[Insert Company Logo Here]				Driver Authorisation Form  |  Confidential once completed
[COMPANY NAME] – HR FORM – DRIVING AT WORK
DRIVER AUTHORISATION FORM
Confirms that you hold the right licence, are fit to drive, and are authorised to drive or tow specific company vehicles.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-013
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Checking licences, points, eyesight and fitness to drive, and recording which vehicles and trailers each person may drive or tow.

	Who fills it in
	The driver fills in Sections 1–4 and 7. The Manager fills in Sections 5, 6 (with the driver) and 8.

	When
	Before anyone drives for work for the first time. Licence checks repeated every 3, 6 or 12 months depending on risk (Section 8). Again after any change to the licence, health or vehicles.

	Time needed
	About 15 minutes for the driver. About 15 minutes for the Manager, including the online licence check.

	You will need
	Your photocard driving licence, your National Insurance number and licence postcode (to get a DVLA check code), and details of any points, convictions or accidents.

	Where it goes
	The driver's personnel file, with the licence check record. Health answers in Section 4 go in the confidential health file. Kept for [the length of employment plus 6 years]. Check code printouts: keep only the summary, not a copy of the licence, unless you need it.



	Guidance for the business owner – remove before issue
Replace everything in [red] and delete the red boxes before issue. Use this with your Driving at Work Policy [ref].
Licence checks. The driver gets a check code from GOV.UK "View or share your driving licence information". They need their licence number, National Insurance number and licence postcode. The code is valid for 21 days and can be used once. You enter it, with the last 8 characters of the licence number, on GOV.UK "Check someone's driving licence information". You must have the driver's permission: GOV.UK says it is a criminal offence to get someone's information without it. Other routes are DVLA by phone or form D888/1, or a licence-checking company using DVLA's Access Driver Data (ADD) service. Sources: GOV.UK "View or share your driving licence information", "Check someone's driving licence information" and "Employing people to drive" (checked 23/09/2026).
Towing. A car licence (category B) passed on or after 1 January 1997 lets you tow a trailer up to 3,500 kg maximum authorised mass (MAM); GOV.UK says the combined MAM of vehicle and trailer must not exceed 7,000 kg. DVLA adds category BE when the licence is next renewed. Licences passed before 1 January 1997 usually allow a combination up to 8,250 kg MAM. Never exceed the vehicle's own towing limit and train weight on its plate or in the handbook. C1 covers vehicles of 3,500–7,500 kg (trailer up to 750 kg); C1E is needed for a heavier trailer. Category B covers electric or hydrogen vans up to 4,250 kg. Sources: GOV.UK "Towing with a car" and "Driving licence categories" (checked 23/09/2026).
Operator licence. Check whether you need a goods vehicle operator licence. GOV.UK says you need one when the total plated weight of the vehicle and trailer is over 3,500 kg, unless the trailer weighs less than 1,020 kg unladen and you carry only your own goods. Pick-up and chipper combinations can fall into this; take advice if unsure. Source: GOV.UK "Being a goods vehicle operator" (checked 23/09/2026).
Eyesight and health. Drivers must be able to read a number plate from 20 metres, and meet visual acuity of at least 6/12 with glasses or lenses if needed. Drivers must tell DVLA about notifiable conditions and can be fined up to £1,000 if they do not. Sources: GOV.UK "Driving eyesight rules" and "Medical conditions, disabilities and driving" (checked 23/09/2026).
Points and phones. A driver with 12 or more points within 3 years can be disqualified. Most endorsements stay on the record for 4 years; drink and drug driving endorsements stay for 11 years. Using a hand-held phone while driving carries 6 points and a £200 fine; new drivers lose their licence if convicted within 2 years of passing. Sources: GOV.UK "Penalty points (endorsements)" and "Using a phone, sat nav or other device when driving" (checked 23/09/2026).
Data protection. Section 4 is health data (UK GDPR Article 9). Motoring convictions may be criminal offence data (Article 10), which needs a DPA 2018 Schedule 1 condition and an appropriate policy document. Check your Privacy Notice [ref] and the ICO guidance.
Decide your own rules where shown in [red]: check frequency, points bands and your phone rule. Links: ARB-HR-010 (medical), ARB-HR-005 (onboarding), ARB-HR-009 (site induction).



How to use this form
	1
	Driver: fill in Sections 1–4. Get a DVLA check code online and give it to the Manager within 21 days.

	2
	Manager: check the licence online, then complete the vehicles table in Section 5.

	3
	Go through Section 6 together, including a walk-round check of a vehicle you will drive.

	4
	Driver: sign the declaration and consent in Section 7.

	5
	Manager: authorise in Section 8, set the next check date and diarise it.



	Your information
We use this information to keep you, the public and our vehicles safe, and to meet our insurer's requirements. Health answers in Section 4 are kept confidential and separate from your personnel file (UK GDPR Article 9 and DPA 2018 Schedule 1).
Points or a health condition do not automatically stop you driving for us. We will talk to you, and consider support or other duties, before any decision.
If you would like this form in a different format, or someone to go through it with you, just ask.




		1
	Your details
Section 1 of 8  ·  About 2 minutes  ·  Driver



	☐  Employee
	☐  Subcontractor
	☐  Agency worker



	Full name
	
	Job title
	

	Mobile
	
	Email
	

	Date of birth
	
	Team Leader / Manager
	







		2
	Your driving licence
Section 2 of 8  ·  About 3 minutes  ·  Driver



	Licence number
	
	Photocard expiry date
	

	Date you passed your car test
	
	Licence postcode matches home address?  Yes / No
	



Licence type
	☐  Full UK licence
	☐  Provisional UK licence
	☐  Non-UK licence (country: [ ])



Categories held (tick what is on your licence)
	☐  B (car)
	☐  B auto only
	☐  BE (car and trailer)

	☐  C1
	☐  C1E
	☐  C

	☐  CE
	☐  F (tractor)
	☐  Other: [ ]






	Tip
Passed your car test before 1 January 1997? Your licence may already cover heavier combinations, such as a 3.5 t tipper towing a trailer. Tell us so we can check what you are entitled to drive.




		3
	Points, convictions and driving history
Section 3 of 8  ·  About 3 minutes  ·  Driver



Be honest. Points or past accidents do not automatically stop you driving for us.
		Question
	Yes
	No
	If yes, give details

	Do you have any current penalty points or endorsements? Give the number of points and the codes, for example "3 points SP30".
	☐
	☐
	

	Have you been convicted of a motoring offence in the last 5 years?
	☐
	☐
	

	Have you been disqualified from driving in the last 10 years?
	☐
	☐
	

	Is there any motoring prosecution or fixed penalty pending?
	☐
	☐
	

	Have you had an accident while driving in the last 5 years, whether or not it was your fault?
	☐
	☐
	

	Has an insurer ever refused, cancelled or put special conditions on your motor insurance?
	☐
	☐
	

	Have you attended a speed awareness or other driver course in the last 3 years?
	☐
	☐
	

	Did you pass your driving test in the last 2 years?
	☐
	☐
	










		4
	Eyesight and fitness to drive
Section 4 of 8  ·  About 2 minutes  ·  Driver  ·  Confidential



You do not need to name any condition here. If you prefer, give details in private to [name / role] or use the Medical (Fitness for Work) Questionnaire (ARB-HR-010).
		Question
	Yes
	No
	If yes, details or "will discuss"

	Can you read a car number plate from 20 metres (about 5 car lengths), with glasses or contact lenses if you need them?
	☐
	☐
	

	Do you need glasses or contact lenses to drive?
	☐
	☐
	

	Do you have a medical condition that you have told DVLA about, or that you think you may need to tell DVLA about?
	☐
	☐
	

	Has a doctor, nurse or optician advised you not to drive, or to drive only with conditions?
	☐
	☐
	

	Do you take any medicine that can cause drowsiness or affect your driving? You do not need to name it.
	☐
	☐
	

	Do you often feel very sleepy during the day, or have you ever nodded off while driving?
	☐
	☐
	










		5
	Vehicles, trailers and towing authorised
Section 5 of 8  ·  About 5 minutes  ·  Manager



Tick each vehicle or combination this person may drive. Check it against the licence categories confirmed by the DVLA check. Leave blank anything not authorised.
	Vehicle or combination
	Reg or fleet no.
	Allowed
	Licence OK
	Trained on (date)
	Conditions

	Car
	
	☐
	☐
	
	

	Van up to 3,500 kg
	
	☐
	☐
	
	

	Pick-up
	
	☐
	☐
	
	

	3.5 t tipper
	
	☐
	☐
	
	

	Electric van 3,500–4,250 kg
	
	☐
	☐
	
	

	Tipper over 3,500 kg (C1)
	
	☐
	☐
	
	

	Towing a chipper
	
	☐
	☐
	
	

	Towing a stump grinder or plant trailer
	
	☐
	☐
	
	

	Tractor (category F)
	
	☐
	☐
	
	

	Vehicle-mounted MEWP (road driving)
	
	☐
	☐
	
	

	Other: [vehicle]
	
	☐
	☐
	
	






		Towing chippers and stump grinder trailers – before authorising
1. Confirm the licence covers the combination (see the red guidance box and Section 2).
1. Check the towing vehicle's towing limit and train weight on its plate or handbook, and the trailer's MAM on its plate.
1. Give practical familiarisation: coupling, breakaway cable, jockey wheel, lights, reversing and checks. Consider formal towing training for new or inexperienced drivers: [provider].
1. Chipper and stump grinder operation needs separate training and competence. This form covers driving and towing only.






		6
	Driving rules and daily checks
Section 6 of 8  ·  About 10 minutes  ·  Manager and driver together



	✓
	I understand that I must…
	Initials

	☐
	Check the vehicle (and trailer) before use each day, and record it on the vehicle check sheet [ref]
	

	☐
	Report any defect, damage or accident to [name / role] straight away. Do not drive a vehicle that is unsafe
	

	☐
	Tell [name / role] within [24 hours] of any new points, conviction, pending prosecution, disqualification or medical change
	

	☐
	Never drive after drinking alcohol or taking drugs, or while taking medicine that affects driving. Follow the Drug & Alcohol Policy [ref]
	

	☐
	Wear a seat belt and make sure every passenger does
	

	☐
	Follow the Highway Code and speed limits, including lower limits when towing
	

	☐
	Secure every load: tools, fuel cans, timber and chip. Keep the cab clear
	

	☐
	Take breaks on long journeys. Stop if you feel tired
	

	☐
	Fines, parking tickets and penalties from your driving are your responsibility, unless [company rule]
	






		Phone rule
The law: you must not hold and use a phone, sat nav or any device that can send or receive data while driving, even when stopped in traffic. The penalty is 6 points and a £200 fine (GOV.UK, checked 23/09/2026).
Our rule: [For example: phones on "do not disturb while driving". Hands-free calls only if unavoidable and kept short. Never read or send messages. Pull over safely to use the phone.]
Team Leaders: do not call drivers you know are on the road. Wait for them to call back.




		✓
	Daily walk-round check – shown to the driver
	Initials

	☐
	Tyres: tread, pressure, damage (vehicle and trailer)
	

	☐
	Lights, indicators, number plates and trailer lighting board
	

	☐
	Mirrors, windscreen, wipers and washer fluid
	

	☐
	Oil, coolant and fuel levels; no leaks
	

	☐
	Brakes and steering feel normal
	

	☐
	Tow hitch locked, safety breakaway cable attached, jockey wheel up, handbrake off
	

	☐
	Chipper: infeed closed and locked, chute secure. Stump grinder: secured to trailer
	

	☐
	Load secure; first aid kit, fire extinguisher and spill kit present
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	Declaration and consent
Section 7 of 8  ·  About 2 minutes  ·  Driver



	✓
	I confirm that…
	Initials

	☐
	The information I have given is true and complete.
	

	☐
	I consent to [company name] checking my driving licence record with DVLA, using a check code I provide or a licence-checking service, while I drive for work.
	

	☐
	I understand checks will be repeated every [3 / 6 / 12] months, or sooner if something changes.
	

	☐
	I will tell the company straight away about any change to my licence, points or fitness to drive.
	

	☐
	I have read the Driving at Work Policy [ref] and the rules in Section 6.
	



	
	Driver

	Name
	

	Signature
	

	Date
	







		8
	Manager authorisation and licence checks
Section 8 of 8  ·  About 5 minutes  ·  Manager



Decision
	☐  Authorised for the vehicles ticked in Section 5

	☐  Authorised with conditions (below)

	☐  Not authorised at present (reason recorded separately)



	Conditions or restrictions
	For example: "No towing until familiarisation complete", "Cars and vans only".



How often we check licences
	Driver risk
	Check every
	Examples

	Low
	[12 months]
	0–3 points, no recent accidents

	Medium
	[6 months]
	4–6 points, a recent accident, towing or driving 3.5 t vehicles regularly

	High
	[3 months]
	7 or more points, a new driver in their first 2 years, or a pending prosecution



These bands are a suggested company rule, not a legal requirement. Adjust them to your risk assessment and insurer's conditions.
Licence check record
	Date
	Method (check code / service)
	Categories confirmed
	Points and codes
	Checked by
	Next check due

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	






	We have gone through this form together. The driver is authorised as recorded above.
	
	Driver
	Manager

	Name
	
	

	Signature
	
	

	Date
	
	




	Related documents
	Reference
	Document

	ARB-HR-010
	Medical (Fitness for Work) Questionnaire

	ARB-HR-005
	Employee Onboarding Checklist

	ARB-HR-009
	Technical (Site Safety) Induction Checklist

	[ref]
	Driving at Work Policy, Drug & Alcohol Policy and Vehicle Check Sheet






	Document control
	Document
	Driver Authorisation Form (ARB-HR-013)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes




		Ver.
	Date
	Author
	Summary of changes

	1.0
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	Rewritten in AOS v2 format. Added verified GOV.UK towing, eyesight, DVLA, points and phone rules; operator licence prompt; check code process; eyesight and fitness questions; vehicles and towing table; daily walk-round checklist; phone rule; risk-based check frequency; licence check record; consent checklist; driver and manager sign-off.
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