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Staff Use of Vehicles on Council Business Policy 
 

 
1. Introduction  

 
1.1 Subject to holding a current, full driving licence, some employees are entitled to drive 

Council vehicles for use in the performance of their duties.  Unless notified otherwise, 
Council vehicles may only be used for work purposes. Employees and Councillors of 
the Council are the only persons authorised to drive Council vehicles. Under no 
circumstances may any other person drive a Council vehicle (hereafter referred to as 
employees).   

1.2 Upon request, the employee must provide his or her full driving licence for inspection 
or allow the Council to review their license status online. This request will be made 
prior to commencing employment and annually thereafter by the employee’s line 
manager. Requests can also be made at any time during employment. In this instance, 
Councillors would only be required to provide driving licence information when 
intending to drive a Council vehicle.   

2.   Principles 

2.1  The Council is responsible for ensuring vehicles are always maintained in a 
serviceable condition, serviced in accordance with the manufacturer’s service 
schedule and are MOT tested as required.   The Council will retain all documents 
relating to the registration of vehicles.   

2.2  Various GPS monitoring systems may be fitted to Council vehicles.  These systems 
provide information such as route planning and vehicle location.  Information 
provided through these systems does not take precedence over the rules of the road. 

3.  Driver Responsibilities 

3.1 Employees using Council vehicles have a personal responsibility to always keep them 
in a good and clean condition.  Council vehicles may be subject to random inspection 
by the Clerk, or her representative and details recorded.  

3.2 Good driver behaviour and care of the Council’s vehicles is expected from all staff 
using the vehicles and drivers demonstrating negligence will be subject to disciplinary 
action. When driving on Council business, the expectation by the Council is for safe 
and considerate driving. Complaints received about the standard of the employee’s 
driving whilst on Council business will be dealt with under the Council’s Disciplinary 
Policy.   

3.3 The employee must ensure: 

a) that daily checks for oil, water, tyres and all lights including indicators, headlights and 
brake lights are carried out before first use each day and a record of inspections kept 
on the sheet provided.  It is the Employee’s full responsibility to ensure the level of fuel 
is maintained in the vehicle 

b) all defects and faults are reported immediately to their line manager (a vehicle must 
not be used if the fault breaches road traffic regulations)  



   

c) that any road traffic accident in which the employee was involved whilst driving a 
vehicle is reported immediately to the employee’s line manager, whether or not the 
incident occurred on the Council’s business 

d) any fixed penalty notices or any order of any Court to endorse the employee’s driving 
licence or to disqualify him or her from holding a driving licence, whether or not that 
consequence occurred whilst driving on the Council’s business is reported immediately 
to the Town Clerk 

e) any other event which results in the employee being ineligible to drive a vehicle is 
reported immediately to the Town Clerk (for example, medical reasons). 

f) Council vehicles are not taken out of Great Britain 
g) Council vehicles are not taken home overnight 
h) non-work-related passengers are not carried at any time unless authorised by the 

employee’s line manager and reported to the Town Clerk 
i) keys are not left in the vehicle if it is unattended in any circumstances 
j) the vehicle is locked. 
 

3.4 Towing  

The employee must ensure when towing any trailer or other item behind Council vehicles or 
their own private vehicle whilst on Council-related business that: 

a) their drivers’ license entitles them to tow a trailer 
b) the corresponding vehicle registration is displayed on the towed item 
c) the trailer lights are working, tyre pressure and tyre condition checked before use 

(any defects to be reported immediately and trailer not to be used if the fault 
breaches road traffic regulations) 

d) when hitching the trailer to the vehicle, the safety wire is used, the lights are 
properly connected to the towing vehicle and any running wheels are securely 
tightened in the ‘up’ position 

e) all side and back panels are properly secured before use 
f) heavy items are evenly distributed to ensure ease of towing 
g) overhanging items will not cause obstruction or damage to the towing vehicle or 

other vehicles or persons and are clearly marked 
h) all items in the trailer are properly secured to prevent movement 
i) they do not exceed the speed limits for towed vehicles  

 

3.5 Ride-On Mower 

Before using the ride-on mower on the Highway, the employee must ensure that: 

a) their driver’s license entitles them to do so 
b) the flashing beacon is functional and in use 
c) the blades are disengaged and in the ‘up’ position 
d) the tyre pressure and tyre condition are checked 
e) all attachments are properly secured 
f) there is sufficient fuel in the tank for the journey 
g) the operator is wearing high visibility clothing provided 
h) it is only used in full daylight 
i) any defects and faults are reported immediately to their line manager (a vehicle 

must not be used if the fault breaches road traffic regulations) 
the vehicle is not left unattended on the Highway, except in exceptional circumstances, the 
keys are not left in the vehicle if it is unattended in any circumstances 
 



   

4. Breakdown Procedure 

In the event of a breakdown the employee must notify their Line Manager as soon as 
is reasonably practicable of the vehicle location and problem (if known). 

4.1  Accidents 

a) The employee must notify their Line Manager who will notify the Town Clerk 
immediately, of any accident or damage (irrespective of the seriousness or fault) 
involving a Council vehicle, and of any charges brought against them arising from 
driving offences.  In all such cases, the individual must provide written details to 
the Council without delay.  Failure to notify the Council of an accident will be treated 
as a disciplinary offence. 
 

b) Any accident whilst on Council business will be investigated to determine whether 
the Council’s disciplinary procedure will be invoked.  Drivers deemed to be at fault 
in the event of an accident may be required to undertake additional driver training.   

 
c) If the employee or any other person is injured whilst travelling in a Council vehicle, 

or the employee is absent from work as a result of an accident or incident in a 
Council vehicle, the details must be reported to the Town Councils Health & Safety 
Officer and recorded in the Council’s Accident Reporting book.  

4.2 In the event of a road accident the employee must: 

a) where required obtain medical assistance for any injury to themselves or any other 
injured person 

b) ensure all parties are clear from the damaged vehicles and moving traffic providing 
they are not injured [if there are injuries, wait for the emergency services] 

c) never discuss liability or give money to any third party involved in an incident. 
 

4.3 The employee must also record the following details and report immediately to their 
Line Manager: 

a) Date/Time of accident  
b) Place where incident occurred (town, street names) 
c) Weather and road conditions 
d) Position of all vehicles before and after accident (take photographs or draw 

pictures where possible) 
e) Details of third parties (registration number, make and model of vehicles, 

driver/passenger names and addresses, insurance details, Council, address, 
policy number, telephone number) 

f) Witness contact details (where possible) 
 

4.4  Any accident involving personal injury, to either party must be reported to the 
 police at the time of the accident or within 24 hours 
 

4.5  Driver Training 
 

a) Drivers may, be required to undertake additional driver skills training at various 
times during their employment.  It is the Council’s policy to ensure that all 
employees have the necessary skills and training to undertake their duties 
safely. 



   

b) Individuals who refuse to undertake additional training will not be allowed to 
drive Council vehicles and this may affect their future employment. 

5.   Fines & Prosecutions 

5.1 The employee is responsible for the prompt payment of fines for parking, driving or 
other motoring offences incurred whilst they are driving a Council vehicle.   

5.2  Further, the employee consents to the deduction from their wages of a sum no greater 
than the costs the Council incurs if the Council is issued with a penalty notice or other 
fines connected with the employee’s failure to pay the fine or notify the Council of such. 
The Council agrees to notify the employee of the deduction from their wages prior to 
the deduction being made under this clause. 

5.3 The employee further consents to the disclosure by the Council to the Police or other 
authorised parties of their name and home address in respect of any motoring 
offence. The Council agrees to notify the employee of the disclosure of their personal 
details made under this clause. 

6.  Security 

6.1 Personal items should not be left in the vehicle, the Council does not accept any liability 
for loss, theft or damage of any personal items left in vehicles. 

6.2 When the vehicle is unattended, doors, windows and boot should be closed, and keys 
removed from the vehicle. Vehicles are to be locked at all times when parked, including 
when parked on Council property.   

  

6.4 In the event of theft or criminal damage to a Council vehicle, the Town Clerk, Line 
Manager and the Police must be advised immediately, and any crime number given 
by the Police must be recorded and immediately forwarded to the Town Clerk.   

7. Health & Safety  

The principal legislation governing road safety are the Road Traffic Acts 1988 
supported by the 2022 updated Highway Code.  There are also many other related 
statutes intended to safeguard road users.  When employees drive Council vehicles 
for business use, the employer has duties under the Health and Safety at Work Act 
1974 as well as the Management of Health and Safety at Work Regulations 1999. 

7.1  Alcohol, Drugs & Medication 
 

The Council has a zero tolerance of driving or attempting to drive Council vehicles or 
own private vehicles on Council-related business under the influence of alcohol, illegal 
drugs or medications that affect the ability to drive and as such they will be subject to 
summary dismissal if found doing so. If the employee is taking, or will be taking, any 
prescription drugs or other medication, which will affect their ability to drive, they should 
consult with their doctor, pharmacist or health care professional and inform their Line 
Manager, prior to driving. Failure to do so will result in disciplinary action. 



   

7.2  Smoking 

There is always a zero tolerance on any smoking in any Council vehicle.  If any 
employee is found to be smoking whilst in a Council vehicle this will be deemed to be 
a disciplinary matter. 

7.3  First Aid Kits 

The Council’s policy is that all vehicles will carry a First Aid Kit. Employees who use 
Council vehicles are responsible for regularly checking (every three months) to ensure 
the First Aid Kit supplied is complete and not time expired. If items are used or are 
time-expired the employee must immediately request replacement items. 

7.4   Use of Mobile Phones Whilst Driving 
 
a) It is illegal to use a mobile telephone or similar hand-held electronic device whilst 

driving any vehicle.  All employees whilst driving a Council owned vehicle or driving 
their own private vehicle on Council-related business will not use a mobile telephone 
or similar hand-held device 
    

b) If the employee does need to use a mobile telephone whilst in a Council vehicle or on 
Council Business, they must stop the vehicle in a safe manner, turn off the engine and 
put the handbrake on before using the mobile phone. A person is regarded as “driving” 
for the purposes of the law if the engine is running, even if their vehicle is stationary.   
 

c) Employees must: 

i. never use a mobile phone on a petrol station forecourt 
ii. always find a safe place to stop before using a mobile phone 
iii. never use a mobile phone near a vehicle carrying flammable loads 

 
d) If the employee is discovered contravening these rules, they will face disciplinary action 

under the Council’s disciplinary procedure.   
 

7.5  Eating and Drinking Whilst Driving 

a) Please note the Government recommends that eating and drinking whilst driving is 
prohibited.  If drivers are found not to be in control of the vehicle whilst eating and 
drinking, they could be liable of ‘driving without due care and attention’ and be issued 
with a fixed penalty fine. 

b) Therefore, employees must never eat or drink whilst driving a Council vehicle & always 
find a safe place to stop for refreshments.  

 
7.6   Safe Standards of Driving 

When driving Council vehicles, the employee must drive within the law and abide by all 
requirements of road traffic law and the Highway Code, including, but not limited to, ensuring 
that: 

a) traffic signs and speed limits are observed 
b) the vehicle is properly parked and not in breach of any road traffic regulations 



   

c) taking regular breaks because driving when tired can result in accidents.   
 

 
8.  Withdrawal of Use 

8.1 Notwithstanding any rights in the employee terms and conditions, the Council will 
withdraw the use of Council vehicles if the employee loses their driving licence for any 
reason or are charged by the Police with a serious motoring offence, or the employee 
does not comply with the procedures contained within this policy. The Council will, on 
an individual basis, review the employee’s appointment with the Council if the 
employee is no longer able to effectively carry out their duties due to the withdrawal of 
use of a Council vehicle or the loss of their driving licence. If there is no opportunity to 
transfer to alternative duties, the Council may terminate the employee’s employment.  
The employee has no automatic right to transfer to alternative duties on the loss of 
their licence. Each case will be reviewed on an individual basis and will be subject to 
the Council’s ability to find alternative suitable work. 

8.2 If deemed necessary, the Council may treat any such incidents as an act of gross 
misconduct and may undertake the actions necessary to review the employee’s 
continuing employment with the Council. 

8.3 If the employee loses their licence on medical grounds, the Council will, on an 
individual basis, review the situation to find, where possible, suitable alternative 
employment in accordance with the requirements of the Equality Act 2010. 

8.4 In the event that the Council suspends the employee from the performance of his or 
her duties in accordance with the Council’s disciplinary procedure, the employee will 
not be entitled to the use of any Council vehicle during that period of suspension.  

9. Driving Own Private Vehicles Whilst on Council Related Business 

The following applies to employees who drive on Council-related business using their own 
private vehicle. 

9.1  Driving Licence and Insurance 

a) Employees are required to be in possession of and provide for inspection a current, 
full driving licence at all times when driving on Council-related business.   

b) When an employee uses their own vehicle on Council-related business, they must 
ensure their policy of insurance specifically covers using the vehicle for business travel.  
Upon request, the employee must produce a copy of their insurance certificate 
confirming business travel cover. 

9.2  Mileage Allowance 

a) If an employee uses their own vehicle whilst driving on Council-related business, 
mileage allowance will be paid in accordance with the Councils Expenses Policy, for 
approved journeys.  This allowance cannot be claimed for journeys between home and 
the Employee’s place of work, except when they are required to return to work for 



   

additional duties e.g., for opening/closing of Council facilities or attending meetings. 
Please note that journeys home for meal breaks are specifically excluded.  

b) The Council reserves the right to vary the mileage allowance from time to time in line 
with statutory guidelines. 

9.3  Roadworthiness and Tax 

a) When using their own vehicle for Council-related business, the employee must ensure 
that their vehicle is maintained and in a roadworthy condition, that regular checks are 
made of tyre tread and pressure, lights, brakes, fuel, oil, water coolant, screen wash 
and battery. It must also conform with current road traffic legislation and that the 
conditions of the car insurance policy must be observed and that such policy is not 
rendered void or voidable. The vehicle must not be used for Council-related business 
if the employee knows or suspects it may have a defect or in any other way is not 
roadworthy.    

c) In addition, the employee must ensure their vehicle has a valid MOT certificate (where 
required). Upon request, the employee is required to submit a copy of the vehicle’s 
MOT certificate.  

9.4  Fines and Penalties 

The employee is responsible for the payment of any fines or charges incurred as a result of a 
motoring offence committed whilst driving on Council-related business, including but not 
limited to parking, congestion and speeding fines. 

9.5  Accidents and Loss of Licence 

The employee must report to the Council forthwith any road traffic accident in which they are 
involved whilst driving their own vehicle on Council-related business, regardless of fault. The 
employee must also immediately report to the Council any order of any court to disqualify them 
from holding a driving licence (or fixed penalty notice which results in disqualification under 
the “totting up” provisions), whether or not that consequence occurred whilst driving their 
vehicle on Council-related business, together with any other event which results in their being 
ineligible to drive. 

9.6  Carrying of Passengers 

The employee should ensure they comply with the vehicle manufacturer's design specification, 
when carrying passengers.  There should be enough seats for all passengers and only one 
person per seat.  The driver and any passengers must wear seat belts on all journeys. Only 
Council employees should be carried as passengers when the driver is engaged on Council 
business. 

A failure to observe these rules will be regarded as a disciplinary offence and will be dealt with 
in accordance with the Council’s disciplinary procedure.  Depending on the seriousness of the 
breach it may constitute potential gross misconduct rendering the employee liable to summary 
dismissal. 
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