



1. Purpose
This policy outlines the procedures for checking and monitoring the validity of all driver licences held by employees who operate company or hired vehicles. The aim is to ensure compliance with legal obligations, industry best practice, and road safety responsibilities as defined by the DVSA, Traffic Commissioners, and associated guidance documents.
2. Scope
This policy applies to all employees who drive any vehicle on behalf of the company, including:
· Goods Vehicle (HGV) drivers
· Any company owned or hired vehicles
· Grey fleet (employees using their own vehicles for work purposes)
3. Legal and Regulatory Background
· The Senior Traffic Commissioner, in Statutory Document No.6: Vocational Driver Conduct, requires operators to implement a robust system for monitoring driver compliance, including the ongoing verification of licence validity.
· The Goods Vehicle Operator Licensing Guide suggests that transport managers carry out regular licence checks, typically every 3 months.
· Industry schemes such as FORS and Logistics UK promote risk-based licence checking schedules.
4. Policy Statement
Our company is committed to maintaining a safe and legally compliant driving workforce. As such, we adopt a tiered, risk-based licence checking regime that ensures high-risk drivers are monitored more frequently.
5. Licence Checking Frequency
	Driver Risk Level
	Check Frequency

	All drivers (standard)
	Every 3 months

	Drivers with 1–3 points
	Every 3 months

	Drivers with >3 points
	Monthly

	High-risk drivers (behavioural or compliance concerns)
	Monthly

	New drivers (first 3 months of employment)
	Monthly until assessed


Incident trigger: An immediate licence check will be carried out following any collision, near-miss, or formal complaint regarding driver behaviour.
High-risk drivers may include those with:
· History of speeding, careless or aggressive driving
· Reported incidents of poor road behaviour
· Tachograph or working time infringements
· Previous disciplinary action related to driving

6. Methods of Checking
Licence checks will be conducted using the following methods:
· DVLA Check Code (with driver consent)
· Approved Driver Licence checking company
· In-person physical inspection and copy (photocard along with DQC and driver smart card if applicable).
	Document
	Physical inspection and Copy 

	Driving Licence
	Induction and every 6 months* or if circumstance change

	Driver Smart Card
	Induction and every 6 months or if renewed/replaced

	Driver Qualification Card
	Induction and every 12 months or if renewed/replaced


*The 6-month physical inspection does not reduce or replace the 3-month DVLA/online checks.
6a. Use of Approved Licence Checking Companies
Where the company engages a third-party licence-checking service:
· Drivers must provide written or electronic consent for the company to share their licence information with the third-party provider.
· The Responsible Person for Compliance will ensure the service provider is approved and meets data protection and confidentiality requirements.
· Records of all checks conducted by the third-party provider must be maintained in the same manner as internal checks, including:
· Date of check
· Method used
· Name of person or company conducting the check
· Licence status and endorsements
· Risk level and follow-up actions (if any)
· Any discrepancies or high-risk findings reported by the third-party provider must be reviewed promptly by the Transport Manager and Responsible Person for Compliance, and appropriate action taken.
7. Data Protection and GDPR
· Personal data collected during licence checks will be processed in accordance with the UK GDPR and the Data Protection Act 2018.
· Data will be stored securely, with access restricted to authorised staff (Transport Manager and the Responsible Person for Compliance).
· Records will be retained only as long as required by law and internal retention schedules, after which they will be securely destroyed.
8. Driver Consent
All drivers must provide written consent for DVLA checks. Consent will be obtained at induction and renewed at least every 12 months or when required by law.


9. Record Keeping
All licence checks must be documented and retained for audit purposes. Records should include:
· Date of check
· Method used
· Name of person conducting the check
· Licence status and endorsements
· Risk level and follow-up actions (if any)
10. Roles and Responsibilities
· Transport Manager: Oversees all licence-checking processes and ensures compliance.
· Drivers: Must report any changes to their licence status (e.g., new points, disqualification) within 24 hours and provide updated check codes when requested.
· Responsible Person for compliance: Maintains records and assists in identifying high-risk drivers.
11. Grey-Fleet Requirements
Employees using their own vehicles for company business must provide evidence of:
· Valid MOT (where applicable)
· Road tax
· Appropriate insurance covering business use
12. Non-Compliance
Failure to comply with this policy, or failure to report changes in licence status, may result in disciplinary action up to and including suspension from driving duties.
13. Review
This policy will be reviewed annually and updated promptly following legislative changes, best-practice updates, or any serious driving-related incident.

Signed by……………………………………………. Date of review……………………………………
Position……………………………………………….
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