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DRIVING TO WORK CHECKLIST
This checklist is designed to assist companies in evaluating and managing risks involving employee driving activities. The following should be completed by a competent person who has knowledge of the relevant procedures and documentation. Where the answer is ‘no’, please complete the action report at the end of this document. 

	
Assessment Date:


	
Completed By:





*Please state ‘N/A’ if not applicable.
	VEHICLES
	YES 
	NO

	Are regular checks carried out to ensure that MOT certificates for privately owned vehicles (over three years old) used for Company purposes are valid?

	
	

	
Are any loose items properly secured so that they do not distract to the driver?

	
	

	Are arrangements in place for vehicle preventative maintenance, including in accordance with the manufacturer’s recommendations?

	
	

	In addition to the checks carried out by the Company’s driver, does the Company itself carry out regular checks on the condition of Company’s vehicles?

	
	

	
Is it ensured that commercial vehicle load limits are not exceeded?

	
	

	Are vehicles with comparative good safety track records purchased where possible for company use?

	
	

	
Are ergonomic factors considered before the Company purchases or leases vehicles?

	
	

	Privately owned vehicles are only used for business purposes where they are correctly insured?

	
	

	
	
	

	
	
	

	DRIVERS
	YES 
	NO

	
[bookmark: _GoBack]Are driving skills required for a post specified and adhered to?

	
	

	Do employees have relevant experience and a good track record? Are references taken up to confirm this?

	
	

	
Is a driver safety handbook provided?

	
	

	Are driver training needs assessed, and are there appropriate training plans budgeted for and implemented, including the induction training?

	
	

	Is training prioritised in terms of risk (highest mileage, longest journeys, young drivers, high accident records etc)?

	
	

	
Can drivers satisfy the eyesight requirements of the highway code?

	
	

	Do drivers know who and how to contact persons in the event of a problem with a Company vehicle?

	
	

	Are drivers informed not to drive when tired, under medication or suffering from an illness that might impair judgement and driving ability?

	
	

	
Do drivers know how to deal with a breakdown?

	
	

	Where necessary, the driving policy is supplemented with other written procedures and briefings to drivers?

	
	

	
Are commercial drivers aware of the height and width of their vehicle?

	
	

	Are drivers aware of how to drive in adverse weather conditions (e.g. taking extra care if driving light loads on high sided vehicles in strong winds; slowing down when appropriate; using fog lights, etc)?
	
	

	Does the Company instruct drivers to carry out safety checks: tyres, lights, fluid levels, etc.

	
	

	
Do commercial drivers know how to distribute loads safely?

	
	

	
Are drivers aware of the risks of driving when tired?

	
	

	
Do drivers meet the relevant medical requirements for commercial vehicle licences?

	
	

	
Are drivers made aware of any significant findings of the driver safety risk assessment?

	
	

	Are drivers aware of the risks of driving whilst on a mobile phone, and the potential penalties associated with this (both legal and with respect to company disciplinary procedures)?
	
	

	Do employees have a current driving licence for the vehicle to be driven adequately (including motorcycles, cars, PSV and LGV), and its validity is checked upon employment and at regular intervals?
	
	

	Do drivers know how to adjust the safety features of their vehicles (seat belts, head rests to reduce the risk of whiplash injuries) and their seats to avoid potential ergonomic injuries?
	
	

	
	
	

	
	
	

	JOURNEYS
	YES 
	NO

	
Are trainee driver needs taken into account?

	
	

	Have schedules been planned to consider natural body rhythms and sleep patterns (for example, avoiding driving between 0200 to 0600 hours)?

	
	

	
Is a policy in place whereby drivers take regular rest breaks?

	
	

	Are there plans in place for the safest routes to be taken? (i.e. minor roads, or roads with low bridges, or level crossings, may need to be avoided by larger commercial vehicles)?

	
	

	Are drivers actively discouraged from driving when tired? For example, are they allowed to have overnight stays or take other forms of transport rather than drive?

	
	

	
Are arrangements in place to ensure that driving at times of peak traffic flow is avoided?

	
	

	Are arrangements in place to take into account adverse weather conditions, and are journeys rescheduled where possible (e.g. are drivers advised not to drive in high winds, or heavy snow, or told to undertake alternative routes where appropriate, or travel at alternative times)?
	
	

	Are arrangements in place for tachographs to be monitored to ensure driving limits are not being exceeded?

	
	

	Have criteria been set to stop drivers undertaking long drives, including at the end of working days (e.g. setting up upper mileage limits)?

	
	

	Are arrangements in place to ensure that work schedules do not unduly pressurise drivers, for example if drivers are encouraged to speed to meet unrealistic delivery schedules (speeding convictions would be an indication of whether these arrangements were working)?
	
	

	Where possible, alternatives to driving has been sorted out, including using public transport, moving goods by train, etc?

	
	



	ACTIONS TO BE TAKEN BY COMPANY

	Issue Identified
	Corrective Action
	Name of Responsible Persons
	Implementation Date
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