Record Keeping
Record keeping is a essential part of a good fleet safety program.  Not only does it allow you to accurately monitor your drivers, but also can be invaluable in claims defense.  The presence of a thorough record keeping file on all of your drivers may not change the outcome of a claim or suit but may affect the cost of the claim or settlement . 

Driver files should be reviewed annually for all drivers just like a performance review.  This will indicate the good drivers from the not-so-good drivers.  It may also lead to a determination of who needs further training or even possibly termination (in accordance with company policy) or transfer out of driving positions.

It is necessary to maintain a file of certain records when dealing with drivers.  Commonly referred to as a “driver file”, the following is a listing of items generally thought necessary to be maintained on an regular basis within a drivers file.

The following form can be used both as a new employee checklist (see also DOC10 -- “New Drivers Orientation” as well as an annual review checklist.  The second form can be used to review drivers annually or more often as necessary.

A Suggested Driver Qualification Check Sheet 

& Annual Driver File Review

Driver's Name:
 Date: 


Driver's License No. 
 State: 
  Exp. Date: 



Driver's Application 


Previous Employer's Reference Check (3 years)


Request for Check of Driving Record 


Motor Vehicle Report (Dates: 
,
,
, 
) 


Copy of Driver's License 


Valid Driver's License Check 


Record of Road Test


Written Drivers Test and Answer Key


Annual Review of Driving Record 

DRUG / ALCOHOL


Drug & Alcohol Test Consent Form


Results of Controlled Substance Test


Drug and Alcohol Policy & Receipt

RECEIPTS


Company Policy and Sign Off Acknowledgment 


Non-Owned Auto Documents (copy of insurance card)


Accident Kit


Other 

OTHER 


Record of Accidents


Accident Review Results


Training Records


Documentation of Road Observation


Other

Completed by: 
  Date: 





(Name, Title)

A Suggested Motor Vehicle Report Worksheet

Company Name 
Date 


Location 
Representative 


Number of Files Reviewed _______ out of _______ Total Number of Drivers

	Driver Name
	Current MVR Date
	License Status Valid? 
	Number of Accidents
	Number of Violations
	Road Observations
	Record Acceptable

Yes/No

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


