works in 
a similar way to normal cruise control but 
with the added advantage of the vehicle 
maintaining a safe gap behind the vehicle 
in front.

Lane Departure Warning – this feature 
uses the white lines on the road to 
detect when your vehicle is wandering 
off course; an audible warning usually 
alerts the driver. 

Lane Departure Warning with Steering 
Assist – like the above but the car’s 
system can maintain a steady course 
and steer the vehicle for the driver. It’s 
to assist the driver not a replacement 
for the driver to always be in full control. 
Both versions require good clear lane 
lines to work effectively!

Autonomous Emergency Braking (AEB) 
– sensors and cameras detect a potential 
collision and apply the brakes. Some 
vehicles adjust the direction of steer.

Reverse park assist – once a suitable 
space has been identified, the vehicle 
will steer automatically into a bay or 
parallel park situation. The driver is 
in control of the forward and reverse 
speed.

Reversing camera & sensors – 
these simply aid reversing and help 

drivers gain better awareness of their 
surroundings. Some vehicles will apply 
the brakes. 

Semi-autonomous driving – some 
vehicles already have the capability 
to drive themselves in certain traffic 
situations. This may include acceleration/
braking, steering and maintaining a safe 
following distance.

Adaptive headlights – as well as being 
auto on/off, they will switch on or off 
the high beam to avoid dazzle. Some 
systems will change the direction or 
intensity of the light beam to illuminate 
certain features of the road.

Daytime running lights – all vehicle 
produced form February 2011 are fitted 
with these, which means that you will 
always be displaying lights at the front 
of your vehicle. Remember that you rear 
lights will not be on so, if the weather is 
poor, switch them on.

Be warned that the safety technology in 
vehicles is improving but we can become 
lulled into a false sense of security. 
Never assume technology will come 
to your rescue, prevention is far better 
than cure, so you, as the driver, must 
concentrate and be responsible for your 
decisions and actions.
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Manoeuvring
Here are a few simple tips:

• Reverse into parking bays so that 
you have greater visibility in the 
direction of travel when you are 
ready to leave 

• When manoeuvring in car 
parks, assume other drivers and 
pedestrians will continue on their 
way so wait if necessary  

• Assess the space that you intend to 
park in. Check whether your vehicle 
is likely to be damaged by people 
opening doors in bays or front/rear 
damage when parallel parked

• If you are in a situation where you 
stop and need to turn around 
later, it’s better to turn around 
immediately because damage can 
happen while you’re away. 

• Before reversing, stop, look, listen – 
winding your window down will help 
you hear oncoming road users. Make 
lots of shoulder checks to overcome 
blind spots. 

• Look out for bollards, gate posts, 
raised kerbs, or anything that might 
be outside your field of vision. If 
necessary, before reversing do a walk 
around

• Reversing sensors are a good aid but 
some obstructions might be outside 
their detection limits so don’t rely 
solely on them 

• Reversing cameras, if fitted, should 
be used only as an additional aid 
and never as a substitute for looking 
yourself

• Unless you’re driving a van, don’t 
be tempted to reverse using only 
mirrors. Turn around and look 
through the side and back windows, 
with occasional mirror glances

• Always manoeuvre very slowly – this 
aids accuracy and allows time for 
effective observation 

• Consider the swing of your vehicle 
when manoeuvring. It might become 
a hazard to other road users

• Be especially careful when 
manoeuvring in areas where 
pedestrians are present; they often 
walk past reversing vehicles. Children 
can be unpredictable

• Some incidents are caused by poor 
observation such as changing lanes. 
Use your mirrors and make sure that 
the road is clear.
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Adverse weather
Preparing for journeys
Here are a few tips for adverse weather 
driving:

• Ensure your vehicle is well-
maintained through an up-to-date 
MOT, regular service, and regular 
walk around checks by you

• Regularly check tyres to ensure 
they’re in good condition and meet 
the current tyre tread depth law 
(1.6mm)

• Make sure there is anti-freeze in 
your radiator and winter screen wash 
in your windscreen washer bottle – 
don’t get these mixed up!

• Always keep an ice-scraper and de-
icer in your vehicle in winter

• Pack a winter driving kit in case 
of emergency. This might include: 
a torch; warm clothing; blanket; 
food and drink; first-aid kit; spade; 
warning triangle; and high-visibility 
vest

• Always take a well-charged phone in 
case of emergencies, but don’t be 
tempted to use it when driving

• Carrying a small bag of rock salt is a 
good idea too

• Batteries are more likely to fail in 
winter, so ensure yours doesn’t. If 
your vehicle is struggling to start, 
get it checked by a garage

• Clear ice, snow and condensation 
completely from your windscreen 
and all other windows before setting 
off. Clear snow off the roof

• Check weather forecasts and plan 
your route carefully. In bad weather, 
major roads are more likely to be 
cleared and gritted than minor ones. 

• Here’s is a link to up-to-date weather 
alerts: https://www.metoffice.gov.uk/

Driving in adverse weather
• Slow right down, break well before a 

bend and don’t speed up in fog if it 
clears because it may be patchy

• Look out for temporary speed signs 
and hazard warnings

• Slow down further if your view of the 
road is obscured

• Keep a safe gap between you and 
the vehicle in front

• In wet conditions leave four seconds; 
in ice/snow, drop right back

• Never hang on to someone’s 
taillights – keep focussed on driving

• Be extra vigilant for people and 
hazards

• Pedestrians, cyclists, motorcyclists 
and horses are harder to spot 

• Avoid harsh braking and 
acceleration and manoeuvre very 
slowly

• Put lights on in dull weather and if 
visibility is less than 100 metres. 

• Use front/rear fog lights in dense 
fog and switch them off if it clears.

• 
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Snow and ice: 

• Use the highest gear possible to 
avoid wheel spin but don’t let your 
speed creep up

• Brake earlier than normal and gently 
to avoid locking the wheels. Get into 
a low gear earlier than normal and 
allow the speed of the vehicle to fall 
gradually

• Take corners very slowly and 
steer gently and steadily to avoid 
skidding. Avoid braking if the vehicle 
skids. Ease off the accelerator and 
steer slightly into the direction of 
the skid until you gain control

• If stuck in snow, don’t spin the 
wheels or rev the vehicle as this will 
dig the wheels in further. Put the 
vehicle into a high a gear and slowly 
manoeuvre forwards and backwards 
to get clear

• If you are stuck, summon assistance 
but stay in the vehicle unless help is 
within a very short distance. Don’t 
abandon your vehicle

• Your vehicle may have a button 
that needs to be pressed to gain 
better traction. Consult your vehicle 
manual for details

Rain and floods:

• Keep well back from the vehicle in 
front 

• If steering becoming unresponsive, 
which can happen if water 
prevents the tyres from gripping 
(aquaplaning), ease off the 
accelerator and gradually slow down 
– don’t brake

• Never attempt to cross a flooded 
road if you’re unsure how deep it is; 
only cross if you can see the road 
through the water

• If driving on a flooded road, stay in 
first gear with the engine speed high 
and drive very slowly

• Don’t drive through floodwater if 
a vehicle is coming the other way. 
Try to drive in the middle to avoid 
deeper water near the edges

• Test brakes immediately by driving 
slowly over a flat surface and 
pressing the brakes gently. Warn 
passengers first and check behind

In high winds: take extra care passing 
over bridges or on open stretches of 
road. If your vehicle is being blown 
about, slow right down and take great 
care to maintain a steady course. Keep 
well back from motorcycles and high-
sided vehicles as they can be particularly 
affected by turbulence.

In winter sun: dazzle from low winter 
sun can be dangerous. Keep a pair of 
sunglasses in the vehicle all year round 
(prescription if needed) and keep your 
windscreen clean, including inside. 
Wear your sunglasses in bright sunshine, 
especially if the sun is low or reflecting 
off a wet road. Be mindful of cyclists 
and pedestrians in the road as it will be 
harder to see them.

Gritted roads: National Highways 
is responsible for keeping England’s 
motorways and major ‘A’ roads clear 
of ice and snow. Local roads are the 
responsibility of local authorities. There 
may be a delay before roads are treated, 
so never assume they have been gritted, 
especially if you are travelling late at 
night or in the early hours.

Driving at night: Darkness reduces 
your ability to estimate speed and 
distance and to assess the position and 
movement of other road users. Dusk and 
dawn are particularly hazardous because 
it’s harder for your eyes to differentiate 

15



the contrast of colours and pedestrians 
are harder to see, particularly if they are 
wearing dark clothing.

Remember that your eyes need time 
to adjust to darkness, especially when 
coming out of a brightly lit area or 
building, such as motorway service 
stations or stretches of road that have 
streetlights.

Keep a look out for pedestrians and 
cyclists as they will be harder to see. 
Remember, they may be able to see you 
and therefore assume you can see them. 
Consider also how your lights may dazzle 
them.

Never wear tinted glasses when driving 
at night and be mindful that glasses 
that react to light may darken when in 
brightly lit areas and become a hazard 
when you move into darker areas.

It’s wise to keep a safe following 
distance always, but this is especially 
important at night. Allow extra space at 
night.

Put your lights on before lighting-up 
time (dusk) and don’t switch them off 
(at dawn) until you’re safe. Use dipped 
beam to avoid dazzling other drivers.

Use dipped headlights in built up areas 
and watch out for pedestrians, who may 
be difficult to see. Approach pedestrian 
crossings more slowly. Watch out for 
cyclists too – not all of them carry lights!

Dirty lights will seriously affect their 
efficiency, so keep them clean and have 
a cloth available.  You can wipe your 
lights when you stop for a break or to 
do a job. Don’t forget to clean the rear 
lights and reflectors too.

Auto on/off lights technology is good 
but not perfect. They’re unlikely to come 
on in daytime fog so always be prepared 
to switch them on yourself.

Daytime running lights are only on the 
front of most vehicles. So switch the 
lights onto dipped in poor visibility, as 
this ensures your taillights are on.

Your body is conditioned to sleep 
at night so take extra care if making 
journeys late at night or during the early 
hours.

If you’re bothered by the dazzle from 
oncoming vehicles you may have ‘night 
blindness’. This is treatable with glasses 
so consult an optician.

Did you know? It’s always better to summon assistance using the 
motorway emergency phones because the operator will see on a control 
panel where you are phoning from. 
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Distractions
It’s vital that you concentrate on the 
driving task. This always needs to 
be your primary task. But things can 
distract you, with potentially dangerous 
consequences. These distractions could 
be:

• On-board entertainment systems or 
sat nav instructions 

• Reading/following route direction 
signs

• Road works

• Weather

• Conversations with passengers, 
especially arguments

• Being lost or late

• Admiring views or gazing into shop 
windows

• Admiring other vehicles, buildings, 
scenery and people

• Looking at an incident while you 
pass – ‘rubber necking’

• Eating, drinking and smoking

• Taking and receiving mobile phone 
calls

• Using smartphones or tablet devices

You should aim to develop personal 
strategies so as not to become 
distracted while driving.

Refuelling 
Pay attention to the type of fuel required 
for the vehicle you are driving. Putting 
the wrong fuel in is costly, inconvenient 
and can cause serious damage to the 
engine. If you realise you have put the 
wrong fuel in:

• DO NOT start the engine

• Call for assistance immediately

• Speak to garage forecourt staff 
about cordoning off the area 

If you suspect you have put in the wrong 
fuel and you’re driving, stop as soon as it 
is safe and switch the engine off. Call for 
assistance immediately and follow the 
procedures for breakdowns.
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Vehicle breakdown
Follow these guidelines:

• Think of your own and other road 
users’ safety

• Ensure everyone wears a high-
visibility jacket (if available) and 
appropriate clothing

• Get your vehicle off the road if 
possible

• Warn other traffic by switching on 
your hazard warning lights

• If available and safe to do so, place 
a warning triangle at least 45 metres 
(150 feet) behind your vehicle on the 
same side of the road

• DO NOT use warning triangles on 
a motorway or high-speed dual 
carriageway

• Leave the sidelights on, especially in 
poor visibility or if it’s dark 

• Summon assistance ensuring you 
give the exact location in detail

Do not let anyone stand:

• Between your vehicle and 
approaching traffic

• Where they may prevent other road 
users seeing your lights

• Where your vehicle may be pushed 
if crashed into

If your vehicle develops a problem on a 
motorway, if possible leave at the next 
exit or service station. If you cannot do 
this, then follow the guide above for any 
breakdown with these additional points:

• Pull onto the hard shoulder or 
emergency area on smart motorways 
(those without hard shoulders)

• Stop as far to the left as possible

• Turn your steering wheel to the left

• Try to stop near an emergency 
telephone if using the hard shoulder

• EVERYONE should leave by the 
left-hand doors, with the driver 
distributing high-visibility jackets to 
all passengers if available.

• Stay well away from the carriageway 
and hard shoulder; well away from 
moving vehicles and slightly behind 
the line of the back of your vehicle

• Don’t attempt even simple repairs 
such as a wheel change

• Once in a safe place, use a mobile or 
preferably the emergency phone to 
report the breakdown and describe 
your location – look out for marker 
signs at the side of the motorway

• Give full details and tell them if you 
are vulnerable, such as a woman 
travelling alone or with young 
children

• Return and wait in a safe place near 
your vehicle

If you feel at risk from another person, 
get back into your vehicle through the 
left-hand door and lock all doors; sit in 
the left-hand front seat and wear the 
seat belt; leave your vehicle when you 
feel the risk has passed.

18



Knowing where you are 
on a motorway & most 
dual carriageways
If you break down and need assistance, 
knowing your exact location is essential. 
On all motorways and most dual 
carriageways there are rectangular signs, 
blue on motorways and green on dual 
carriageways. They are position markers 
with three key pieces of information:

1. Road number, for example M5

2. The next line has A or B showing the 
direction of travel. A is away from 
a fixed point and B indicates you’re 
heading back to that fixed point. If 
you see J, K L or M, you’re on an 
entry or exit slip road. 

3. The last line shows the number of 
kilometres either away or back to a 
fixed point

Being able to provide this information 
to the National Highways control centre 
or the Emergency Services will pinpoint 
your exact location.

First aid
You should only administer first aid 
if you are confident to do so. More 
information can be found on the 
Government website: https://www.gov.
uk/guidance/the-highway-code/annex-
7-first-aid-on-the-road

Manual handling
The nature of your business might mean 
that you may need to move heavy loads 
to and from your vehicle. Lifting and 
twisting can cause injury and discomfort 
if done incorrectly. You are advised 
to refer to your businesses Manual 
Handling Policy or your Manager for 
advice.
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Accident/incident 
reporting procedure
All collisions or incidents, including ‘near 
misses’, should be reported as soon as is 
practically possible to your Manager. It’s 
your responsibility to do this immediately 
for collisions and as soon as possible 
for near misses. If driving a company 
car, follow the instructions provided by 
the business. If driving your own car, 
follow the advice below and notify your 
insurance company in accordance with 
the policy terms and conditions. 

Your business may require you to report 
near miss incidents, i.e. those that could 
have potentially resulted in a collision or 
injury, so that trends can be monitored 
and any proactive arrangements put in 
place to support you.

There are some things to remember if 
driving on a road or other public place 
and an accident occurs whereby:

• Injury is caused to any other person

• Damage is caused to any other 
vehicle or property

• Any animal not carried in your 
vehicle is injured or killed

• Damage is caused to any items 
fixed to the road, such as bollards, 
walls, hedges, signs, streetlights or 
telegraph poles

This is what you should do:

• Try to stay calm

• Don’t discuss liability with anyone

• Regardless of circumstances, ensure 
that you and the vehicles involved 
are in no further danger

• If anyone is injured, call the 
emergency services

• It’s a legal requirement to: Exchange 
details with all other drivers involved 
noting: Names, Addresses, Telephone 
Numbers, Vehicle Details, Registration 
Numbers, Insurance Company Name 
and Policy Details if known

• Obtain details from any witnesses 
available at the scene

Make a note of road names and 
numbers; where you were travelling 
from and to; the time, weather, road and 
traffic conditions; and landmarks such as 
traffic lights or major buildings

In addition: Try to assess measurements 
which may be important and, once you 
have finished, only continue if you and 
your vehicle are safe. Allow time to calm 
down and regain composure.
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Personal safety and 
violence
Be vigilant to personal attack and 
theft. Ensure that tools and valuable 
equipment are stored out of sight and 
that the vehicle is always locked when 
unattended. Any property visible from 
outside can become a target for thieves 
or may trigger a ‘car-jacking’. This advice 
applies whether the vehicle is being 
driven or is parked.  

Anything not secured inside the 
passenger compartment can become 
a lethal missile during a crash event, so 
make sure all loads are secure. It’s better 
if you don’t carry anything other than 
passengers on the seats.

If any passenger’s behaviour becomes 
disruptive or causes distraction to the 
driver, then stop in a safe location, until 
the situation is resolved.

Parking 
You must ensure that the vehicle is 
parked legally in an appropriate and safe 
place without causing any obstruction of 
the highway (this includes any footpath 
unless signs indicate to the contrary). 
You must consider other road users 
and pedestrians. Hazard warning lights 
should be used where appropriate 
but never as an excuse for parking 
inappropriately.

When parking on the left and facing 
uphill, turn your wheels to the right; 
when parking downhill, turn your wheels 
to the left. Vehicles must always be 
locked when unattended, even for short 
periods, for example, when making 
deliveries or at filling stations. When 
parking the vehicle for any length of 
time, especially during darkness, try to 
use a well-lit area with passing traffic and 
pedestrians.
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Carrying loads in cars
Whenever possible any loads 
should be securely loaded in the 
boot compartment. In estate and 
hatchback vehicles, make sure the load 
compartment lid/cover is used. If you 
need to remove the lid/cover, you must 
secure loads with a cargo net or other 
suitable restraint.

You should avoid carrying anything 
other than passengers on any of the 
seats. Loose objects become dangerous 
missiles in any collision.

If you need to carry items in the 
passenger compartment, make sure they 
are secured. Never carry loose objects 
on the front passenger seat. Items could 
fall off and restrict the safe operation of 
your vehicle in an emergency, or when 
going around a sharp corner. 

Long journeys requiring 
overnight stops
Plan well ahead and follow the 
guidelines in the business’s Driving at 
Work Policy. Journeys and work activities 
(non-driving hours) should not exceed 
10 hours per day. If this is the case, then 
consider an overnight stay.

 

Working alone
Trips or tasks you undertake on behalf 
of the business might require you to be 
alone. Please ensure you are familiar 
with the business’s Lone Working risk 
assessment and policy. Consult your 
manager if you have any concerns. 
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

• If 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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Eco-safe driving tips
• Many newer cars automatically 

turn off when stationary in neutral. 
If yours doesn’t, turn off your 
engine when you’ve stopped for a 
minute or so to save fuel and reduce 
emissions

• Driving at lower revs reduces fuel 
consumption, so change up a gear 
at around 2,000 rpm

• Assess the road ahead as much 
as possible to avoid unnecessary 
braking and acceleration, which 
increases the amount of fuel you 
use. Looking further ahead will 
enable you to anticipate better

• Fuel costs will increase the faster you 
drive, so keep speed reasonable

• Develop an ease and squeeze 
acceleration sense and avoid harsh 
acceleration

• If travelling at low speed, opening 
the windows is more efficient. 
If travelling at 60 miles per hour 
or above, closing the windows 
and using the air con is more fuel 
efficient

• Under-inflated tyres increase 
your fuel consumption and can be 
dangerous, so check them once a 
month and before long journeys

• Having roof racks/boxes attached 
to your vehicle when they’re not 
being used will increase drag and 
increase your fuel costs.

• Carrying unnecessary loads in 
your vehicle will increase fuel 
consumption. Remove excess items 
from your vehicle before travelling if 
they are not required.

• Slow to flow – don’t accelerate 
up to hazards. Easing off and 
approaching slowly saves fuel, is 
more comfortable and far safer 
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Smart Motorways
National Highways is responsible for 
the motorway infrastructure and much 
of their network uses technology to 
monitor and manage the flow of traffic. 
It’s controlled from regional control 
centres which can activate and change 
signs and speed limits. This helps keep 
traffic flowing more smoothly. The three 
types of motorway shown on the map 
are:

• Dynamic hard shoulder: where the 
hard shoulder is temporarily opened 
to traffic

• All lane running: where the full width 
of the road is usable with emergency 
refuge areas alongside

• Controlled motorway: with three 
or more lanes, a hard shoulder and 
variable speed limits

On some busier sections, National 
Highways temporarily open the hard 
shoulder or convert it to a permanent 
extra lane so that more vehicles can 
travel, avoiding the expense and 
disruption of widening the road. 
These technology-enabled sections of 
motorways have enhancements such as:

• Electronic signs that display Red X 
signs and variable speed limits

• Sensors to monitor traffic volumes

• CCTV cameras

• Emergency areas, with emergency 
roadside telephones

Top tips
• Never drive in a lane closed by a 

Red X – it is an offence

• Keep to the speed limits shown on 
the signs

• A hard shoulder is always identified 
by a solid white unbroken line - if  
no speed limit is displayed above it 
or a Red X is displayed, only use in 
emergency

• A broken white line indicates a 
normal running lane

• If the hard shoulder is being used 
as an extra lane, use the designated 
emergency areas for emergencies

• If your vehicle experiences 
difficulties, e.g. warning light, exit 
the motorway immediately, if you 
can.

• If you break down, put your hazard 
lights on

• Most breakdowns are preventable – 
keep your car well maintained, check 
your tyres and have enough fuel for 
your journey

In an emergency or breakdown
If your vehicle is damaged or appears to 
have problems, try to exit the motorway 
immediately. If that’s not possible, you 
should follow these steps:

1. Use an emergency area if you can 
reach one safely. These are marked 
with blue signs featuring an orange 
SOS telephone symbol.

2. If you can leave your vehicle safely, 
contact National Highways via the 
roadside free emergency telephone 
provided in all emergency areas. 
If you can’t get to the emergency 
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telephone but have a mobile phone 
with you, call 0300 123 5000.

3. If you can’t get to an emergency 
area but your vehicle can be driven, 
move it to the hard shoulder (where 
available) or as close as possible 
to the nearside (left hand) verge 
or other nearside boundary or slip 
road.

4. If you feel you can exit safely with 
any occupants, consider exiting your 
vehicle via the nearside (left hand) 
door, and wait behind the safety 
barrier, if there is one and it’s safe 
to do so. Keep clear of your vehicle 
and moving traffic at all times.

5. Switch on your hazard warning lights 
and any other lights such as rear 
fog lights or side lights, to increase 
your visibility, especially if it’s dark 
or foggy. Don’t put out a warning 
triangle.

6. Contact your breakdown recovery 
service. All motorists should be 
able to make their own recovery 
arrangements. Carry details of your 
emergency breakdown provider with 
you.

If you can’t exit your vehicle safely, there’s 
no safe place to wait, or you feel your 
life is in danger, put your hazard warning 
lights on and stay in your vehicle with your 
seat belt on. If you have a mobile phone, 
dial ‘999’ immediately.

Regional control centres use CCTV 
cameras. Once they’re aware of your 
situation (via CCTV or the police), they 
can set overhead signs and close the 
lane to help keep traffic away from you. 
The control centre can also send a traffic 
officer or the police to help you, and 
assist you to re-join the motorway when 
appropriate. If you break down or are in 
an emergency, you must call for help as 

soon as possible. Keep the following items 
in your vehicle in case you break down:

• Warm clothes

• Hi-vis jacket

• Breakdown cover details

• Charged mobile phone

• Access to a route planner either via 
your smart phone or an atlas

• Water and food

• Torch

• Any medication you need

Red X
This indicates that a lane is closed to 
traffic. You must stay out of that lane 
as there may be an incident or people 
working ahead, and it might mean 
keeping the lane clear for access by 
maintenance or emergency services.

A Red X can be displayed on gantry 
signs above each lane or on large signs 
above the nearside (left hand) of the 
carriageway.

It’s illegal to drive in a lane closed by a 
Red X sign. If you’re caught, you could 
receive a fixed penalty of up to £100 and 
three points, and in some cases, more 
severe penalties or a court appearance. 
It’s the responsibility of the police to 
enforce Red X offences.

For your own safety and the safety of 
others, never drive in a lane closed by 
a Red X sign (unless instructed to do so 
by the police or those instructed by the 
police, such as our traffic officers).

Hard shoulder use and 
emergency areas
A hard shoulder is always clearly 
identified with a solid white unbroken 
line. On some busier sections, the hard 
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shoulder is opened to traffic temporarily. 
If the hard shoulder is open, you’ll see a 
speed limit displayed above it.

If there’s nothing displayed above it, or a 
Red X is displayed, then you should only 
use the hard shoulder in an emergency. 
The hard shoulder is only opened when 
it’s safe. Be vigilant and be aware of 
breakdowns or stationary vehicles ahead.

On sections of the motorway where the 
hard shoulder has been converted into 
a permanent extra lane, this is marked 
with a broken white line. Emergency 
areas are spaced regularly and are 
clearly marked with blue signs featuring 
an orange SOS telephone symbol.

If possible, always try to get to an 
emergency area, even if the hard 
shoulder is not open to traffic. 
Emergency areas are set back from 
the carriageway and provide better 
protection. Only use emergency areas in 
emergencies.

Variable speed limits
National Highways sometimes varies 
the speed limit on certain sections 
to help steady the flow of traffic and 
reduce ‘stop-start’ traffic jams. Variable 
speed limits can be set at busy times, 
in conjunction with a Red X sign or 
to manage a hazard or incident. They 
can also be automatically triggered by 
sensors that monitor traffic flow.

A speed limit displayed inside a red 
circle is legally enforceable. If you go 
over the speed limit, you’re breaking the 
law and could receive a fine. National 
Highways will let you know when it no 
longer applies by setting the national 
speed limit sign. If no speed limits 
are displayed then the national speed 
limit applies. When speed limits are 
displayed, they remain in place until 
notified that they have ended, or a 

different speed limit is displayed.

Speed cameras are in operation on 
motorways. The police are responsible 
for enforcing speeding offences. 

Always drive to a safe speed according 
to the conditions and be aware of your 
stopping distances; take special care 
when driving in poor weather.

Lane discipline
Keep left unless you’re overtaking, no 
matter how many lanes a motorway 
has. This is a simple rule of the Highway 
Code, but one which some drivers don’t 
always follow. 

You should always drive in the left-hand 
lane when the road ahead is clear. The 
other lanes should only be used for 
overtaking slower-moving vehicles. Once 
you’re safely past them, you should 
return to the left-hand lane. This helps 
the traffic flow and avoids lane-hoggers.

You mustn’t drive on the hard shoulder 
except in an emergency, or if directed to 
do so by the police, National Highways 
traffic officers or by signs.
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Electric vehicles
This is considered best practice advice 
for users of electric vehicles:

• Ensure your vehicle has enough 
charge for the intended task, distance 
and duration

• Be mindful that electric vehicles are 
very quiet and pedestrians may not 
hear you coming. Sounding a horn, 
while being helpful, might startle 
someone and they could also have a 
hearing impairment

• In winter, pre-warm your vehicle 
while it is still connected to a charge 
point

• Be mindful that the more electrical 
items you have on, the greater the 
drain on the battery

The best way to avoid range anxiety is 
to plan long journeys to include a charge 
top-up stop. Have a second and third 
charge location in mind, just in case the 
first or second options are not possible.

Download Zap-Map on your phone, it 
shows you where all the charge points 
are, how much they cost, whether they 
are working or in use. https://www.zap-
map.com/

Some of the public charge points may 
require you to download and register 
their app, others will accept your 
preferred payment method at source. 
Zap-Map will show you which charge 
providers require payment via their app.

Extra considerations for 
drivers of vans
Van drivers should know whether their 
vehicle is classified as a van or a car-
derived van. For information on car-
derived vans, please see section below.

Some small vans may look like car-
derived vans when they are not. This is 
important because vans have lower limits 
on National Speed limit roads. 

A van is a goods vehicle of not more 
than 7.5 tonnes maximum laden weight. 
Check with your Manager if you’re not 
sure on the classification of your vehicle.

Driving modern vans can feel and handle 
like a large car but there are some 
considerations that drivers, especially 
people new to driving vans, should be 
aware of:

Visibility is restricted due to not being 
able to see through the rear windows 
and side windows making reversing 
particularly difficult. If you need to turn 
your van around after doing a job, it’s far 
safer to turn it around immediately you 
arrive, a lot can change while you are 
away.

Blind spots – vans have more than cars 
so you need to use side mirrors more 
often and always be prepared to do a 
shoulder check/s prior to making any 
manoeuvre, especially a lane change. 
Signal in good time and look out for/ 
listen for warning signs from road users 
you might not have seen.

Speed limits & restrictions – some vans 
have different speed restrictions on 
them due to their size, weight or if fitted 
with a speed limiting device. Check the 
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specification of your vehicle and refer 
to the speed limit rules in the Highway 
Code. For more information: https://
www.gov.uk/speed-limits

Height & width – know this and arrange 
for a sticker to be placed in the vehicle 
if needs be, both in metric and imperial 
measurements. Watch out for height 
restriction bars in car parks etc. and be 
careful with narrow gaps. Your vehicle 
may be wider than you think, especially 
side mirrors on larger vans, which 
protrude more. Take account of loads 
carried on roof racks.

Loading /Overloading – According to 
the Vehicle Inspectorate, 93% of vans 
stopped were overloaded. So you must 
know the carrying capacity of your 
van. This can be complicated so seek 
advice from your Manager. For detailed 
information: https://www.gov.uk/
vehicle-weights-explained

You should know where to find the plate 
containing weight and load information 
on your van; the approximate weight of 
your intended loads; and the location of 
your nearest weigh bridge. Remember, 
if you get caught driving an overloaded 
van, you will be fined personally.

Loads should be distributed evenly 
across the compartment and secure. 
Be mindful of loads that might shift in 
transit which could adversely affect the 
handling, particularly when braking or 
negotiating bends.

Handling characteristics – Most of 
the time the van will handle a bit like 
a car but there are some noticeable 
differences that should be considered:

Weight – when fully laden the vehicle 
may be slower to accelerate and take 
longer to stop, especially on wet or 
slippery road surfaces.

Cornering – high top vans and especially 
when fully laden will tend to understeer 
when negotiating bends, particularly 
if you are approaching too fast. Check 
your mirrors and slow-down in plenty 
of time, selecting a gear appropriate to 
the speed so you can power around the 
bend at a constant speed - but don’t 
accelerate until on the straight.

Side & cross winds – The higher and 
larger the van the more susceptible it is 
to sudden movement when faced with 
side winds or when passing or being 
passed by larger vehicles.

Side door v Rear doors – Consider 
which door would be best when loading 
and unloading. If you’re parked on the 
public highway, the side doors are safer 
as you are unloading onto the pavement. 
That said, you should do an on the spot 
risk assessment to determine the safest 
method based on local conditions. Loads 
can shift in transit so be careful when 
opening any door. 

Speed limiters – Check if a limiter is 
fitted and what speed it’s governed to. 
Be careful when needing to gain speed, 
to overtake for example, as your limiter 
may restrict your ability to manoeuvre in 
the way you intended.

Car-derived vans (CDV) – These are 
vehicles designed to weigh no more 
than 2 tonnes when loaded fully. They 
are based on car designs or the vehicle 
is built from a platform which has been 
designed and developed to be built as 
a car or a van by the same manufacturer. 
As a rule, from the outside, these 
vehicles will look like the size of a car, 
but on the inside the vehicle will look 
like and function as a van, because it has:

• no rear seats, rear seat belts or 
mountings
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• a payload area with floor panel in 
the rear of the vehicle

• no side windows in the rear of the 
vehicle or, if present, side windows 
will be opaque and fixed (with no 
means of opening or closing)

If your van is a CDV, it will be recorded 
under ‘body type’ on the vehicle’s 
registration document (V5C). If there is 
any other entry under ‘body type’ the 
vehicle is not registered as a car derived 
van and is subject to van speeds, which 
are lower than for cars on national limit 
roads.

And finally
Please remember that the information 
in this handbook is not a replacement 
for the Highway Code, which as well 
as highlighting the rules of the road, 
contains a wealth of information and 
advice. 

You must also make yourself aware of 
any driver safety or related policies your 
business has in place.

Thank you for taking the time to read 
this handbook. Safe driving!
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