[Insert Company Logo Here]	Driver Licence Checks (DVLA)  |  [Company procedure]
[COMPANY NAME]  –  COMPANY PROCEDURE
DRIVER LICENCE CHECKS (DVLA)
How we check driving licences with the DVLA, decide who may drive and tow for us, and keep checking on a timetable based on risk.
	Reference
	Version
	Date issued
	Review date

	ARB-ACP-03
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Making sure everyone who drives for work holds the right licence for the vehicle and trailer, and that we act on points, bans and changes.

	Who does it
	Office administrator runs the checks. A Manager makes the authorisation decision. A Director oversees the process.

	When (the trigger)
	Before anyone first drives for work. Then every 3, 6 or 12 months depending on risk (Section 1). Straight away if a driver reports new points, a conviction, a ban or a health change.

	Time needed
	About 10 minutes per check, once the driver has sent a check code.

	You will need
	The driver’s DVLA check code (under 21 days old), the last 8 characters of their licence number, their signed consent on the Driver Authorisation Form (ARB-HR-013), and the Driver Authorisation Register.

	What "done" looks like
	Check recorded, risk band and next check date set, authorisation confirmed or changed on ARB-HR-013, and the driver told the outcome.

	Where records go
	Confidential driver file (access limited to [names / roles]) and the Driver Authorisation Register. Retention in Section 5.



Where this fits in the office flow
	Enquiry
	›
	TPO / CA check
ACP-01
	›
	Quote
ACP-08
	›
	RAMS
ACP-07
	›
	Job
SUPPORTS THIS
	›
	Invoice
ACP-08
	›
	Credit control
ACP-06


A supporting procedure: nobody drives to a job, tows a chipper or stump grinder, or drives a vehicle-mounted MEWP on the road until this check has authorised them.

	The rule
Nobody drives for work – in a company vehicle, a hire vehicle or their own vehicle – until a DVLA check has been done and a Manager has authorised them on ARB-HR-013. If a licence is expired, suspended, revoked or does not cover the vehicle or trailer, that person does not drive for us until it is put right.



  1     Who this covers and how often we check
              Section 1 of 6  ·  About 2 minutes to read  ·  Office, Managers
This covers anyone we authorise to drive for work: in company vehicles, hire vehicles, or their own vehicles on company business (for example to a quote visit, the merchant or the tip). The bands below match ARB-POL-30 and ARB-HR-013. They are good practice: the law does not say how often to check.
	Driver risk
	Check every
	Typical examples

	Standard
	[12 months]
	0–3 points, no recent collisions, drives vans up to 3.5 t without a trailer.

	Higher
	[6 months]
	4–6 points, a recent collision, regular towing (chippers, stump grinders, plant trailers), or driving vehicles over 3.5 t.

	High
	[3 months]
	7 or more points, a new driver in the first 2 years after passing, or a pending prosecution.

	Always, as well
	Straight away
	Before the first work drive; when a driver tells us about new points, a conviction, a ban or a health change; and when we have another reason to think something has changed.



  2     Step by step
              Section 2 of 6  ·  About 10 minutes per check  ·  Office, Manager, driver
Be supportive: points or a past collision do not automatically stop someone driving for us.
	#
	What to do
	Who
	Record it

	1
	Explain the check and get signed consent
Tell the driver what we check, why, who sees it and how long we keep it (Section 4). They sign the declaration and consent in ARB-HR-013 Section 7.
DVLA needs the driver’s permission for us to see their record. It is a criminal offence to get someone’s driving information without it.
	Office; driver
	Signed ARB-HR-013 in the driver file



	2
	Driver gets a check code
The driver uses GOV.UK "View or share your driving licence information". They need their licence number, National Insurance number and the postcode on their licence. The code lasts 21 days and works once.
Offer to help at the office if they would find that easier.
	Driver
	Code received date (register)



	3
	Run the check
Use GOV.UK "Check someone’s driving licence information". Enter the check code and the last 8 characters of the licence number.
Other routes: DVLA by phone (you still need permission, the code and the last 8 characters); form D888/1 by post (£5); or a licence-checking company, which will give you its own DVLA declaration for the driver to sign.
	Office
	Date and method (register)



	4
	Check what matters
1. licence is valid – not expired, suspended, revoked or disqualified;
1. categories cover every vehicle and trailer they will drive (for example B, BE, C1, C1E – see ARB-POL-30 Section 2);
1. penalty points: number, offence codes and dates;
1. restriction codes, for example 01 (eyesight correction) or 78 (automatic only);
1. photocard expiry date.
At the first check, compare the photocard with the driver in person.
	Office
	Categories, points and codes (register)



	5
	Record the result
Record the date, method, categories, points and codes, who checked, and the next due date. Save the DVLA summary in the confidential driver file. Do not copy the whole licence unless you need to.
	Office
	Driver Authorisation Register; ARB-HR-013 licence check record



	6
	Assess the risk and set the next check
Use the bands in Section 1. If there are points, a recent collision or a restriction, talk to the driver privately. Consider support such as driver training or a change of vehicle.
Tell the insurer where the policy terms require it: [insurer / broker and what they need].
	Manager
	Risk band and next due date (register)



	7
	Make the authorisation decision
The Manager records one outcome on ARB-HR-013 Section 5: authorised, authorised with conditions (for example "no towing", "vans only") or not authorised. Tell the driver in writing.
If the licence is invalid or does not cover the vehicle, stop that driving straight away and update the vehicle and insurance lists.
	Manager
	ARB-HR-013 Section 5; letter or email to driver



	8
	Diarise, repeat and tidy up
Put the next due date in the calendar with a reminder [2 weeks] before, so the driver can send a new code. If a check becomes overdue, [the driver does not drive for work until it is done].
When a check is replaced, delete the old DVLA summary (Section 5). When a driver leaves, remove them from the insurance and vehicle lists.
	Office
	Calendar; register "next due"; deletion noted




  3     When to stop
              Section 3 of 6  ·  About 1 minute to read  ·  Office, Managers
	Stop – do not continue if…
1. there is no signed consent on file;
1. the check code is more than 21 days old or has already been used – ask for a new one;
1. the licence details or photo do not match the person in front of you;
1. the licence is expired, suspended, revoked or disqualified, or does not cover the vehicle or trailer – that person does not drive for us;
1. the driver has 12 or more points, is a new driver close to 6 points, or has a pending prosecution – tell a Manager the same day;
1. the check shows points or a conviction the driver did not tell us about – the Manager talks to them before any decision (ARB-POL-30);
1. someone wants to drive their own vehicle for work without business-use insurance, a current MOT (where needed) or vehicle tax.
Stop, tell [Manager name], and record the decision in the register.



	What this means for you
Sam joins as a groundsperson. They passed their test last year and will tow the chipper behind a 3.5 t tipper. Sam signs ARB-HR-013 and sends a check code the same day. The check shows a category B licence with 3 points (SP30, speeding) from March. Because Sam passed less than 2 years ago, they are in the High band: checked every 3 months. The Manager explains that new drivers lose their licence at 6 points, authorises Sam for vans, and allows towing only after a familiarisation session with the Team Leader. The broker is told, as the policy requires. The office sets a reminder for the next check. Sam knows where they stand, and so do we.




  4     Data protection
              Section 4 of 6  ·  About 2 minutes to read  ·  Office, Managers
	Privacy note for drivers
What we collect: licence categories, validity, points, offence codes and dates, restrictions, and our authorisation decision.
Why: to meet our legal duties as an employer and vehicle operator. It is an offence to cause or permit someone to drive without the right licence or insurance, and we must manage work driving risks under health and safety law.
Lawful basis: legal obligation and legitimate interests. DVLA needs your permission for the check itself, but we do not rely on consent to use the results. Points and motoring convictions relate to criminal offences, so we treat them as criminal offence data. We use the employment condition in the Data Protection Act 2018 (Schedule 1, paragraph 1) and keep an appropriate policy document (ARB-POL-04).
Who sees it: [names / roles] and, where the policy requires, our insurer or broker. Nobody else.
How long: see Section 5. You can ask for a copy of what we hold about you.
If you would like any of this explained, or this form in a different format, just ask.



  5     Records and evidence
              Section 5 of 6  ·  About 1 minute to read  ·  Office, Manager
	What to keep
	Where
	How long
	Why

	Signed ARB-HR-013 (declaration, consent, authorisation and conditions)
	Confidential driver file
	[Employment plus 6 years] (ARB-HR-013)
	Proves consent and who authorised what.

	Latest DVLA check summary
	Confidential driver file
	While the person drives for us. Delete the old one when a new check is done (ARB-POL-04).
	Proves the current licence position. Keeps personal data to a minimum.

	Register line: date, method, categories, points band, checked by, next due
	Driver Authorisation Register
	[Employment plus 6 years]
	Shows checks were done on time, without keeping old details.

	Insurer or broker notifications
	Insurance file
	Life of the policy plus [6 years]
	Shows the insurer was told where the policy requires it.

	Letters about conditions, restrictions or withdrawal
	Confidential driver file
	[Employment plus 6 years]
	Shows fair, consistent decisions.




  6     Templates
              Section 6 of 6  ·  Copy, paste and fill in  ·  Office, Manager
Short, friendly messages get codes back faster.
	Asking for a check code (text or email)
"Hi [name], your driving licence check is due by [date]. Please get a check code at GOV.UK – search "View or share your driving licence information". You will need your licence number, National Insurance number and the postcode on your licence. The code lasts 21 days. Send it to [office email / number]. Any problems, just ask and we will help. Thanks, [name]"



	Outcome – authorised with conditions
"Thank you for your licence check on [date]. You are authorised to drive [vehicles]. For now this is with these conditions: [e.g. no towing until familiarisation is signed off]. Your next check is due by [date]. Please tell [name] within [24 hours] about any new points, convictions, bans or health changes."



	Guidance for the business owner – remove before issue
How to use this procedure. Fill in everything in [red] and delete this box before issue. Make sure ARB-HR-013, ARB-POL-30 and this procedure use the same check bands, contacts and retention periods.
Points (GOV.UK, checked 27/09/2026). 12 or more points within 3 years can lead to disqualification. A new driver’s licence is revoked if they get 6 or more points within 2 years of passing. Restriction codes: 01 eyesight correction; 78 automatic only (GOV.UK "Driving licence codes").
The law (checked 27/09/2026). Road Traffic Act 1988 s87(2): it is an offence to cause or permit someone to drive a vehicle "otherwise than in accordance with a licence" for that class; s143: the same for driving without insurance. Health and Safety at Work etc. Act 1974 ss2 and 3, and the Management of Health and Safety at Work Regulations 1999, cover work driving risk. Sources: legislation.gov.uk.
Check frequency is good practice, not law. HSE’s work driving guidance asks employers to make sure licences, insurance and MOTs are legal and up to date, and HSE INDG382 "Driving at work" asks for checks on recruitment and periodically afterwards (as recorded in ARB-POL-30). Neither sets a frequency. Some businesses use different bands, for example 6-monthly for 3–8 points or towing, and 3-monthly for 9 points or more. Choose one set and use it in all three documents.
DVLA (GOV.UK "Check someone’s driving licence information", checked 27/09/2026). You need the last 8 characters of the licence number and a check code; the code must be used within 21 days and only once; permission is needed, and getting someone’s information without it is a criminal offence. Other routes: DVLA by phone, or form D888/1 by post with a £5 fee. Licence-checking companies use DVLA’s Access to Driver Data service and supply a fair processing declaration (currently form D906) for the driver to sign. Ask your provider for their current terms.
Data protection. UK GDPR Article 10 and DPA 2018 s10 and Schedule 1 paragraph 1 (employment condition), which requires an appropriate policy document. The ICO has a template. The regulator becomes the Information Commission on 30 September 2026 (ARB-POL-04).
Errors fixed from the original. It kept consent forms and every DVLA report for 6 years, which conflicts with the retention schedule in ARB-POL-04 and keeps more criminal offence data than needed; it is now split between a long-kept register line and a short-kept latest summary. It had no check code process, no risk bands beyond "e.g. every 6 months", no data protection controls, no own-vehicle checks and no decision outcomes. "Approved third-party provider" is now explained.
Owner decisions. Your bands; who authorises; what happens when a check is overdue; your insurer’s rules on points and young or new drivers; and how long you keep register lines.
Arborella provides this template as documentation support. It is not legal advice, and it does not replace advice from the council, your insurer or a qualified adviser on a specific case.



Related documents
	Reference
	Document

	ARB-HR-013
	Driver Authorisation Form

	ARB-POL-30
	Vehicle and Driving Policy

	ARB-POL-04
	Data Protection Policy (retention, appropriate policy document)

	ARB-EQ-009 / 008
	Daily Vehicle Walk-round Check; Trailer Inspection

	ARB-HR-005
	Employee Onboarding Checklist

	ARB-POL-01
	Health and Safety Policy (10.7 vehicles and driving)



Document control
	Document
	Driver Licence Checks (DVLA) (ARB-ACP-03)

	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 we work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[Initials]
	Initial release
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