SOP: Driver Recruitment, Training, and Evaluation
Guidelines

This SOP details the driver recruitment, training, and evaluation guidelines, encompassing the processes for selecting
qualified drivers, providing comprehensive training programs, and conducting regular performance evaluations. It aims to ensure
all drivers meet safety standards, possess necessary skills, and maintain compliance with company policies and regulatory
requirements for optimal operational efficiency and risk management.

1. Recruitment

1.1. Job Posting & Sourcing

¢ Draft and publish clear job descriptions outlining required licenses, experience, and qualifications.
¢ Advertise through relevant channels (job boards, company website, driving schools, agencies).

1.2. Application & Screening

e Collect and review applications for completeness.
e Screen for minimum qualifications: valid driver's license, clean driving record, work eligibility.
¢ Conduct background checks: criminal, employment history, and driving records (as required).

1.3. Interview & Assessment

e Conduct structured interviews focusing on experience, safety awareness, and customer service skills.
e Administer written and practical driving tests as applicable for vehicle type.

1.4. Offer & Onboarding

¢ Issue offer letters to selected candidates.
¢ Provide pre-employment medical examination (if required).
e Complete employment documentation and initiate onboarding process.

2. Training

2.1. Orientation

¢ |ntroduction to company values, policies, and standard operating procedures.
e Review of roles, responsibilities, and expectations.

2.2, Safety & Compliance

e Mandatory training on road safety regulations, defensive driving, and emergency procedures.
¢ Instruction on company-specific tools, equipment, and technologies.
¢ Education on compliance with local, state, and federal transportation laws.

2.3. Vehicle Familiarization
e Hands-on training on assigned vehicle types, routine safety checks, and maintenance reporting.
2.4. Ongoing Training

¢ Scheduled refresher courses, safety workshops, and updated regulatory compliance training (at least annually).



3. Evaluation

3.1. Probationary Evaluation

¢ Initial performance evaluation during the probation period (typically 3-6 months).
¢ Feedback ondriving skills, safety compliance, punctuality, and incident/accident record.

3.2. Ongoing Performance Appraisals

e Conduct bi-annual or annual evaluations using fixed criteria (e.g., safety, customer satisfaction, adherence to schedule).
e Utilize data from telematics, supervisor reports, and incident logs.
¢ Provide constructive feedback and actionable improvement plans if needed.

3.3. Disciplinary & Remedial Action

¢ Document and address violations of safety or company policies.
¢ Mandate remedial training or probationary periods for repeated offenses.
¢ Initiate termination procedures in cases of severe or repeated violations.

4. Documentation & Record Keeping
¢ Maintain accurate personnel files, training records, evaluation results, and certifications for all drivers.

¢ Ensure confidentiality and compliance with data protection regulations.
¢ Regularly audit records for completeness and regulatory compliance.

5. Review & Continuous Improvement

¢ Review and update this SOP annually or in response to regulatory changes and incident analysis.
¢ Solicit feedback from drivers and supervisors to identify training and process improvements.

Note: This document is a template and must be adapted to specific company policies and regulatory requirements as
applicable in your jurisdiction.



	SOP: Driver Recruitment, Training, and Evaluation Guidelines
	1. Recruitment
	1.1. Job Posting & Sourcing
	1.2. Application & Screening
	1.3. Interview & Assessment
	1.4. Offer & Onboarding

	2. Training
	2.1. Orientation
	2.2. Safety & Compliance
	2.3. Vehicle Familiarization
	2.4. Ongoing Training

	3. Evaluation
	3.1. Probationary Evaluation
	3.2. Ongoing Performance Appraisals
	3.3. Disciplinary & Remedial Action

	4. Documentation & Record Keeping
	5. Review & Continuous Improvement


