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Annual Authorisation to Drive

Please complete this on MyView.  Guidance is available: Employees: MyView - My Forms - Falkirk Council

Name: 


Employee Details
Please enter your full name 


Type of Vehicle to be driven on Council business (Please note if driving your own vehicle, a fleet licence check is still required): 
[image: This is a checkbox to select this option.] Both (Own and Council)
[image: This is a checkbox to select this option.] Council vehicle (including pool car) [image: This is a checkbox to select this option.] Other
[image: This is a checkbox to select this option.] Own vehicle

If you have answered "Other" to the question "Type of Vehicle to be driven on Council business (Please note if driving your own vehicle, a fleet licence check is still required):" above then you will be prompted to answer the following:
If you answered Other above please provide more details

To carry out the duties of your post, do you need: 
[image: This is a checkbox to select this option.] HGV Licence [image: This is a checkbox to select this option.] PCV Licence
[image: This is a checkbox to select this option.] Neither of these licences are required for my job
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Please continue to next page >

Health
Do you suffer from a condition which may impact upon your ability to drive? 
[image: This is a checkbox to select this option.] NO [image: This is a checkbox to select this option.] YES
If you have answered "YES" to the question "Do you suffer from a condition which may impact upon your ability to drive?" above then you will be prompted to answer the following:
If you answered yes above you must advise your manager and provide more details below:

It is a requirement of the Road Traffic Act 1988 that all drivers have good vision and therefore it is your responsibility to ensure that you undergo periodic eye sight tests. Please confirm that your vision meets the standards required for driving. 
[image: This is a checkbox to select this option.] NO [image: This is a checkbox to select this option.] YES
Has your GP placed any restrictions on work or driving? 
[image: This is a checkbox to select this option.] NO [image: This is a checkbox to select this option.] YES
If you have answered "YES" to the question "Has your GP placed any restrictions on work or driving?" above then you will be prompted to answer the following:
If you answered Yes above please describe:
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Driver Licence Details (All Employees)

Does your licence cover you to drive the type of vehicle you drive on Council business?


[image: This is a checkbox to select this option.] NO [image: This is a checkbox to select this option.] YES

Driving Convictions/Endorsements not yet recorded on Driving Licence

Please provide details of any potential driving convictions/endorsements not yet recorded on your driving licence. Please input N/A if none. 



MOT & Insurance Details (For Drivers of Non Council (Personal) Vehicles Only)
Are you required to drive your own personal vehicle for work? 
[image: This is a checkbox to select this option.] No [image: This is a checkbox to select this option.] Yes
If you have answered "Yes" to the question "Are you required to drive your own personal vehicle for work?" above then you will be prompted to answer the following: What is the registration no. of your vehicle? 


If you have answered "Yes" to the question "Are you required to drive your own personal vehicle for work?" above then you will be prompted to answer the following: Does your vehicle require an MOT certificate? 
[image: This is a checkbox to select this option.] No [image: This is a checkbox to select this option.] Yes



If you have answered "Yes" to the question "Does your vehicle require an MOT certificate?" above then you will be prompted to answer the following:
What is the expiry date of the MOT certificate? 


If you have answered "Yes" to the question "Are you required to drive your own personal vehicle for work?" above then you will be prompted to answer the following: Do you have current insurance for your vehicle that covers business use? 
[image: This is a checkbox to select this option.] No [image: This is a checkbox to select this option.] Yes

If you have answered "Yes" to the question "Are you required to drive your own personal vehicle for work?" above then you will be prompted to answer the following: Is your vehicle roadworthy? 
[image: This is a checkbox to select this option.] No [image: This is a checkbox to select this option.] Yes

Declaration by Employee

[image: This is a checkbox to select this option.
] The details given on this form are accurate and I understand that it is an offence under the Road Traffic Act to knowingly make a false statement to obtain insurance cover or drive a vehicle without insurance cover.

[image: This is a checkbox to select this option.] I will notify my line manager immediately of any change in driving status (health/vision/convictions/insurance) which may have an impact on my ability to drive.

[image: This is a checkbox to select this option.] I have provided a copy of my current MOT certificate and insurance documentation to my line manager for verification. A photo/email is sufficient.

[image: This is a checkbox to select this option.] I have submitted my licence details to the Councils Fleet licence checking system for ongoing checking


[image: This is a checkbox to select this option.] I understand that all information provided will be treated in confidence.


[image: This is a checkbox to select this option.] I understand that I may be subject to spot checks in respect of my licence, insurance and MOT documentation.
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[image: This is a checkbox to select this option.] I have received and read a copy of the Driver's Code of Conduct


[image: This is a checkbox to select this option.] I understand that I must have the correct licence for the vehicle being driven during working times


[image: This is a checkbox to select this option.] I confirm I have completed the OLLE module for the driver code of conduct


[image: This is a checkbox to select this option.] If an HGV/PCV is required, I have provided a copy to my line manager in advance of submitting this form

Please now click submit for your form to be sent to your line manager.


Manager Approval
The following section should only be completed by the authorising manager - when you receive the form to authorise please use the edit button to answer the questions in this section
Are you the Line Manager?
[image: This is a checkbox to select this option.] No [image: This is a checkbox to select this option.] Yes

If you have answered "Yes" to the question "Are you the Line Manager?" above then you will be prompted to answer the following:
[image: ] I confirm that I have checked the appropriate documents as referred to above and am satisfied that this employee is fit to drive.

If you have answered "Yes" to the question "Are you the Line Manager?" above then you will be prompted to answer the following:
[image: This is a checkbox to select this option.] I confirm that the driver has completed a licence check through Fleet Services

If you have answered "Yes" to the question "Are you the Line Manager?" above then you will be prompted to answer the following:
[image: This is a checkbox to select this option.] I have checked that the employee has the correct type of licence for the vehicle they drive including HGV/PCV where required

	Signature:
	Date:

	Name:




image1.png




