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All forms of business travel including driving carry an element of risk to the employee 
and the organisation. Employees must ensure that any business travel that is being 
undertaken is necessary and that any risk being incurred is proportionate to the 
operational needs of VS. 
As a general rule where no official police warning has been issued and is unlikely to be 
issued in relation to driving in the area where the journey in question is to be made it 
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can be assumed that driving on the pubic highways by an authorised driver does not 
pose any excessive risk to the employee or the organisation and business travel can 
be undertaken.  
Where police warnings have been issued e.g. that essential travel only should be 
undertaken, then employees should seek guidance from their line manager that any 
proposed business travel is deemed necessary and proportionate to the perceived 
risks. Where line manager/HOD is not available the Employee should use their own 
judgement in line with the normal behaviours required of a qualified driver. 
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Year to 31 March 2014 

Employees must complete this form before driving leased, pool, hire or private vehicles on VisitScotland 

business 

 

SECTION 1 - All potential drivers to complete. 

 

Do you have a full driving licence which is valid in the UK for the category of 

vehicle(s) driven? 
Yes   No  

Driver Licence Number:  

Do you have any road traffic offences pending, the penalty for which may result 

in the loss of your licence?  
Yes                 No 

SECTION 2 - Own Vehicle Use - Only complete if you drive (or intend to drive) your own vehicle on 

VisitScotland business. 

 

Are all private vehicles driven or intended to be driven insured for appropriate 

business use?  
Yes No  

Name of insurer:  

Policy number:  

Do all private vehicles driven or intended to be driven: 

 have appropriate and valid road tax? 

 have a valid MOT (if more than 3 years old)? 

 

 

Yes No n/a  

Yes No n/a  

 
Has any event occurred since the time of the last MOT that could result 

in any of the private vehicles intended for business driving not being 

roadworthy. 

Yes No 

 

** Note; to claim Travel and Subsistence expenses related to driving a private vehicle on VisitScotland 

business (eg Motor Mileage expenses) you must hold insurance which covers the use of your private 

vehicle on official business 

 

Section 3 - Declaration 

 

I confirm that the information I have provided on this form is true and correct.   

By signing this declaration, I confirm that: 

 

 I will, on request, produce any documents relating to my driving licence, personal motor insurance, 

MOT and road tax as may reasonably be requested to my Head of Department  or Nominated 

Deputies 

 

Signed:  Job title & Department 

Print name:  Date: 

 

PLEASE NOW PASS THIS FORM TO YOUR HOD or Nominated Deputies  

 

For completion by HOD or Nominated Deputies 

 

Based on the information contained in this form, I authorise the above named member of staff to drive on 

VisitScotland business: 

Signed: Job title & Department 

Print name: Date: 

Please scan signed declaration to human.resources@visitscotland.com   

mailto:human.resources@visitscotland.com

