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DRIVING STANDARDS POLICY


1. Purpose 
[bookmark: _Hlk135141619]The purpose of this policy is to establish comprehensive driving standards for employees and contractors of << Business name>>. This policy aims to prioritize safety, minimize accidents, protect employees and the public, and safeguard the company's assets. It provides guidelines for responsible driving behaviour and disciplinary actions to ensure compliance with applicable laws and regulations.
2. Scope 
This policy applies to all employees and contractors who operate company-owned vehicles, rental vehicles on company business, or their personal vehicles. It encompasses all work-related driving activities, including commuting, client visits, deliveries, and any other driving tasks conducted on behalf of the company. It also includes driving for personal use, as infringements caused whilst driving for personal use may affect an individual’s vocational licence.
3. Driver Qualification and Authorization 
· Valid Licence: All employees and contractors must possess a valid driver's license appropriate for the type of vehicle they will be operating. It is their responsibility to maintain a current and valid license throughout their employment or contract period. << Business name>> will check the driver’s entitlement as part of a pre-employment check and periodically after to confirm a driver’s ongoing suitability.
· Driver Approval Process: Before operating any company vehicle, employees and contractors must receive explicit authorisation from their respective supervisors or the appropriate department. Approval will be based on factors such as driving history, qualifications, and job requirements.
4. Compliance with Traffic Laws and Regulations 
· Knowledge of Laws: All employees and contractors must be familiar with and adhere to all applicable traffic laws, regulations, and local ordinances while operating any vehicle on behalf of the company. This includes but is not limited to speed limits, traffic signals, right-of-way rules, parking regulations, and road signage. 
· Defensive Driving: Drivers are expected to exercise defensive driving techniques, anticipating and avoiding potential hazards and maintaining a safe distance from other vehicles.
· Speed Limits: Drivers must always observe posted speed limits and adjust their speed according to road and weather conditions to ensure safe operation.
5. Safe Driving Practices 
· Seat Belts: Drivers and passengers must wear seat belts at all times while the vehicle is in motion, in accordance with legal requirements. 
· Mobile Devices and Electronics: The use of mobile phones or any handheld electronic devices while driving is strictly prohibited, except when using hands-free technology as permitted by local laws. Drivers must prioritize their attention to the road and avoid distractions caused by electronic devices or other non-driving activities. 
· Impaired Driving: Operating a vehicle under the influence of alcohol, drugs, or any other substances that impair driving ability is strictly prohibited. Employees must report any prescribed medications that may affect their driving ability to their supervisor or the appropriate department for consideration of the suitability to continue driving.
· Fatigue Management: Drivers must manage their fatigue and ensure they are well-rested before operating a vehicle. If employees or contractors feel fatigued or excessively drowsy, they should refrain from driving and seek alternative arrangements.
· Distracted Driving: Drivers must maintain focus on the road and avoid engaging in activities that may divert their attention, such as eating, grooming, adjusting vehicle controls, reading, or excessively interacting with in-vehicle technologies.
6. Use of Personal Vehicles for Company Purposes
· Authorization and Documentation: When using personal vehicles for company purposes, employees and contractors must obtain prior authorization from their supervisor or the appropriate department. They should also provide proof of valid driver's insurance coverage and ensure their vehicle is properly registered and maintained. 
· Reimbursement and Insurance: Employees using personal vehicles for company purposes may be eligible for mileage reimbursement or other agreed-upon compensation. It is the responsibility of the employee to maintain appropriate insurance coverage for their vehicle, as required by local laws.
7. Reporting Accidents, Incidents, and Near Misses 
· Immediate Reporting: Employees and contractors involved in any accident, incident, or near miss while operating a company vehicle or a personal vehicle for company purposes must report the details of the event immediately to their supervisor or the appropriate department. Prompt reporting helps facilitate appropriate response, documentation, and resolution. 
· Accident Investigation: The company will conduct thorough investigations into accidents to identify contributing factors, determine liability, and implement corrective actions to prevent future incidents. Employees involved in accidents must fully cooperate with the investigation process.
8. Reporting of Fixed Penalties and Road Traffic Violations Whilst Driving Non-Commercially
· Any fixed penalties or prosecution for infringements including, but not limited to, speeding, mobile phone use, careless driving, dangerous driving must be reported to << Business name>> in a timely manner. This includes any fixed penalties or prosecution received whilst driving non-commercially. << Business name>> legally has to inform the Office of The Traffic Commissioner (OTC) of any fixed penalty or prosecution within 28 days of the driver receiving it. Failure to notify the OTC may result in a Driver Conduct Hearing and/or a Public Inquiry for << Business name>>
9. Disciplinary Action and Consequences 
· Violations and Consequences: Failure to comply with this policy may result in disciplinary action, which can include verbal or written warnings, suspension, termination of employment, and, in serious cases, legal action if applicable. The severity of the disciplinary measures will be determined based on the nature of the violation, previous offenses, and potential impact on safety and company interests. 
· Driver Improvement Programs: The company may offer driver improvement programs, defensive driving courses, or other training initiatives to promote safe driving behaviours and enhance driver skills.

10. Policy Responsibility and Review
· [bookmark: Text63]Overall responsibility for this Driving Standards Policy within <<Business name>> and the implementation thereof lies with <<insert name and position / department etc.>>.
· This Driving Standards Policy is regularly reviewed and updated as required.
· [bookmark: Text60]This Driving Standards Policy was adopted on <<insert date>>.
· [bookmark: Text61]This Driving Standards Policy was last reviewed on <<insert date>>.
· This Driving Standards Policy will be reviewed, on <<insert date>>
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