SOP: Driver Qualification and Training Requirements

This SOP details the driver qualification and training requirements, covering minimum eligibility criteria, necessary
certifications and licenses, comprehensive training programs, ongoing evaluation and competency assessments, safety
protocols, and compliance with regulatory standards. lts purpose is to ensure that all drivers are adequately qualified,
well-trained, and capable of operating vehicles safely and efficiently to minimize risks on the road and maintain
organizational safety standards.

1. Purpose

To establish clear requirements for the qualification, training, assessment, and ongoing development of drivers to ensure
safety, regulatory compliance, and operational excellence.

2. Scope

This SOP applies to all personnel seeking to operate company vehicles or act in a driver capacity across all operational
locations.

3. Minimum Eligibility Criteria

Minimum age requirement: 21 years

Valid government-issued driver's license for the relevant vehicle class
Clean driving record with no major violations in the past 3 years
Physical fitness and medical clearance as per regulatory standards
Successful completion of background checks

4. Certifications and Licenses

Valid driver's license (specify class/type as necessary)

Endorsements for special vehicle types (if applicable)

Commercial Driver's License (CDL) when operating commercial or large vehicles
Additional certifications (e.g., hazardous materials) as required by job duties

5. Training Programs

Company vehicle orientation and operational training
Defensive driving training

Vehicle pre-trip inspection procedures

Emergency procedures and accident response
Customer service and communication (if applicable)
Annual refresher courses

6. Ongoing Evaluation and Competency Assessments

Assessment Type Frequency Description
Driving Performance Evaluation of driving skills through observation and

) Annually .
Review performance metrics.
I(‘:'ﬁ:;i’e el CEmIeE ) Semi-Annually Verification of valid and current licenses/certifications.
Medical Fitness As required (at least . . . . .
Recerification biennially) Ensuring continued physical capability to drive.

7. Safety Protocols

e Mandatory use of seat belts and safety devices



e Zero tolerance policy for drugs and alcohol
e Strict adherence to speed limits and traffic regulations
¢ Reporting and documentation of all incidents, near-misses, and accidents

8. Compliance with Regulatory Standards

¢ Adherence to local, state, and federal transportation laws
¢ Implementation of DOT/FMCSA requirements (if applicable)
¢ Routine audits and documentation for regulatory compliance

9. Documentation and Recordkeeping

¢ Maintain records of driver licenses, certificates, training, and assessments
¢ Document all incidents, corrective actions, and ongoing evaluations
e Retain documentation as per legal and company policy requirements

10. Roles and Responsibilities

¢ HR/Training Department: Administer training, maintain records, and coordinate evaluations.
¢ Supervisors/Managers: Ensure compliance, conduct and review assessments, report violations.
¢ Drivers: Adhere to all requirements, complete training, and report issues promptly.

11. References

e Department of Transportation (DOT) regulations
¢ Federal Motor Carrier Safety Administration (FMCSA) guidelines
e Company Transportation Safety Policy
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