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Introduction 
 
References to employees driving on Council business in this document include full 
and part time employees, temporary, agency and contract workers and volunteers. 
 
This guidance document is aimed at employees who drive on Council business using 
vehicles that are not Council owned, leased or hired vehicles, whether it is their own 
vehicle, a vehicle they have leased or hired, a courtesy vehicle, or even someone 
else’s vehicle that they may be using at the time, for example, a vehicle belonging to 
a family member or a friend that they have borrowed.  
 
The Council has a Driving on Council Business Policy in relation to driving 
Council owned, leased and hired vehicles, which must be complied with by all 
employees who drive any such vehicle. 
 
Driving on Council business includes every such instance where employees are 
driving for what are considered to be work purposes including, for example, where 
they first drive from home on Council business to some location other than their 
normal place of work and then go on to that normal place of work.  
 
Driving on Council business will be the highest risk activity many employees 
undertake throughout their employment. 
 
To minimise the risk of collisions and other road accidents and resulting injuries, the 
Council is committed to ensuring that all employees who drive on Council business 
do so in a safe way and in safe vehicles. 
 
Vehicles 
 
All vehicles must be fit for purpose, maintained in a safe and roadworthy condition 
and have an appropriate and valid MOT certificate, road tax and insurance cover, 
including Class 1 Business Use insurance to cover driving on Council business.  
 
For vehicles other than Council owned, leased or hired vehicles, it is the 
responsibility of the employee to ensure that this is the case. 
 
Managers 
 
Managers should be aware that they could be liable in law if they instruct/agree to 
employees using their own vehicles or vehicles that employees have leased, hired or 
borrowed without carrying out the necessary and relevant checks. 
 
Furthermore, managers are also responsible for ensuring that: 

 in order to reduce the risks involved with driving, the impact on the environment 

and the cost to the Council, employees only drive when it is necessary to do so 

(for example, when the task cannot be carried out equally well using telephone, 

email or through written correspondence, employees travelling to the same 

destination using the same car and not all travelling individually, etc.); 
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 when it is necessary for employees to drive, any significant risks involved are 

identified and assessed and, where necessary, controls implemented (for 

example, assessing routes, where practicable eliminating reversing, allowing 

sufficient time to complete journeys safely and to take breaks on long journeys, 

etc.); 

 they satisfy themselves that employees are sufficiently fit and healthy to drive 

safely and not put themselves or others at risk, including having suitable eyesight 

and wearing any necessary corrective eyesight appliances; 

 they refer employees to the Occupational Health and Wellbeing Unit for 

assessment should they have any concerns over an employee’s fitness, health or 

eyesight issues with regards to driving; 

 employees are provided with all necessary information, instruction, supervision 

and training commensurate to their driving duties; 

 employees are provided with any equipment determined as necessary 

commensurate to their duties whilst driving (for example, travel first aid kits, 

mobile telephones, etc.); 

 employees are made aware of, given access to and informed that they must 

comply with all relevant Council policies (for example, Driving on Council 

Business Policy, Corporate Health and Safety Policies, such as Alcohol and 

Substance Misuse Policy, Smoking in the Workplace Policy); 

 they remind employees that they must comply with the law and the Highway 

Code; 

 they remind employees of their responsibility to ensure the vehicles they use for 

Council business are roadworthy and have a valid MOT and road tax, and that 

there is appropriate insurance cover in place, including Class 1 Business Use 

insurance to cover driving on Council business (see Vehicles above), and that 

they have a valid licence; 

 they check employees’ driving licences (photocard type licences are only valid for 

10 years), insurance and MOTs, and that they input details into the Envoy 

Expenses System, as required (guidance on checks on employees’ driving 

licences is available in the Council’s Driving on Council Business Policy). 

 

Employees 
 

Employees must provide management with all necessary permission to carry out 

relevant checks to ensure that they are safe and fit and it is legal for them to drive on 

Council business purposes. 

 

Furthermore, in addition to ensuring that any of their own vehicles or any vehicles 

that they have leased, hired or borrowed are fit for purpose, maintained in a safe and 

roadworthy condition and have an appropriate and valid MOT certificate and road tax 

(see Vehicles above), employees are also responsible for ensuring that: 
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 they are sufficiently fit and healthy to drive safely and not put themselves or 

others at risk, including having suitable eyesight and wearing any necessary 

corrective eyesight appliances;  

 they hold an appropriate driving licence for the vehicles they drive; 

 they/the owners of the vehicles have the necessary insurance cover, including 

Class 1 Business Use insurance to cover driving on Council business;  

 they comply with all relevant Council policies (for example, Driving on Council 

Business Policy, Corporate Health and Safety Policies, such as Alcohol and 

Substance Misuse Policy, Smoking in the Workplace Policy); 

 they inform their manager of any health condition they have, including any 

eyesight problem, that may affect their ability to drive safely, and do not drive 

whilst so affected; 

 they inform their manager as soon as possible if they have a road traffic accident, 

their licences are removed, or they face any prosecutions and/or penalties 

associated with driving, whether resulting from driving for work or on personal 

use;  

 they immediately refrain from driving if they are disqualified, or deemed unfit to 

drive for any reason, and that they inform their manager accordingly; 

 they do not drive at any time their judgement is impaired by the consumption of 

alcohol, medication (whether prescribed or over the counter) or illegal 

substances;  

 they undertake daily vehicle defect checks to ensure the vehicle is safe to use 

(and when required to do so, complete daily driver vehicle defect forms) prior to 

using a vehicle; 

 they wear a seatbelt in accordance with the requirements of the law;  

 they drive within prescribed speed limits and in a safe manner; 

 any long journeys are planned to allow adequate opportunity for any necessary 

rest breaks; 

 any load is properly secured; 

 they do not use smart phones, mobile phones or similar devices whilst driving 

(whilst ‘hands free’ devices can be legal to use whilst driving, they can still 

distract a driver’s attention and therefore if a call is received on such a device, the 

employee should: advise the caller that they are driving and keep the 

conversation brief; or, if the call needs to be continued, find a safe place to stop 

the vehicle); 

 they refrain from eating, drinking or any other activities that may distract their 

attention whilst driving; 

 they do not carry any unauthorised passengers in the vehicle;  

 they do not smoke – unless they are not carrying any passengers, and book out 

on a break for the duration of the time they smoke; 
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 they do not deviate from the business journey route and/or take time out to carry 

out private business, for example shopping, unless they deduct any additional 

mileage so incurred from their expenses claim, and book out on a break for the 

duration of the time it takes to carry out that private business.            

 

      

 


