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MICHELIN TYRE PLC ROAD SAFETY POLICY STATEMENT  
 
 

The Company recognises it has a responsibility to provide, so far as reasonably 
practicable, for the health, safety and welfare of all employees and others who may 
be affected by our activities. We all need to participate in establishing and 
maintaining a safe working environment and this policy specifically addresses driving 
whilst on Company business 
 
When driving for work is required, safe driving is a vital element in each individual’s 
ability to perform his or her particular job effectively. The Company looks to each 
employee to uphold the highest standards of driving and safety.  These standards 
are detailed in the Michelin Tyre PLC Road Safety Handbook. 
 
The Company philosophy is that, irrespective of blame, all road accidents are 
preventable and all risks can be contained. As a vehicle user you are not only 
responsible for your own safety, you are also responsible for the safety of others who 
may be affected by your actions. Therefore you are required to operate your vehicle, 
at all times, in a manner that is safe and responsible. 
 
Your vehicle is a valuable item of business equipment, which must be both available 
and maintained in a road-worthy condition at all times. The Company looks to each 
employee to uphold the condition of road-worthiness demanded by law. 
 
Note: These elements apply irrespective of whether the Company supplies the 
vehicle or your own private vehicle is driven on Company business. 
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SUMMARY OF RESPONSIBILITIES  
 
All individuals are responsible to their Line Manager.   
 
In addition the Company has established a Road Safety Committee who report to 
senior management. 
 
Individuals are responsible for the following: 
 
• Every employee within the Company has a responsibility to co-operate in 

promoting health and safety and in observing the health and safety rules applicable 
to their job. 

• Employees are responsible for the safety of others who may be affected by their 
actions.  This includes road safety. 

• Employees are required to drive in a manner that takes into consideration the 
actions of other road users and pedestrians, be able to identify hazards and make 
allowances for differing road conditions. 

 
The Line Manager carries particular responsibility for the following:: 
 
• Promoting awareness of health and safety culture amongst employees. 
• Implementing the Health and Safety Policy. 
• Carrying out a risk assessment for the specific type of driving in question (with the 

support of Health and Safety manager). 
• Taking immediate remedial action where practicable. 
• Observe driving behaviour. 
• Advising and providing information to employees. 
• Investigating and reporting incidents, accidents and hazards. 
• Maintaining records. 
• When appropriate, check standard of vehicle. 
• Lead by example. 
 
The Road Safety Committee responsibilities are to: 
 
• Devise and promote the road safety policies of the Company. 
• Advise senior management and line management of remedial action. 
• Advise and provide information to management and employees on road safety 

issues. 
• Maintain safety records, monitor statutes, codes of practice and procedures. 
 
Senior Management Responsibilities are to:- 
 
• Observe driving behaviour. 
• Determine areas where support and/or training may be necessary. 
• Check the adequacy and efficiency of existing methods and procedures. 
• Monitor the effectiveness of training. 
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RISK ASSESSMENT SUMMARY  
 
The Company uses the process of risk assessment to identify hazard and risk within 
all aspects of work for the company.  Assessing risk enables the Company to define 
the control measures needed to help to prevent accidents and ill health.  
 
Applying risk assessment principles to road safety is part of the overall safety 
management process.  
 
The assessment must be reviewed when necessary, for example when there is a 
significant change in work or the work environment, or in the light of incidents or 
accidents.  Periodic review and monitoring will be necessary to ensure that control 
measures are being used and that these are fully effective.   
 
Hazard Identification and Reporting 
 
Information about hazards at work is used to update risk assessments and highlight 
where additional control measures may be required. 
 
Identifying hazards at work or during specific activities is the responsibility of every 
employee.  
 
For information on how to report a hazard, drivers are requested to contact their Line 
Manager and the Health and Safety Manager.  
 
Generic Assessments 
 
The Company may produce a generic or ‘model’ risk assessment where similar 
activities are undertaken in similar places of work. The generic assessment will 
account for the majority of hazards and risks that arise, but will require fine-tuning and 
adaptation to cater for individual circumstances. 

 
Vehicle Issue 
 
Before a driver is allowed to drive a vehicle on Company business the Company must 
ensure that both the driver and vehicle have met all the criteria detailed in the Michelin 
Road Safety Handbook. 
 
Driving Licence 
 
Every driver who is permitted to drive on Company business must have a current 
driving licence for the vehicle they will be driving.  The Company will make periodic 
checks to ensure the validity of these licences. 
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Recruitment 
 
New employees required to drive on Company business will be put through a planned 
induction programme which will include a driving assessment. 
 
Assessment and Training  
 
All existing and new employees using a car as part of their daily work will be required 
to undertake a driving assessment and may consequently be required to undertake 
further driver training. 
 
For further details on Michelin’s assessment and training programmes, see pages 13-
14. 
 
Fitness to Drive medical 
 
Drivers may be required to undertake a medical which will determine their fitness for 
driving on Company business.  For more details, see page 15. 
 
Vehicle Selection 
 
When providing vehicles for employees to drive on Company business, consideration 
is given to the levels of protection for all occupants and pedestrians in the event of an 
accident. 
 
Vehicle Maintenance and checking 
 
Legislation sets out clear requirements for both the employer and employee regarding 
the roadworthiness and safe operation of all vehicles.  This means that employees as 
well as the Company are responsible for seeing that these requirements are properly 
carried out.   
 
It is the individual’s responsibility to check that the vehicle is roadworthy at all times. 
 
For details of employees’ and Line Managers’ responsibilities, see pages 16-17. 
 
 
Management of Incidents and Accidents 
 
All vehicle accidents/incidents will be recorded and thoroughly investigated in order to 
establish the factors that led to the event.  This will enable the Company to identify 
trends and operational weaknesses helping to prevent recurrence. 
 
All accidents involving Company vehicles must be reported regardless of the amount 
of damage, including accidents not involving a third party. 
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Journey Planning 
  
In order to ensure the safety of the driver and other road users, the Company has 
guidelines in place for journey planning.  Please see pages 20-23 for details. 
 
Mobile Phones  
 
The use of a mobile phone whilst driving on Company business is forbidden, unless all 
legal requirements are met, and a hands-free kit is used. Please see pages 24-26 for 
further details. 
 
Safe Speed 
 
The Company expects drivers to drive at suitable speeds commensurate with the 
prevailing road conditions.  Drivers must always obey statutory speed limits. 
 
Drugs and Alcohol  
 
It is categorically forbidden for employees to drive a vehicle whilst on Company 
business, in an unfit state due to the influence of drugs, alcohol or other substances, 
or to be in possession of illegal drugs on Company property or in Company vehicles. 
Employee’s taking medicines or prescribed drugs under the direction of their  dentist, 
hospital doctor or GP which may impair their driving ability, must notify their Line 
Manager or Personnel department. 
 
 
Using own car on Company business (OBU) 
 
Employees using their own vehicles on company business must register their vehicles 
onto the OBU scheme.  See page 29 for further details. 
 
Monitoring and reporting 
 
The Company has in place performance measurement and audit processes to ensure 
compliance with the Road Safety Handbook. 
 
It is every employee’s responsibility to comply with the instructions in the handbook 
and to co-operate fully with the reporting systems in place for gathering information. 
 
 
 
 
Failure to Comply 
 
Processes are in place to deal with any instances of non-compliance with the Road 
Safety Policy.  Disciplinary action may be taken in cases where an employee’s 
driving/safety performance is below standard and where other methods have not led 
to improved performance.  A copy will be placed on the employee’s personal file and 
will be included within the annual appraisal.  Serious breeches of this policy could lead 
to dismissal. 
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WHO IS A COMPANY DRIVER? 
 
 
There are many different categories of driver; the Michelin Road Safety Handbook 
covers any person who drives on company business or during their working time on 
behalf of the company. 
 
 
NOTE – driving to and from work in your own car is not covered by this handbook 
unless you are a home based employee. 
 
 
Any employee of Michelin Tyre PLC who drives for work reasons will be covered by 
this Road Safety Handbook. 
 
 
 
Types of Driver  Type of Vehicle  
Company Employee with Company-supplied 
vehicle 

Company-provided car/van  
 
 

Company employee who drives own car on 
Company Business 

Employee’s own 
 
 

Temporary driver (temporary period) Hire cars ad hoc 
 
 

Occasional driver - planned journeys (should 
use hire cars  if driving outside 20 miles radius) 

Hire cars ad hoc 
 
 

Occasional driver - unplanned journeys (errands 
etc) 

Any company car  
 
 

Company employee who drives company 
vehicle on Michelin site 

Company-provided car/van  
 
 

Family users (spouse only) Company-provided car  
 
 

 
 
 
 
 
 
 



 

 8

   VEHICLE ISSUE  
 

Before a driver is permitted to drive on Company business the following criteria must 
be met.       

  
Driver 

 
• Driver has a valid driving licence for the vehicle. 

 
• Driver’s licence is valid for the UK. 

 
• Driver’s licence has been checked as valid via Licence Bureau/DVLA. 

 
• Driver has had a driving assessment and has reached the required driving 

standard, completing training if necessary. 
 

• Driver has passed the fitness for work examination. 
 

• Company vehicle drivers have received fuel, maintenance, accident 
management, and windscreen repair cards (only applicable to Company 
vehicles).  

 
• Driver has received, signed for and read and understood the Michelin Road 

Safety Handbook. 
 

Vehicle 
 

• Vehicle is suitable for driver’s requirement. 
 

• Vehicle has current road tax disc. 
 

• Vehicle has current MOT if applicable. 
 

• Vehicle has a valid and up-to-date service record. 
 

• Vehicle has had oil level, washer bottle and tyre pressures checked. 
 

• Vehicle’s lights are operative. 
 

• Vehicle has been checked for any damage to bodywork, glass and tyres. 
 

• Vehicle is entered onto insurance database. 
 

• Vehicle’s controls have been explained to, and understood by, the driver. 
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DRIVING LICENCE  
 
Driving without a valid driving licence carries a fine and penalty points as well as 
invalidating your insurance.  
 
It is the driver’s responsibility to advise the DVLA of any changes in address and to 
advise the Company of any medical conditions that impact on driving ability or penalty 
points that have been added to the licence. 
 
Any fines or charges incurred as a result of violating traffic laws, congestion 
regulations or parking restrictions whilst on Company business are solely the 
responsibility of the driver and must be paid by them. 
 
The Company must comply with legislation and will be conducting periodic checks on 
drivers’ licences to ensure all drivers hold a current and valid licence.   This will be 
done via DVLA and each driver will be asked to complete a mandate authorising 
DVLA to release pertinent details to the Company to enable this check to be made. 
 

VEHICLE ISSUE  

Does the proposed 
driver have a 

Licence? 

Is it valid in  
 the UK?  

Licence check by 
Personnel and Fleet 

Manager is OK? 

Driver Assessment 
CBT 

Fitness for Work Medical  

Issue of fuel, main tenance, 
accident management and 

windscreen cards (only 
applicable to Company vehicles)  

ISSUE OF ROAD SAFETY MANUAL  

Re-training on 
driving course 

YES 

YES 

YES 

FAIL 

NO 

NO 

NO 

PASS PASS 

PASS 

Refer to 
Personnel 

Refer to 
Personnel 

Refer to 
Personnel 

FAIL 

Refer to 
Personnel 
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Only drivers authorised by Michelin are permitted to drive Company vehicles. In the 
case of Company contract cars a partner or spouse may be permitted to drive but the 
partner/spouse will be required to complete a driving licence mandate. All contract car 
drivers must be aged 23 years or over. 
 
Drivers with licences issued by countries other than EU Member States must ensure 
that those licences allow them to drive legally in the UK. 
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RECRUITMENT  
 
 
 
The recruitment policy is applicable to newly appointed employees or to existing 
employees transferring from another position/location (e.g. returning expatriates). 
 
 
Before any newly appointed employee is allowed to take a Company vehicle on the 
road, or to drive their own vehicle for the Company, the employee will be put through a 
planned induction programme. This element also applies to employees being asked to 
drive a Company vehicle for the first time. 
 
 
The Personnel Manager is responsible for implementing the recruitment policy. 
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ASSESSMENT AND TRAINING 
 
Initial assessment and training 
 
All new employees who are required to use either a contract car or company vehicle 
as part of their daily work routine will be required to take a driving assessment as part 
of their initial induction programme e.g. 800 training course for new Roadstaff. 
 
All other employees who will have a need to use their own car, a hire car, or a 
company vehicle as part of their normal duties will also be required to take a driving 
assessment.  The assessment will be available in an electronic format allowing 
completion on a PC only. 
 
All employees will be required to reach the minimum pass mark on the driving 
assessment before being allowed to drive on Company business.  Those employees 
who do not reach the minimum pass mark will be required to undertake further training 
until they can reach the required pass standard on the driving assessment. 
 
The Personnel Department and Line Management will keep a record of individuals’ 
performance on both the initial driving assessment and any follow up training identified 
by the assessment. 
 
 
Employee induction training programmes to include the following:- 
 

• Requirements of Company Duty of Care Programme and stress the importance 
of safety within the organisation. 

• Accident performance and assessment/observation records in respect of 
annual performance review. 

• Concerning the operation and maintenance of Company vehicles: 
o Manufacturers’ service schedules 
o vehicle checking requirements 
o documentation and record keeping 
o periodic internal/external audits to ensure compliance 

• Accident reporting, classification and investigation system. 
• Use of mobile phones. 
• Fatigue and driving hours. 
• Alcohol/substance abuse. 
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Manager Training 
 

• Promoting the Michelin Road Safety Policy. 
• Enforcing policies on use of mobile phones journey planning, driving and 

working time, drink and drugs, and safe speed. 
• Validating vehicle checks. 
• Ensuring legal requirements are met in respect of road fund licence, MOT, 

driving licences. 
• Checking on driving ability and standard. 
• Investigating accidents. 
• Record keeping. 
• Reviewing working targets to comply with the Michelin Road Safety Policy. 
• Monitoring all policies to ensure they are relevant. 
• Leading by example. 
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FITNESS TO DRIVE MEDICALS 
 
 
All employees required to drive on Company business may be required to undergo a 
‘Fitness to Drive’ medical. 
  
Where a ‘Fitness to drive’ medical is not required the driver is still required to 
implement the Road Safety Policy requirements. 
 
Employees who have joined the UK Group from abroad who will be company car 
drivers in the UK (regardless of whether they have been a company car driver in 
another country), and employees who ‘transfer’ to a job where driving is required must 
undergo a medical regardless of their previous driving status. 
 
 
Type of Driver  Medical 

YES/NO 
Frequency  When do we request 

medical? 
Company employee with 
Company-supplied vehicle 

YES 3 years Pre-employment 
Transfer to UK 
Inter-dept transfer 
Every three years 

Company employee who 
drives own car  on Company 
Business 

YES 3 years Part of the OBU scheme 
When they join the 
scheme 
Every 3 years 

Temporary driver (temporary 
FIXED period) 

YES  Prior to collection of their 
temporary vehicle 

Occasional driver - planned 
journeys (must use if driving 
outside 20 miles radius) 

YES   When they join the 
register to be able to drive 
hire cars 

Occasional driver - 
unplanned journeys (errands 
etc) 

NO (But 
offered 
FFTF*) 

  

Company employee who 
drives Company vehicle on 
Michelin site 

YES 3 Years  

Family users (partner/spouse 
only) 

NO   

 
 
* FFTF – Fit for the Future medical 
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VEHICLE CHECKING (applicable to Company-provided ve hicles only) 
 
The vehicle together with all parts affecting road safety must be well maintained and 
serviced in line with the manufacturer’s specified schedule.  The driver shares these 
responsibilities with the Company.  This also means that the driver as well as the 
Company could be prosecuted if a defective vehicle is driven. 
 
Daily Vehicle Checks 
 
At the beginning of each working day when the vehicle will be used the driver is 
required to complete a check of the following: 
 

• Glass (windscreen, lenses, reflectors, mirrors) - must be clean to ensure 
maximum visibility with no cracks, holes or other damage. 

 
• Electrics  - all lights and indicators must be in full working order with clean and 

undamaged lenses. 
 

• Tyres  - check for any visible and obvious signs of under-inflation or damage. 
 

• In addition,  please ensure your washer bottle has sufficient fluid and has the 
required additives to prevent freezing in winter conditions. 

 
Weekly Vehicle Checks 
 
Drivers are required by the Company to complete a weekly check using the Michelin 
Vehicle Inspection Report to record and report any defect found.  This report is an 
important aid to assist in ensuring the vehicle is checked systematically and is safe 
and roadworthy.  The driver is required to take remedial action to resolve any defects 
found as a matter of priority.  The reports are to be kept with the vehicle.  The 
following should be checked on a weekly basis, in addition  to the above: 
 

• Tyres  - pressures should be checked weekly when tyres are cold and should 
be in accordance with the manufacturer’s recommendation.  Tread depth is to 
be checked visually or with a tread depth gauge to ensure minimum tread depth 
is not below the wear indicators. 

 
• Oil  - must not be below minimum level and ideally midway between minimum 

and maximum levels.   Please note that VW group cars use special synthetic oil 
available from the main dealer.  A small quantity of oil should be carried in the 
vehicle.  If the vehicle has an Arval fuel card this can be used to purchase oil. 

 
• All fluids  (e.g. hydraulics) must be at the correct levels. 

 
• Wiper blades  should be serviceable and not damaged or worn. 

 
• Bodywork - a ny defects in the exterior bodywork or the condition of the interior 

are to be recorded with details of the nature of the damage and remedial action 
required or arranged. 
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MICHELIN WEEKLY VEHICLE INSPECTION REPORT 
 
DEPT  DRIVER  
VEHICLE  DATE  
REG NO  LAST SCE DATE  
MILEAGE  MILES SINCE SCE  
 
TYRES 
 

PSI/ 
BAR 

TREAD 
   MM 

DEFECT 
YES/NO 

NATURE OF DEFECT 
( NOTE – MIN TREAD DEPTH 1.6mm) 

NSF     
NSR     
OSF     
OSR     
SPARE     
 
LIGHTS 
 

Defect 
  Yes/No 

 INDICATORS Defect 
  Yes/No 

 FLUIDS         TICK        COMMENTS 
                    L   M   F    

NSF -Side   NSF   OIL 
NSF – Dip   NSR   WATER 
NSF -Main   OSF   WASHER 
OSF – 
Side 

  OSR    

OSF – Dip   HAZARDS    

OSF Main   VISION   NOTES 
NSR – Tail    WIPERS    
NSR – 
Stop 

  W/SCREEN    

OSR – Tail    WINDOWS    
OSR - 
Stop 

  MIRRORS    

No Plate    LENSES 
REFLECTORS 

   

OTHER   NO PLATE    
 
BODY CONDITION EXT 

DAMAGED 
 INT DAMAGED  

 EXT DIRTY  INT DIRTY  
 
NATURE OF DAMAGE 
TO BODYWORK 

ADDITIONAL DAMAGE  
SINCE LAST CHECK 

        ACTION REQUIRED 

 
 
 
 

  

 
DRIVER COMMENTS DATE DAMAGED 
 
 

 

 
INSPECTED 
BY 

 SIGNE
D 

 DATE  
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MANAGEMENT OF INCIDENTS AND ACCIDENTS 
 

If the driver is involved in any type of accident at work it must be reported as soon as 
possible to the manager. 
 
Depending upon the type of accident and injury sustained, the driver will be required 
to follow the procedures and flow chart on the following page.  
 
What is an accident? 
 
Accidents can be classified into two areas; 
 

1. Vehicle Accidents  
Where a driver has a road traffic accident or incident, which results in damage 
to their vehicle and/or personal injury*. 

 
*Personal injury may be to the employee or another party. 

 
2. Personal injury accidents 

Incidents which result in personal injury of any kind (during any aspect of the 
employees’ working day). 

 
Any vehicle accident or incident however minor involving personal injury must be 
reported to the Company and the police.  If the incident takes place on other 
employer’s premises the incident must also be reported to them. 
 
 
In all cases the accident MUST be reported to the c ompany and the Accident 
Management Company. 
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JOURNEY PLANNING 

 
Driver fatigue can be a killer, and each and every driver is personally responsible for 
ensuring that they are fit to drive. 
 
The following guidelines are designed to reflect good practice. Personal judgement is 
a critical aspect in deciding the amount of miles/hours travelled by car, as each 
individual’s experience varies greatly.  
 
Guidelines. 
 
Before planning a journey by car, a driver should carry out a risk assessment and 
consider the following: 
 
• The type and condition of roads 
• Time of travel 
• The type and condition of vehicle being driven 
• Is there a cheaper, quicker, or safer alternative means of travel  
     (e.g. train, aeroplane, walking, Company taxi for airport trips)? 
• Driving time should be considered as “lost” time.  Travel by train, for example, 

would allow for some work to be undertaken during the journey.   
• Is it sensible for the return journey to be undertaken the same day, or is overnight 

accommodation required? 

The employee’s manager receives a copy of the 
Fleet Mgt “Incident Notification” (if relevant) 

and blank Accident Investigation Report form. 
 

All accidents must be investigated by the 
manager with the involvement of the employee 

with the aim of determining the root cause  
 

Any actions or remedial actions to be 
implemented as a result of the accident are the 

responsibility of the employees’ manager. 

Managers complete the Accident Investigation 
Report with the necessary employee 

statements and signatures, and return it to the 
Health and Safety Manager within10 days 

(maximum) of the incident occurring. 
 

If the accident 
involves 

absence of 
the person 
from work, 

hospital 
treatment, or 
has Police or 

HSE 
involvement 
the manager 
MUST inform 

the Health and 
Safety 

Manager, 
Personnel 

Manager and 
Fleet Manager 
(if applicable) 

as soon as 
possible in 

writing. 
 

NOTE 
The manager may always seek advice from support ser vices such as P and EP 

(Health and Safety) at any time and are advised to do so. 
 

Training in the completion of the accident investig ation report is available via 
MTIC or site Training Managers.  

Employee reports a ccident to 
the manager, the Accident Mgt 

Company & Police if applicable, 
by phone and/or email 

 

The procedure for reporting accidents and the actio ns to be taken are 
outlined here Accident flow c hart  

Employee experiences road 
traffic accident, or other vehicle 

incident causing damage 
and/or personal injury  

Fleet Mgt Company sends an    
“Incident Notification” report 
to Michelin where applicable 

 

Employee experiences (non 
vehicle) incident causing 

personal injury. 
 

Employee reports Accident to 
their manager by phone 
and/or email, and to the 

manager of the premises 
where the accident occurred 

(if applicable)  
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• What equipment etc is to be transported? 
• How many people are travelling and what are their needs? 
 
In planning journeys by road, drivers should allow for a sufficient number of adequate 
rest breaks during the journey, both for themselves and their passengers.  
 
The Company requires that when driving long distances a 15-minute break must be 
taken at least every 2 hours or sooner if the employee feels tired. It also requires that 
a total of no more than 12 hours maximum be worked in any one 24-hour period. The 
maximum time spent driving in a 24-hour period must be limited to nine hours. If 
necessary, work routines must be re-planned or overnight stays arranged in order to 
comply. Line managers must also ensure they do not issue work instructions that 
contravene these requirements. 
 
During any break period, a driver must not drive or undertake other work including 
telephoning the office.  It is strongly recommended that the break is spent away from 
the vehicle and away from all work activities.  Periods of less than 15 minutes are not 
considered sufficient. 
 
 
 
 
 
 
 
 
Consideration must be taken of the kind of activity which the driver will undertake at 
the end of their journey.  Driving must be considered as part of the working day, not in 
addition to it. 
 
Many accidents are caused by drowsiness or by drivers falling asleep at the wheel.  
 
Accidents are most likely to happen: 
 
• on long journeys on monotonous roads such as motorways 
• between 02:00 and 06:00 
• between 14:00 and 16:00 especially after eating or taking even one alcoholic drink 
• after having less sleep than normal 
• after drinking alcohol 
• if taking medicines that cause drowsiness 
• on journeys home after late or night shifts 
 
All drivers should be aware of: 
 
• the dangers of falling asleep at the wheel 
• the need for safe journey planning 
• the need to get adequate sleep before starting to drive 
• the dangers of moonlighting or spending too long on evening hobbies, social 

activities or domestic work that limit sleeping time 
• the times of day when sleepiness is most common 
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• the early signs of fatigue and what to do to eliminate this on a journey 
• the risks of making a lengthy journey after a day’s work 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Remember: 
 

• Plan your journey to include a 15 minute break every two hours of driving  
• Drinking two cups of coffee or other high caffeine drinks and having a rest to 

allow time for the caffeine to kick in are effective methods of combating 
tiredness  

• Don’t start your journey tired. Be aware of the risks if you have to get up 
unusually early to start your trip, or have a long drive home after a full day’s 
work  

• If you start to feel sleepy find a safe place to stop (not the hard shoulder of a 
motorway) as soon as possible. Take a short walk, have a caffeine drink and 
take a 10 minute nap, another short walk and resume the journey. 

• Opening the window or turning up the radio does little to prevent a driver from 
falling asleep at the wheel.  

 
 

 
STAY ALERT, STAY ALIVE 
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Please study the following journey planner. 
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USE OF MOBILE TELEPHONES WHILST DRIVING  
 
 
It is clear that using a mobile telephone distracts the driver from the activity of driving 
and reduces the driver’s concentration on controlling the vehicle and general 
observation. This applies whether the telephone is being used hand held or hands free 
via an installed car kit.  
 
Drivers who use a mobile phone whilst driving are four times more likely to be involved 
in an accident and in addition they :- 
 

• are less aware of what is happening on the road around them 
• fail to see road signs 
• fail to maintain proper lane position and steady speed 
• are more likely to tailgate the vehicle in front 
• react more slowly and take longer to brake 
• are more likely to enter unsafe gaps in traffic 
• feel more stressed and frustrated 

 
 
Hand-held mobile 

JOURNEY PLANNER 

Do you have 
to drive?  

Use remote 
communications or 
go by rail, air, bus, 
coach or Company 

taxi – it’s safer 

 Plan the journey 

Share the 
driving if 
possible 

Ensure 
your 

vehicle is 
in a safe 
condition  

Make sure 
you’re not 
impaired 

by alcohol 
or drugs 

Book an 
overnight 

stop if 
necessary  

Avoid 
driving in 

peak 
sleepiness 

periods  

  Plan the route 

Use route 
planning 
means 
(maps/ 

internet) 
etc. 

Avoid 
driving 

when you 
would 

normally 
be asleep  

Plan where 
to take rest 
breaks – at 
least every 

2 hours 

Plan where 
to stop for 
the night, if 
necessary 

Check for 
delays – 

plan 
alternative 

routes 

  During the  journey 

Take rest 
breaks 

as 
planned 

Listen to 
traffic 

news for 
possible 
delays  

Concentrate 
on your 
driving 

Find 
somewhere 
safe to stop  

Take two 
strong 

caffeine 
drinks 

Nap for 
about 15 
minutes 

  If you start to feel tired 

NO 

YES 

Too tired to continue?  Find somewhere safe to stop  overnight 
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You are not permitted to use a hand held mobile telephone under any circumstances 
whilst driving on Company business. You are also not permitted to read or write text 
messages nor to refer to other documents or devices such as a diary or PDA whilst on 
the move. 
 
If you are driving on Company business you are required to switch off your mobile 
telephone.  You can leave a message on your answer phone to the effect that you are 
unable to take the call because you are driving but you will be able to respond within a 
maximum time of two hours.  When it is appropriate and safe you can park, check 
messages and make and receive calls. 
 
The following key points are important for all mobile phone users: 
 
• Effective since 1 December 2003 new legislation has banned the use of hand held 

mobile phones whilst driving. 
 
• Offenders will have to pay a fixed penalty and, in addition the offence will also 

carry three penalty points on a driver’s licence. 
 
• Employers can also be prosecuted if they cause or permit the use of hand held 

mobile phones by their employees whilst driving. 
 
• The use of an ear piece or microphone is not permitted if the phone is not in a fixed 

cradle. 
 
 
• Anyone involved in an accident, and subsequently found to have been on a mobile 

phone of any type at the time, can be liable to prosecution. 
 
• Anyone found to have ignored the government legislation, or the Company policy, 

will be subject to disciplinary action. 
 
 
Hands-free mobile via an installed car kit 
 
If your vehicle is fitted with a hands free car kit you cannot under any circumstances 
make any outgoing calls, read or send text messages or refer to other documents or 
devices such as a diary or PDA whilst on the move.  
 
You are allowed to receive an incoming call or let the call defer to the answer-phone, 
using your judgement of prevailing traffic and weather conditions.  If answering a call 
you must ensure it is safe to do so bearing in mind: 
 

• speed of travel 
 

• any adverse road or weather conditions 
 
• all calls should be short and precise 
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If you receive a call which is likely to be lengthy or involved you are required to advise 
the caller you will ring them back when you can stop and park safely 
 
The decision to answer an incoming call rests on the good judgement of the driver and 
whether they deem it safe to do so.  If there is any doubt the call should be left to 
divert to the answer-phone.  
 
The hands-free kit is a facility that enables the driver to make and receive calls when 
parked safely.  The driver can only then give their full attention and concentration to 
the call leaving their hands free to make notes or refer to paperwork. 
 
The following key points are also applicable: 
 
• Existing legislation can prosecute a driver for driving without due care and attention 

whilst talking on a hands free phone. 
 
• It should also be remembered that anyone involved in an accident, and 

subsequently found to have been on a mobile phone of any type at the time, may 
be liable to prosecution. 

 
• Employers may also be prosecuted if they cause or permit the use of hands free 

mobile phones by their employees whilst driving who are subsequently involved in 
an accident. 

 
 
 
 
 
 
Employees who drive for work must: 
 

• never use a hand-held while driving  
• if no hands free kit is installed, ensure the phone is switched off and can take 

messages while they are driving or allow a passenger to use the phone 
• only take incoming calls  when a hands free kit is installed and it is safe to do 

so 
• plan journeys so they include rest stops when messages can be checked and 

calls returned 
• co-operate with monitoring, reporting and investigation procedures 

 
Line Managers must ensure: 
 

• they lead by personal example 
• they do not expect staff to answer calls when they are driving 
• employees understand their responsibilities not to use a hand-held phone  
• employees switch phones to voicemail, or switch them off, while driving, or ask 

a passenger to use the phone 
 
• they use their good judgement to take incoming calls only  via a hands-free 

phone while driving 
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• employees plan journeys to include rest stops which also provide opportunities 
to check messages and return calls 

• work practices do not pressurise staff to use a phone while driving 
• compliance with the mobile phone policy is included in team meetings and staff 

appraisals and periodic checks are conducted to ensure that the policy is being 
followed 

• they challenge unsafe attitudes and behaviours, encourage staff to drive safely 
and lead by personal example by strictly observing the mobile phone policy 

 
Senior Managers must: 
 
Lead by example, both in the way they drive themselves and by not tolerating poor 
driving practice among colleagues. They must never make or receive a call on a hand 
held mobile phone while driving and only take incoming calls if a hands-free kit is 
installed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SAFE SPEED 
 
Employees driving for work must never drive faster than conditions safely allow and 
must obey posted speed limits at all times.  
 
Employees who are registered as driving for work who receive penalty points or other 
driving convictions must inform their line manager. Employees who gain penalty points 
on their licence may be required to take further driver training. Company vehicles may 
be withdrawn from employees attaining nine or more penalty points or from employees 
who are disqualified from driving. 
 
The Company will co-operate with any police enquiries resulting from an alleged 
speeding offence or incident and supply details of the employee (or the driver if 
different) to whom the vehicle is allocated.  Drivers are liable for all fines incurred 
through traffic offences. 
 
Employees who drive for work must: 
 

• never drive faster than conditions safely allow and obey posted speed limits at 
all times 

• ensure they know what the maximum speed limit is for the vehicle they are 
driving 
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• plan journeys so they can be completed at safe speeds and without exceeding 
speed limits 

• report road safety problems, including crashes, incidents, fixed penalty notices, 
summons and convictions for any offence including speeding, to their line 
manager  

 
Line Managers must ensure: 

• that they lead by personal example 
• employees understand their responsibilities to drive at safe speeds and obey 

speed limits 
• employees receive driving assessments and appropriate training as required 
• employees plan and undertake journeys at safe speeds and obey speed limits 
• work targets, systems of work or performance related methods of pay do not 

create pressures which lead staff to use speed inappropriately 
• work related road safety is included in team meetings and staff appraisals and 

periodic checks are conducted to ensure the safe speed rules are  being 
followed 

• they follow the monitoring, reporting and investigation procedures to help learn 
lessons which could help improve our future road safety performance 

• they challenge unsafe attitudes and behaviours, encourage staff to drive safely 
and lead by personal example in the way they themselves drive 

 
 
Senior Managers must: 
 

• lead by example, both in the way they themselves drive and by not tolerating 
poor driving practice among colleagues 

 
OWN CAR BUSINESS USE SCHEME (OBU)  
 
When drivers use their own vehicles on Company business the following criteria apply: 
 
Driver’s Responsibilities: 
 

• Register for OBU via their manager. 
 

• Allow the Company to check their driving licence by completing a driving 
licence mandate form and returning to their manager. 

 
• Have their driving ability assessed and agree to further training if necessary. 

 
• Pass a Driving for Work medical. 

 
• Annually supply  their manager with a copy of  the vehicle’s: 

- current MOT certificate if applicable 
- VED licence disc 
- recent service history 
- Complete a  vehicle check record in accordance with the Company  

       Vehicle Checking Policy before each instance of using the vehicle on    
       Company business or weekly if the vehicle is used regularly. 
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Manager’s Responsibilities: 
 

• Agree that driver will be required to drive on Company business. 
 

• Compile a list of eligible drivers and regularly submit updated list to Expenses 
Dept.. 

 
• Issue driver with a driving licence mandate  to allow the Company to check 

validity of driver’s licence annually. 
 

• Request from driver annually       
 - copy of MOT if applicable 
 - copy of VED licence disc 
 - copy of recent service history 

 
• Provide driver Vehicle Checking Forms. 

 
• Every quarter check that vehicle checks are being completed in accordance 

with the Company Vehicle Checking Procedure. 
 
Whenever possible only vehicles up to four years old or with a mileage of less than 
120,000 miles will be accepted onto the OBU scheme. 
Only drivers who have registered for OBU and have followed the above procedures 
will be allowed to drive on Company business using their own vehicles. 
 
 
 
MONITORING AND REPORTING SYSTEM 
 
 
Objective:   
 
To ensure compliance of the Company Road Safety Policy through performance 
measurement and audit processes. The audit should occur on a regular basis. 
 
The trends identified by this reactive monitoring will be helpful in reviewing the 
company’s performance in regard to the control of road-risk against the objectives set 
in the policy. Even when the policy objectives have been met, however, continuous 
improvement should then dictate that new, more challenging objectives are then set. 
 
Method: 
 
1.  Benchmark the company’s performance against other organisations by comparing: 
 
• Road-risk accident rates with other organisations in a similar industry. 
• Management practices and techniques for the control of road-risk with other 

organisations in any industry 
 
Responsible – Fleet manager 
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2.  Establish a base line of information at the point of introduction of the policy to be 
compared with national statistics where applicable and annually thereafter. This 
information may include the following facts: 

 
• Number of hours being driven per week by drivers  
• Number of miles being driven  
• Vehicles involved in an accident in a one year period 
• Annual number of accidents within the fleet of cars used on company business – 

hire, contract & OBU  
• Cost of incidents & accidents  
• Amounts paid to a third party   
• Average annual mileage for contract cars 
• Vehicle costs - fuel,  service, maintenance, refurbishment, 
• Licence details:- (sample number of employees to be checked) 
• Changes to licence details and violations (since last appraisal)  
 
Responsible – Fleet manager 
 
 3.   Establish that the basic procedures in the policy document are being observed 
correctly: 
 
• Pre - employment procedures 
• Pre - employment documentation 
• Health check procedures 
• Reference/licence check procedures 
• Authorised user policy 
• Induction training 
• Driver training implementation 
• Accident reporting procedures 
• Discipline policy 
• Vehicle check requirements 
• Vehicle service requirements 
• Vehicle breakdown procedure 
• Record keeping/documentation 
• Performance & review - internal 
• Company Road Safety Policy compliance 
 
 
Responsible - Personnel Manager 
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FAILURE TO COMPLY 
 
 
 
The objective is to ensure that the Company consistently enforces these policies and 
programme requirements.  Failure to comply includes: 

• Someone not fit to drive temporarily or permanently. 
• Those who’s driving / safety record is persistently below standard and where 

other methods have not led to improved performance. 
• Those who are unable to drive a vehicle whether on or off duty due to the 

influence of alcohol, illegal drugs, other substances. 
  

In these cases:- 
 

1. Any action to be taken following an avoidable incident or improper driving 
behaviour will be determined in accordance with existing Company Disciplinary 
Procedure. In general terms an avoidable accident is regarded as misconduct.  

 
2. Any action to be taken following a situation where any employee is unable to 

drive a vehicle whether on or off duty due to the influence of alcohol or illegal 
drugs and other substances or to be in possession of illegal drugs on Company 
property or driving on Company business will be determined in accordance with 
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existing Company Disciplinary Procedure. In general terms such an incident is 
regarded as gross misconduct.  

 
It is the responsibility of the employee to inform the company of any changes as 
below:  
 

3. If the employee has a medical condition which has worsened since their  
licence was issued and/or their last company medical, or a new medical 
condition has occurred, the applicant must inform their Line Manager  

 
4. Employees taking medicines or prescribed drugs under the direction of their 

Health Professional must notify their immediate Line Manager. 
 
5. Employees must notify their Line Manager of any penalty points received and 

added to their driving licences.  
 

In the event that an employee is unable to carry out their normal duties involving the 
use of a vehicle due to changes arising from points 3 & 4 above then the Company  
shall wherever possible, consider an alternative post for the employee. 
 
In the event that an employee is unable to carry out their normal duties involving the 
use of a vehicle due to changes arising from point 5 above, then the Company  shall 
take such action as it deems to be necessary.   Such action to be taken will be 
determined in accordance with existing Company disciplinary procedure.  In general 
terms this means that the receipt of any penalty points shall be regarded as 
misconduct and the loss of a licence due to exceeding the maximum number of points 
is regarded as gross misconduct. 


