TEMPLATE 3

If driving forms part of your employees work activities you might wish to use a checklist to make sure important points have been taken into consideration for example:

Driver’s name


Driving licence number


Car registration number

Date of last MOT 


Date of expiry of current tax disc 


Does car insurance cover business use?


Is the car properly maintained?


You need to decide if you want copies of relevant documents, for example insurance paperwork or MOT certificates.  You also need to decide if you want this checklist to be signed and dated, and if you need more than one checklist (for example if more than one car might be used).  

This is not an exhaustive list and you should refer to one of the following organisations for more detailed advice and guidance in relation to driving whilst at work:

Business Link (www.businesslink.org.uk), 

Think! Road Safety (www.thinkroad safety.gov.uk) or 

Direct Gov (www.direct.gov.uk).  

The ‘Direct Gov’ link includes links to the Department for Transport and other useful web sites. 
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