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Welcome   

 
At Insert your company we take the safety of every colleague very seriously. Driving is 

one of the most dangerous tasks most of us undertake on a daily basis and it is for that 

reason we have issued you with this driver handbook. 

 

We all need to take responsibility for our safety and for the safety of others during the 

course of our daily work; including when we are driving. 

 

This Driver Handbook has been developed with your safety in mind and contains 

important information you need to be aware of, understand and comply with when 

driving on Company business, even those of us who use our own vehicle or do limited 

mileage. 

 

Please ensure you read this handbook carefully, understand its contents and keep it 

handy. It is a key tool, helping you to stay safe and incident free. 

 

 

Drive Safely    

 

Managing Director 
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Introduction  
 

 Your dri ver handbook is split into four sections: 

¶ Driver  

¶ Vehicle 

¶ Journey 

¶ Safe Driving 

This will help you to ensure that you arrive at your destination safe and sound.     

 

Our staff are our most valuable asset and driving is the most dangerous task that we ask 

you to undertake. If you have been provided with a company car, this is probably the 

most expensive piece of equipment Insert your company  supply for your use. It must be 

treated with care and cleaned on a regular basis and be well maintained in accordance 

with the manufacturerôs recommendations. 

 

You only get one chance to make a good first impression: clients and colleagues will look 

at the appearance of your vehicle as part of the overall picture and judge Insert your 

company  accordingly. Damaged, untidy and dirty vehicles give an unprofessional view 

of both the company and the individual.                                           

                      

Unless stated otherwise the guidance contained within this handbook applies to company 

car drivers, pool car drivers, drivers using their own vehicle on company business and 

drivers of any other type of company vehicle. 

 

Please sign, date and return the confirmation form at the end of this handbook, by which 

you will confirm that you understand the rules and company policies relating to driving 

on company business contained within this handbook. 
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Overview 
 

A breach of the following rules could result in disciplinary action, which, in severe 

cases, could include dismissal. Most importantly, failure to follow the guidelines 

could lead to serious injury or death of the driver and/or others. 

 

¶ Health and Safety legislation covers all those who drive on company business. 

Drivers must at all times have regard to the safety of others, who may be affected 

by any aspect of the use of the vehicle. 

¶ The Company expects all drivers to show the highest driving standards and 

display courtesy to other road users at all times. 

¶ The Company expects all drivers to keep their knowledge of the Highway Code 

up to date, and to adhere to the rules and regulations contained within it at all 

times. 

¶ You must be medically fit to drive (sec 94 Road Traffic Act 1988); you must not 

be taking any medication or drugs or have consumed alcohol that could affect 

your driving (sec 3-4 Road Traffic Act 1991). 

 

 

 

 

¶ Drivers must not ódrink and driveô. 

¶ If you drive a vehicle on Company business you must have a valid driving 

licence. If your licence is revoked you must report this to your line manager 

immediately. 

¶ Drivers must promptly pay any fines or parking tickets obtained. 

¶ It is the driverôs responsibility to ensure that their vehicle (company or privately 

owned) is roadworthy before using it on the public highway. 

¶ Drivers must ensure any vehicle (including privately owned) used for Company 

business is presented for scheduled maintenance in accordance with the 

manufacturersô recommended servicing intervals. 

¶ All accidents and incidents which occur to Company vehicles (and privately 

owned if they occurred on Company business) must be reported immediately via 

the appropriate reporting channel. 

¶ Seat belts must be worn by drivers and passengers, unless you have a medical 

exemption. 

¶ Hand held mobiles phones must not be used whilst driving and before using a 

hands-free phone, consider if the call is essential and will your safety be 

compromised. 

¶ If you are provided with a company vehicle, you must keep the vehicle and its 

contents secure.   

 

 

 

 

It is your responsibility to inform your manager of any health 

issues that may have an effect on your ability to drive. 
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Safe Driving Declaration 

 
Insert your company has made a declaration to do everything it can to protect its 

people and the safety of other road users. Our goal is a zero accident rate. 

 

We are looking for the highest standards from our employees who are required to 

drive as part of their work and would like your commitment to try to be a safe and 

environmentally efficient driver .  To achieve this, everyone who drives on Company 

business is being asked to abide by the following declaration. 

 

 

In line with  the Driverôs Handbook, I intend to: 

 

¶ Comply with the Highway Code at all times. 

¶ Adhere to Insert your company policies, advice and guidelines relating to road 

safety. 

¶ Ensure that I attend and approach any driving related course (supplied by the 

Company or its suppliers) with an open mind and a willingness to improve my 

driving. 

¶ Ensure that I am always fit to drive, and not impaired in any way, before 

commencing a journey. 

¶ Carry out vehicle checks (as described in this handbook) at least weekly. 

¶ Accurately and honestly report any damage done to a company vehicle through 

the internal reporting system 

¶ Accurately and honestly report any accident that I am involved in (privately 

owned vehicles, drivers should report accidents whilst on Company business) so 

that the circumstances can be investigated and actions taken to reduce further risk. 

¶ Immediately report (company vehicles) and rectify (all company drivers) any 

vehicle defects and safety concerns. 

¶ Ensure any vehicle used on company business is always presentable and clean. 

¶ Show consideration for the safety of passengers and all other road users. 
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Fit to drive 
 

Every employee who drives on Company business has a responsibility to ensure that 

they are fit to drive. This includes: 

 

¶ Ensuring that their driving is not impaired by alcohol and they are within UK or 

relevant countries drink drive limits. 

¶ That they are not under the influence of illegal drugs. 

¶ That they are not taking prescription or legal recreational drugs that impair 

driving. 

¶ Ensure that their eyesight meets at least the minimum legal requirement for 

driving and are wearing glasses / contact lenses if required. 

¶ That they are not at a level of tiredness that impairs their driving 

¶ That they are in the right frame of mind to drive and are not suffering from any 

condition which may impair their judgment. 

 

Drugs and Alcohol 

 

It is against the law to drive if you are under the influence of drugs or alcohol. If you are 

taking prescribed medicines or drugs you are advised to check with your doctor or 

pharmacist if you would still be safe to drive whilst taking the medication. 

 

Although there is a legal limit, alcohol is a drug which affects the nervous system and 

impairment starts the moment you have your first drink. It is therefore, advisable not to 

drink and drive at all. Please be particularly aware of the dangers of the ñmorning afterò. 

Never drink excessively before driving the next day and always give the body plenty of 

time to process the amount you have consumed. 

 

Insert your company has a clear policy on substance abuse and requires all drivers on 

Company business to avoid impairment of their ability, due to any substance taken for 

recreational or therapeutic purposes. Driving at work whilst impaired through illegal 

drugs or substances and/or above the drink drive limit for alcohol is prohibited. The 

contravention of this requirement is a disciplinary offence and could lead to dismissal. 

 

Facts and Figures about Alcohol 

 

 

 

 

  

 

 

 

 

 

It takes 1 hour for each unit of alcohol to be processed through the body, which 

means 2 pints of beer will take 4 hours ï a statistic that should be noted in relation 

to the ómorning afterô. 

 

A unit of alcohol is ½ pint of ordinary strength beer or lager (3.5%) or 1 small 

glass of wine (9%) but nowadays many wines tend to be 11% ï 13% in strength 

and served in larger glasses. Most beers and lagers are now 4% ï 5 %, which 

means you should take great care if you do decide to drink within the legal limit. 

 

Alcohol has a greater effect on women than men. Women are generally smaller 

and lighter and their metabolism is different. As a rule of thumb, for every 3 

drinks a man can have, a woman can only have 2. 
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Eyesight  

 

Unless you have your eyes tested regularly, you may not be aware of how good or bad 

your eyesight is. 

 

All drivers, irrespective of whether they wear spectacles, contact lenses or have never had 

eyesight problems, should visit an optician at least every 24 months for a check up. 

 

It is an offence to drive a motor vehicle on the public highway if the driver is unable to 

meet the minimum eyesight requirements, which are: you must be able to read a vehicle 

number plate with letters 79.4mm high from a distance of 20.5 metres. 

 

 

Tiredness 

 

Sleep-related vehicle accidents are often more serious than other accidents because of the 

relatively high impact speeds. 

 

There are a number of factors that might cause fatigue and impact on your ability to 

drive safely: 

 

¶ time of day: dawn, dusk 

¶ type of road: motorway, country road 

¶ long driving periods without a break 

¶ drugs (prescribed and/or narcotic) 

¶ alcohol 

¶ the after effects of a heavy meal 

¶ sleep deprivation 

 

To help avoid becoming sleepy or tired  while driving:  

 

¶ plan journeys 

¶ take a break of at least 15 minutes every 2 hours 

¶ do not consume alcohol before driving 

¶ be aware of the possible effects of prescribed drugs 

¶ avoid eating a heavy meal 

 

If you feel tired whilst driving the only safe thing to do is: Find a safe place to stop and 

take a short nap, remember to lock all doors if you sleep in the vehicle. 
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The Right State of Mind 

 

It can be extremely dangerous to drive if your mind is elsewhere or if you are emotionally 

charged. If you are excited at the success of a new promotion, or angry at the order you 

just lost, take time to release those emotions before getting behind the wheel. 

 

If you are late, take a moment to make a telephone call to pre-warn the person you are 

meeting or tell yourself that being late is not the end of the world. However you deal with 

what is on your mind, make sure that by the time you get into the vehicle, you are calm 

and focused on your driving. 

 

Stress can manifest itself in many forms, and in the work environment it can lead to 

anxiety, being short-tempered, impatience etc ï all the types of emotions not conducive 

with safe driving.  

 

However stress affects you, try and release your emotions before driving and ensure that 

you are calm and in the right state of mind when you get behind the wheel. 

 

Remember, your safety and the safety of other road users is far more important than a 

missed meeting, a late report or any other factor that might be contributing to your 

anxieties. There is also nothing you can do about these whilst you are driving. Detach 

yourself from these ópressuresô and focus on reaching your destination safely. 

 

 

 

Mobile Phone 
 

Whilst driving, it is essential that you are not distracted from the task in hand.  

 

Latest research shows that using a mobile phone will slow reactions by a greater amount 

than either alcohol or drugs. It is, therefore, recommended not to initiate, or answer, a 

mobile phone call, or use any other piece of 2-way communication equipment at all. 

 

Although the need to keep in touch in our modern working lives is important, it is worth 

asking yourself whether a telephone call is more important than your safety, and the 

safety of other road users. Take regular stops to retrieve messages and make telephone 

calls, and ensure the time required for this activity is built into your journey plan. 

 

It is an offence to use a hand-held mobile phone whilst driving and even using hands-free 

there is still a risk of prosecution for failing to have proper control of the vehicle. 
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Authorization  of Drivers 

 
All authorized (including drivers who use their own vehicle) drivers must hold a current 

driving licence for the type of vehicle they are required to drive. You will be required to 

produce both the photo card and paper counter part of your licence for inspection before 

being authorized to drive on Company business. Drivers who use private vehicles on 

company business will also be required to produce annually their insurance certificate for 

business cover, evidence that their vehicle has been serviced in accordance with the 

manufactures recommendation, by a qualified mechanic and MOT certificate, where 

appropriate. 

 

The following are authorized to drive Company cars: 

 
¶ The employee is the main driver 
¶ Partner second named driver for social and domestic purposes 
¶ The employee may give permission for any other individual to drive the vehicle in 

case of an emergency. The employee must be satisfied that the person has a full 
clean driving licence etc. 

¶ Any other Insert your company employee for business purposes 

 
The following are restrictions relating to the use of Company vehicles: 

 
¶ No learner drivers may drive a company vehicle at any time. 
¶ Nobody under 25 years 
¶ The contract hire vehicle may be used for social, domestic and pleasure as well as 

for the purpose of employment 
¶ The employee must not use the car for: Speed, performance or reliability trials or 

similar events, giving driving instructions, re-leasing or the conveyance of 
persons for payment. 

 

Who is insured? 
 

Before allowing anyone to drive a Company vehicle, the authorized driver/keeper of the 

vehicle must make sure that he/she has checked the individualôs driving licence and is 

satisfied that the individual is able and entitled to drive. You must keep a record 

including times and dates that the vehicle is being used by an additional driver. 

 
In the event of an accident which is the fault of the Associate or where uninsured losses 
cannot be claimed from a third party the driver will be liable for the following costs 
 
¶ First incident                          £ ???   
¶ Second incident                      £ ???    
¶ Third incident              £ ???  

¶ ¿Every other incident             £ ???  
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Driving Licences 

 
Checks on the validity and existence of driving licences are an important and essential 

part of road risk management and allow Insert your company  to provide appropriate 

support and guidance to drivers if required. 

 

Your licence will be checked on the commencement of your employment and then: 

 

¶ every year unless 

¶ you have 6 or more points, then it will be checked every 6 months 

¶ you have 9 or more points, then it will be checked every 3 months 

 

You must report to your Fleet Manager, immediately if you are awarded any 

penalty points on your licence so this can be recorded. 

 

Driving Abroad  

 
You must obtain permission before taking your company vehicle abroad whether for 

business or private use. 

 

A green card is no longer required for EU countries and a number of other European 

countries, detailed on the certificate of motor insurance.  

 

 
 

Please ensure that you take out appropriate breakdown repatriation assistance. 

 

Although most road signs and markings are standardized throughout Europe, there are 

some differences; you should ensure you are familiar with the signs and rules that apply 

to individual countries.  

 

 

Motoring Offences 

 
Anyone who has to drive on company business is responsible for the payment of all fines 

resulting from a motoring offence, including fixed penalty fines for parking and speeding. 

 

Drivers must inform the Fleet Manager if their driving licence has been suspended 

or revoked for any reason. 

 

 

 

You must remember to take your Certificate of Motor Insurance with you 
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Speed limits 

 
Speed limits must be adhered to at all times, the national speed limit is the absolute 

maximum and like all other maximum speed limits it does not mean it is safe to drive at 

that speed irrespective of conditions. Always be aware of the speed limit for the type of 

vehicle you are driving. 

 

Maximum Speed 

Vehicle Street lights & no other 

speed signs 

No Street lights & no 

other speed signs 

Dual 

Carriageway 

Motorway 

 

Car 

 

 

30 mph 

 

60 mph 

 

70 mph 

 

70 mph 

 

Incident Reporting ï Road Traffic Accidents 

(RTAs) 
 

A RTA is when a vehicle is involved in causing damage or injury to any other person, 

vehicle, animal*  or property (*dog or farm animal) 

 

Any incident, however minor, causing damage to a company vehicle (or privately owned 

vehicle if being used on company business) or involving a third party, must be reported to 

the Fleet Manager immediately following an accident. 

 

If you witness an accident that you were not directly involved in, you have a legal 

obligation to provide information to the Police 
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Following an accident: 

 

¶ Stop ï the driver must stop and get out of the vehicle when safe to do so. 

¶ Consider ï Do the emergency services need to be called? 

 

 

It is your legal obligation to contact the Police if: 

 

¶ anyone is injured 

¶ a dog or farm animal is injured 

¶ a third party fails to stop 

¶ an offence has been committed 

¶ Your vehicle has been stolen, vandalized or broken into. 

 

 

 

 

 

¶ In the event of damage to another personôs vehicle or property, you should 

attempt to identify the owner and swap details. 

¶ Exchange names, addresses, telephone numbers and insurance details. 

 

 

 

 

 

 

IN THE EVENT OF AN ACCIDENT  

 

Should you unfortunately be involved in a road traffic accident please try to 

remember the following: 

 

¶ Try to remain calm 

¶ Switch off the engine 

¶ Do not move a seriously injured person (unless at a real risk of fire) ï loosen any 

tight clothing and try to keep injured person(s) warm. 

¶ Remove any passengers who are not seriously injured. 

¶ If anyone is injured call an ambulance and police. 

¶ Do not or allow anyone else to smoke anywhere near damaged vehicles. 

¶ If someone is injured do not move the vehicles, unless there is a danger to other 

traffic. 

¶ If no one is injured note the position of all vehicles before they are moved. If 

possible involve an independent person in this process. 

¶ Take steps to warn other road users ï for example use hazard warning lights or 

triangle, at night ensure no one obstructs the lights by standing close to damaged 

vehicles. 

¶ Record all relevant important information; 

After a RTA you MUST report the accident as soon as possible. 

Do not admit liability.  
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¶ Sketch position of all vehicles 

¶ Road number/street name 

¶ Road markings and other traffic signs 

¶ Weather conditions 

¶ Exact time and estimated speeds 

¶ Description/make/model of other vehicles involved 

¶ Registration and drivers names, (owners name/details if different) 

addresses, telephone numbers, insurance details  

¶ The name(s) and addresses of any injured parties and hospital details if 

casualties are conveyed to hospital 

¶ Description of other vehicle or property damage 

¶ Name and addresses of any independent witness and any attending police 

officers name/division/number 

¶ Remember it is an offence not to exchange insurance details following a 

road traffic accident and in the event of any personal injury due to a road 

traffic accident, the police must be informed of the details. 

¶ Report the accident information as soon as possible to the Fleet Manager. 
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Vehicle Accident Check List 
 

1. DO NOT admit liability in any circumstances 

2. Make a sketch showing road widths, traffic lights, signs, warnings, car positions. 

3. Gather the following information 

 

 

Vehicle Accident Information List 
General Information 

Accident Date: 

Time:  

Location: 

Circumstances: 

 

 

 

 

Third Party Information  

Third Party Name and Address: 

 

 

 

 

Third Party Telephone Number: 

Third Party Vehicle Make and Model: 

Damage to Third Party Vehicle: 

 

 

 

Number of Passengers in Third Party Vehicle: 

Insurance Details: 

 

 

 

Witness Information 

Witness Name and Address: 

 

 

 

 

Witness Telephone Number: 

Police Details 

Police Officer Name and Number: 

Division: 

Crime Reference Number: 
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Security 
 

 

 

 

Personal Security 

 

The following guidance will help to keep you and your vehicle safe: 

 

¶ Keep doors locked and windows up in slow moving or stationary traffic 

particularly in urban areas. 

¶ Fill up with fuel before the gauge indicates ¼ of a tank remaining. 

¶ Always lock the doors when you leave the vehicle, even if going to pay for fuel. 

¶ Never pick up hitchhikers or offer lifts to strangers 

¶ Beware of drivers signaling faults about your vehicle; donôt stop immediately, 
drive on slowly until it is safe to stop and check. 

¶ Always remove keys from the ignition, especially if you have been hit from 

behind. 

¶ Park in well-used and well-lit areas and car parks; unless you need access to the 

boot always reverse into a parking space. 

¶ Remove all valuables from view. 

¶ Remove items that would identify the car as being used by a company driver. 

¶ Plan your journey and have an alternative plan in the event of unforeseen 

problems. 

¶ If travelling alone, especially if going on an unfamiliar journey always ensure that 

a responsible, trusted person, is aware of your approximate arrival time and 

journey route. 

 

 

 

 

 

 

Security measures 
 

¶ Always take your keys with you and activate the alarm 

¶ Remove all valuables from view e.g. sat-nav systems (remember if the suction cap 

leaves a mark on the windscreen always wipe it off as it indicates to a thief that 

the sat-nav could be in the glove box). 

¶ Remove items that would identify the car as a used by a company driver such as 

business cards, brochures etc. These to a thief could suggest a laptop, samples etc 

in the boot. 

¶ Always carry laptops and other valuable items in the boot, do not place them in 

the boot in full view of others such as at a motorway service station car park. 

¶ Never leave the vehicle unattended with the engine running. 
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Road Rage 

 

Whether you are being tailgated because you pulled out in front of another driver, hooted 

at because you forgot to indicate, or subjected to physical violence in its most extreme 

form, road rage has become common place on our roads. 

 

Whilst many people claim to be entirely innocent victims, in most cases road rage is 

caused by 2 parties antagonizing each other. 

 

To avoid it: 

 

¶ Never react aggressively to another driverôs actions, however bad they might be 

¶ Always avoid dangerous situations, rather than become involved in them (for 

example, move over to let a tailgater past, rather than speed up to try and get away 

from him) 

¶ Remain courteous even when another driver is being abusive  

¶ Never make abusive hand gestures, hoot your horn or flash lights aggressively 

¶ Remain calm and maintain your own good driving 

¶ Tell yourself óits not worth taking the baitô and it will be over in a matter of 

seconds 

 

Tailgating 

 

Tailgating typically occurs when another driver wants to go past the car in front, or is 

showing their annoyance at the other personôs driving, and as a result drives extremely 

close to them. 

 

It is, therefore, very dangerous and if it happens to you, you must remove the hazard 

calmly and courteously. 

 

First of all, maintain your speed. Do not brake or speed up, as this will antagonize the 

situation. If you are on a motorway or dual carriageway, pull over as soon as you have an 

opportunity to do so and let them past. 

 

If you are on a single carriageway, either find an opportunity to pull into a lay by, or 

leave plenty of space between you and any vehicle in front so that your tailgater can 

overtake at the next opportunity. 
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ñCAR JACKING ò 

 

This kind of attack is infrequent but the advice below can minimize the risk should it 

happen to you. It is important that you plan ahead for your personal safety. You are 

responsible for recognizing and coping with potentially dangerous situations. 

 

Before parking the vehicle: 

 

¶ Keep your doors locked whilst driving and valuables out of view. 

¶ Be aware of people loitering near your vehicle before you get out. 

¶ Try, wherever possible, to make sure that you can see and be seen at all times. 

¶ If you suspect you are being followed keep driving until you reach a busy public 

place or police station to get help. 

¶ If you feel threatened attract attention by continually sounding your horn, using a 

personal safety shriek alarm or call for police on a mobile phone noting 

descriptions and registration numbers.  

 

However, if you become a victim of an actual robbery: 

 

¶ Donôt take risks 

¶ Try to remain calm 

¶ Hand over the car keys 

¶ Avoid agitating the car thief, do exactly what you are told 

 

 

Do remember details: 

 

¶ Make a mental note of the appearance of the car jackers 

¶ Even if the thieves are wearing a mask, note clothing, accent, tattoos, mannerisms 

¶ Note anything they have touched 

¶ Note direction of escape, make model, colour and registration number of any get-

away vehicle 

¶ Report the incident to police as soon as possible 

¶ Do not drive again until you have calmed down from the ordeal 
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