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Driving Licence and Driving Offences
To be permitted to use a Company car, an employee must hold a full and valid UK driving licence.

Employees who drive Company cars are required to submit up-to-date copies of their driving licences to the Company annually and whenever there is any change to the details on the licence, such as the addition of penalty points, change of address, etc.

Suppose an employee is charged or convicted of driving offences or has their driving licence endorsed. In that case, the employee must report this fact to their line manager immediately and, in any event, within 24 hours.

Driving-related fines are the responsibility of the employee who incurs them, regardless of whether they are incurred in the course of the Company's business. These fines must be paid immediately by the employee. If an employee fails to pay a driving-related fine, the Company will deduct the cost of paying this fine from their pay. In certain circumstances, the Company may pay the fine on behalf of the employee, depending on the circumstances at the time. All requests for such treatment should be made to their line manager, who will consider each request on a case-by-case basis.

Suppose an employee is disqualified from driving, and the employee is required to drive for all or a significant proportion of their job. In that case, the Company reserves the right to terminate that employee’s employment.

Personal use of Company Cars
Employees are permitted to use a Company car for reasonable personal purposes, subject to the business's needs.  A Director should approve any journeys over 50 miles in writing before undertaking them.

Details of any payment for fuel and other costs incurred by employees in respect of private mileage, where permitted, will be set out in the employees’ Statements of Particulars of Employment.

The value, make, and model of the car provided to the employee are entirely at the discretion of the Company. The Company reserves the right to vary or withdraw the use of the Company car at any time.

Where a car is provided for the primary use of an employee, the Company reserves the right to require the employee to make the vehicle available to other employees from time to time for other business use. The Company reserves the right to require employees who are absent from work to make their cars available for other employees' business use.

Car Allowances
On occasion, the Company may offer employees the option of a car allowance instead of a Company car. Where this has been agreed, the Company will pay the employee a monthly car allowance to allow them to purchase a vehicle of their own choice. The allowance is designed to cover costs incurred while using the vehicle for company business only. Details of any purchased car must be submitted to management for approval before purchase and must not be older than two years.

The Company will, upon receipt of proper claims, reimburse fuel costs incurred on journeys undertaken on behalf of the Company. The Company will meet no other expenses incurred in using the car. Employees are required to make the vehicle available to execute their duties.
Where an employee is found to be abusing the car allowance scheme, the Company reserves the right to terminate the scheme immediately with respect to that individual employee, and the employee may be subject to disciplinary procedures. Upon termination of employment, for any reason, the Company will make a final monthly car allowance payment, on a pro-rata basis, to be paid along with the employee’s final pay.

Maintenance
The Company will typically cover the costs of maintaining and repairing Company cars when those expenses arise during the vehicle's regular use.

Employees are wholly responsible for ensuring the proper maintenance of the vehicle in accordance with the manufacturer’s recommendations and the requirements of UK Law.

Accidents and Damage

All collisions, damage, near‑misses or road incidents must be reported immediately to:
· Line Manager
· Fleet Manager
· Insurance provider (within 24 hours)

A post-incident review may be conducted, and further training may be required.

Employees must immediately report all damage to a Company car to their line manager. A full written report of the circumstances in which the vehicle was damaged should be submitted after that.

If damage to a Company car is incurred due to an employee’s negligence, the employee will be liable for the total cost of repairing the vehicle. Employees are responsible for paying any insurance excess following a claim for damage to a Company car. Payments will be deducted from the employee’s pay unless management agrees with an alternative payment method. The employee may also be subject to disciplinary action if the accident has not been reported to their line manager within 24 hours of its occurrence, or if it is proven that dangerous driving was involved. The employee is found to be at fault.

Driving under the Influence of Alcohol or Drugs
Any use by an employee of alcohol or drugs (prescribed or otherwise) while in charge of a Company car, where that alcohol or drug use has any potential effect on the employee’s fitness to drive, will render the employee liable to disciplinary action, and will typically result in summary dismissal.

Driving under the influence of alcohol, illegal drugs, or impairing medication is strictly prohibited.
Drivers must consult their doctor/pharmacist to determine whether their prescribed medication affects their driving ability.

Smoking
Employees are not permitted to smoke inside Company cars. Employees in breach of this rule will be subject to disciplinary action.

Mobile Telephones and Driving
It is a criminal offence to drive (or have another person drive) a motor car while using a “hand-held” mobile telephone.

For clarification, “driving” will include sitting in a stationary car with the engine running, and a “handheld” mobile telephone will consist of any “hands-free” mobile phone if it is held at any point during the call. Using a “hands-free” mobile phone while it is in its holder will not be an offence.

Except for Bluetooth or similar devices, in-ear devices are also illegal and cannot be used at any time while driving. Passengers in cars are not prohibited from using handheld mobile phones; however, they must not hold them while the driver is operating the vehicle.

Handheld Mobile Telephones
Employees must:

· Never use a hand-held phone while driving.
· Keep the phone switched off while driving; and
· Only use the phone once the car has been parked safely and the engine has been switched off.

Hands-Free Mobile Telephones
Even a hands-free phone can cause distraction and should not be used to make calls while driving. Employees wishing to make a call while driving should use the telephone only after the car has been parked safely and the engine has been switched off.

It is also preferable not to use a hands-free telephone to take calls if possible. When it is safe to do so, pull over and make the call from a safe place, not while operating the vehicle.
	
General
Employees should:

· Use voicemail or call divert so that messages can be left while driving.
· Use breaks from driving to take calls – this also reduces tiredness.
· Never stop on hard shoulders except in an emergency and
· Never require any other employee to breach the terms of this policy.

Breach of any of the terms of this policy may result in disciplinary action up to and including summary dismissal.

Driving on Company Business
Employees are required to drive in a safe, lawful, courteous and efficient manner in all weather and traffic conditions, observing the recommendations of the Highway Code. If the employee is discovered to be driving in a manner that could endanger themselves or others, they may be subject to disciplinary procedures.

Employees must not take a car onto the road if they know or suspect that it has a serious defect.

The image that the Company presents to its customers is influenced by the cleanliness and appearance of its cars. Employees must wash and clean the car as often as necessary to maintain a smart, professional image.

Employees are required to use the most direct routes when conducting company business.

Employees are required to advise their line manager of any problems or delays which could affect the scheduling for that day.

Employees must always lock and alarm their car when it is left unattended.

The safety and security of the car, its passengers, or its loads are the driver's responsibility.
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Paul Smith, Managing Director
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