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1.  Driving Company Vehicles 
 

Drivers of Company vehicles must drive responsibly and in adherence with the current legislation governing 
the highways.  Any employee who has been issued with a Company vehicle must adhere to the above and 
the regulations detailed in the Company Vehicle Policy. 
 

The Company shall be responsible for payment of all reasonable standing and running costs of the vehicle 
including insurance, tax, MOT, maintenance and repair and shall bear the cost of fuel incurred during 
business mileage or reimburse the Employee for the cost of fuel properly incurred during business mileage 
at an agreed rate or at a rate specified in the Company’s Vehicle Policy from time to time. 
 

The employee shall: 
 

a) take good care of the vehicles and ensure that the provisions of the Company’s Vehicle Policy as 
amended from time to time and any policy of insurance relating to the vehicle are observed; 

b) pay all expenses directly connected with the employee's private use of the vehicle; 
c) be responsible for payment of all fines incurred for traffic offences and parking fines; 
d) notify the Company of any accidents involving the vehicle (whether or not these take place while the 

employee is on business); 
e) immediately inform the Company if he/she receives any endorsements (Penalty Points) upon their 

license and reason for receiving along with this they shall inform the company should they be 
convicted of a driving offence or disqualified from driving; and 

f) return the vehicle, its keys and all documents relating to it to Felix O’Hare & Co. Ltd or such other 
place as the Company may reasonably stipulate immediately upon the termination of the appointment 
arising or upon the employee becoming no longer legally entitled to drive. 

 

The Company shall have the right to terminate the appointment without prior notice or payment in lieu of 
notice if the Employee is convicted of a driving offence or disqualified from driving. 

 
2. Property 

 

The provision of your company vehicle is on the condition it is looked after and treated in a responsible 
manner at all times.  Any vehicles provided to an employee will remain the property of Felix O’Hare & Co. 
Ltd.  The company reserves the right to amend its procedures and regulations relating to company vehicles 
at any time. 
 

3. Condition of use 
 

Company vehicles are primarily intended to facilitate Company business; as necessary transportation; to 
maintain contact with clients and client related businesses as business demands.  To ensure the timely 
presence of designated drivers at targeted locations.    
 

 Medical Examination  
 

The Company reserves the right to ask an employee to attend a medical examination prior to issue of 
a Company vehicle.  The cost of a medical examination will be met by the Company. 

 

Drivers Licence 
 

It is the responsibility of the driver to update the Company Administrator of any changes to their licence. 
You are required to immediately inform the Company Administrator should you receive any 
endorsements (Penalty Points) upon your license and provide same with the reason for receiving them. 
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In addition, should you be convicted of a driving offence or disqualified from driving you must further 
notify the company as soon as possible. 
 
All drivers must co-operate fully when asked to produce their licence (both card and counterpart) 

 
Other drivers 

 

You may occasionally be required to allow the company vehicle to be used by other employees in the 
company who hold a full licence (this excludes employees 25 and under).  All such drivers are covered 
by the company’s motor insurance policy.  However, where such use of a company vehicle becomes a 
regular occurrence, the details of the driver must be forwarded to the office.  Spouses are not permitted 
to drive a company vehicle unless employed by the company and meet all the above criteria. 

 

Alcohol and non-prescribed drugs 
 

Drivers are not permitted to drive any vehicle whilst under the influence of alcohol, non-prescribed drugs 
or prescription drugs which may cause drowsiness. 

 

4. Conduct whilst driving a company vehicle 
 

Whilst not all vehicles display the Company logo, all drivers act as ambassadors for the Company.   Therefore, 
they must be conscious that their conduct may be the first impression to potential customers of Felix O’Hare 
& Co. Ltd. Professional conduct is paramount whilst in charge of a company vehicle, as per company 
minimum standards.   Drivers are obliged to demonstrate due care and attention at all times.  Any 
inappropriate behaviour while using a company vehicle will result in disciplinary action. 
 

Speed of driving 
 

Drivers must adhere to speed limit restrictions on the respective roads they travel on.  
 

The Company will not intervene on behalf of a driver, should they breach any legislation documented 
by the Driving Standards Agency. Any money due as a result of a speeding offence will be the liability 
of the individual driver. 

 

Parking 
 

Vehicles should comply with any parking restrictions in place.  Illegally parked vehicles may incur 
parking fines. Any fines incurred will be presented to the driver for prompt payment.   

 

5. Maintenance and general upkeep 
 

It is the responsibility of the individual driver to liaise with the office to ensure the vehicle is regularly 
maintained and serviced in accordance with the manufactures recommendation schedule. The company 
vehicle should be maintained in a road worthy condition and in good order so that it will bring the maximum 
resale price on replacement. 
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Weekly checks - On a weekly basis the driver of the Company vehicle must check: 
 

o Tyre pressure -of all tyres including spare as per manufactures instructions as documented 
in the handbook.  Adjust pressure accordingly.   
 

o Oil levels-using dip stick marked parameters, add oil if necessary to keep level between the 
parameters. 

 

o Water-check water receptacles are full and de-icer is added to windscreen washer.  
 

Reporting of defects / adherence to warning lights. 
 

All defects to the Company vehicle that may render it un-roadworthy must be reported to the office as 
soon as detected.  In addition to this, should any warning light appear, please report this immediately. 
Failure to do so may result in further excess to the vehicle and will be treated as negligent behaviour 
and as such, may lead to disciplinary action being taken.  In the case of gross misconduct, this could 
lead to dismissal. 

 

Maintain Cleanliness 
 

It is the responsibility of the driver to maintain the vehicle in a high standard of cleanliness both 
externally and internally. 

 

6. Use of mobile phones 
 

Mobile phones may not be used whilst driving a vehicle, unless using a hands-free attachment.  This is for 
the safety of all road users/pedestrians and to ensure Company drivers are demonstrating legal compliance 
with the current driving legislation. 
 

7. MOT Certificate 
 

You are responsible for liaising with the office and the fleet administrator prior to the MOT due date. 
 

8. Tax Liability 
 

Any tax arising from the use of a company vehicle is your responsibility.  The company is obliged to disclose 
to the Inland Revenue the names of all employees to whom a company vehicle has been allocated. 
 

9. Accidents 
 

Should a driver of a Company vehicle be engaged in any road traffic accident, they must contact Senior 
Management as soon as possible.  The driver should also report the accident to the Northern Ireland Police 
Service and co-operate fully with the management. 
 

10. Additional use  
 

The Company reserves the right to investigate usage of the vehicle for related and unrelated company 
business by monitoring mileage per vehicle, fuel consumption cost reports, and through discussion with the 
individual user. The Company acknowledges there will be occasions when the vehicle will be utilised for 
personnel use, but reiterates that it is the responsibility of the user to minimise costs. 
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11. Tax and Insurance 
 

The Company accepts responsibility for arranging tax and appropriate levels of insurance cover for all 
company vehicles. This should not encourage negligent behaviour from our drivers.   
 

Should you as a company vehicle driver be engaged in an accident for which you are found liable through: 
carelessness, negligence or recklessness? You will be expected to reimburse the company for any costs 
incurred up to the insurance excess amount (currently £250).  The company reserves the right to make such 
deductions from your wages.  You will be advised in writing of any deductions due, prior to this action. 
 

12. Leaving employment 
 
Should you leave the company, you must liaise with the office regarding the return of your vehicle to company 
premises.  Vehicles should be returned in a high standard of cleanliness.  Unless otherwise agreed in writing 
you must return your vehicle at an agreed time and deliver the keys to the office. 
 

13. Non-smoking policy 
 

Smoking is not permitted at any time in any of the Felix O’Hare & Co. Ltd. Vehicles. Any breach of this may 
result in disciplinary action being taken.  
 

14. Employee responsibility  
 

Company vans and Lorries 
 

Where an employee has been permitted to use a company vehicle for travel to and from their home, the 
vehicle must not be used for private purposes and the route taken to and from home must normally be the 
shortest practical one.  

 

Company Cars 
 

When an employee has been allocated with a company vehicle for the effective performance of their role, 
employees are expected to use their vehicle responsibly and in line with the Company vehicle policy. 
 

COMPANY VEHICLE USER   ___________________________________________ 
 

MAKE / MODEL OF VEHICLE  ___________________________________________ 
 

VEHICLE REGISTRATION NUMBER ___________________________________________ 
 

DVLNI DRIVER NUMBER   ___________________________________________ 
 

SIGNATURE OF RECIPIENT  ___________________________________________ 
 

I have read fully and understand my responsibilities and the company standards which are detailed in this 
Vehicle Policy. 
 
Signature of Driver _______________________ Date: _______________ 


