Guide to...

DRIVERS’
RESPONSIBILITIES
Company car drivers have a number of responsibilities that are
part and parcel of their agreement with their employer, which
should typically be detailed in the company’s driver handbook.
These responsibilities cover a whole host of regulatory, compliance and
operational requirements that drivers need to be familiar with. In this guide
to drivers’ responsibilities, we look at some of these elements and highlight
those we feel that drivers should be most aware of.

VEHICLE
CONDITION
As a company car driver, you are responsible for your
vehicle’s condition and ensuring that it remains
roadworthy at all times. Regular vehicle condition
checks should be carried out to ensure this, including:
All ﬂuid levels, including AdBlue,
where appropriate
Tyre tread depth and pressures
Automotive glass
Headlights
Bodywork
Interior cleanliness
Also be aware of:

TRAVELLING
ABROAD
Most employers allow their employees to take their
company cars to EU countries on holiday and for
business trips, as well as other non-EU countries
such as Switzerland and Norway.
As the driver, you are usually responsible for all costs
associated with foreign travel whilst using a company
vehicle on holiday and should contact the ﬂeet
management department to discuss arrangements for
breakdown and recovery beforehand.
As well as this, also consider additional safety equipment:
In most EU countries, you are required,
by law, to carry additional equipment
such as, a bulb kit, warning triangle,
ﬁre extinguisher, breathalyser and high
visibility jackets.
Ensure you know the requirements of the
country you are visiting before you travel.

Laws about smoking in vehicles
Up to date vehicle submission reports
– as required by the employer or ﬂeet
management company

Click to see
‘Vehicle Maintenance
Checks Guide’
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Click to see
‘Driving Abroad
Guide & Checklist’
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DRIVERS’
RESPONSIBILITIES
COLLISION
REPORTING

Always obtain necessary details to ﬁle a report

Try and take photos where possible
In the event of a collision involving a company vehicle,
you should follow company policy. This may require
reporting the collision to your line manager/ﬂeet
manager as soon as possible, along with any accident
management provider or insurance company.
Click to see
‘What to do if you
have an accident’

Obtain all contact details of the third party

Ensure the emergency services are called if:
Persons are injured
There is serious damage to vehicles or property
Traﬃc ﬂow on a major road is disrupted
There is damage to gas or electricity equipment
A vehicle carrying dangerous goods is involved
There is a suspicion of drink or drugs inﬂuencing
other parties
There is doubt about the legality of other vehicles

DRIVER LICENCE
CHECKS
To drive a car for company business you must:

DRIVER
FATIGUE
To avoid driving tired:

Submit your driving licence to your company
for validation

Take 15 minute breaks for every 2 hours of
continuous driving

Hold the appropriate licence for the category
of vehicle you are driving

Drink caﬀeinated drinks to stay alert

Advise your employer/ﬂeet management
company of any changes of address and
ensure your driving licence is up to date
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Click to see
‘Don’t Drive
Tired Guide’

Guide to...

DRIVERS’
RESPONSIBILITIES
VEHICLE SECURITY
These measures are important to ensure your
company’s insurance cover is not invalidated.
Always lock your vehicle when it is unattended

MILEAGE REPORTING
Reporting on your business mileage on a regular
basis helps your company to comply with HMRC
and avoid ﬁnes.

Consider the security risk of any location where you
leave your vehicle

Determine how much your company will reimburse
you for your business travel expenses

Put all personal eﬀects and equipment out of sight

Provide a record of miles driven – many systems
use mileage trackers to accurately record this

Never leave your vehicle unattended with the keys in
the ignition
Click to see
‘Vehicle Security Blog’

Most systems will allow you to submit your
mileages remotely, via an app or website
If you use your own car for company business, your
company can make tax free Mileage Allowance
Payments to you at a rate of 45p per mile for the
ﬁrst 10,000 miles and 25p per mile thereafter

LAWS
Mobile phones
Most companies have a policy regarding the use of mobile
phones in company vehicles to which you should refer at all times.

Eyesight
If you need prescription lenses for driving, you must wear
them whenever you drive and, for summer driving, ensure
that sunglasses have prescription lenses, too.
Opticians recommend that you get your eyesight tested every
two years. In addition to this, your company may require you
to carry out periodic eyesight checks to the standard speciﬁed
in The Highway Code. Your line manager should contact you if
an eyesight check is required.

Don’t drink and drive
Company policy will inevitably state that you must not drink
alcohol and drive. Any breach of this rule whilst you are on a
business journey could result in instant dismissal from your
employment. Don’t forget – you can still be ‘over the limit’
from the night before so if in doubt, do not drive.
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It is illegal to use a hand-held mobile phone whilst driving
or while stopped with the engine running
If you break this law, you could face a ﬁne of £200 and six
penalty points on your licence, as well as internal
disciplinary procedures
Although it is not an oﬀence to use a hands-free phone,
you can still be prosecuted if your phone has caused a
distraction leading to an incident

Speeding and parking oﬀences
Always comply with the speed limit on the road
Report any speeding or traﬃc convictions to your
line manager immediately
As the driver, any ﬁnes are your responsibility
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DRIVERS’
RESPONSIBILITIES
CODE OF CONDUCT
Vehicle collisions on the road are often a failure of the driver concerned to drive in a manner appropriate
to the situation. This may be due to attitude, distraction or other failures to apply safe driving practice.
The following constitutes safe and responsible driving practice and this code of conduct should be followed
at all times:
Ensure you and all passengers are
wearing seat belts
Act responsibly; be cautious and
aware when driving – it is the most
potentially dangerous work activity
you will engage in
Ensure you are ﬁt to drive – both
physiologically and psychologically
Your mood can seriously aﬀect the
way you drive – if stressed or upset,
be mindful of this
Be courteous at all times and respect
other road users
Good levels of observation and attention
will help you plan and act in good time
In poor visibility conditions, use the
appropriate lights but remember to turn
fog lights oﬀ when visibility improves
The busier the driving environment, the
more information you have to process
– travel at a speed that helps you
manage the workload
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Keep your distance, as over a third of
motor claims involve vehicles running
into the back of the vehicle in front
Keep to the speed limit on all types
of road. The limit is there for a reason
Be particularly cautious when driving past
schools as children may run into the road
Do not engage in conﬂict with other
road users – doing so renders you blind
to other risks around you
Correct signalling informs other road
users and draws their attention to you
Approaching green traﬃc lights,
anticipate them going to amber and
red, don’t accelerate towards them.
Only proceed on amber if you have
already crossed the line, or if stopping
would cause a hazard for other road users
If you hear an emergency vehicle
approaching, make way for it if safe to
do so and be aware of other road users
and how they may respond

