Standard Operating Procedure (SOP)
Driver Recruitment, Training, & Certification
Requirements

This SOP details the driver recruitment, training, and certification requirements, encompassing the processes for
selecting qualified candidates, providing comprehensive training programs, ensuring compliance with legal and safety
standards, verifying necessary certifications and licenses, conducting regular performance evaluations, and maintaining
accurate records. The goal is to ensure a competent and certified driver workforce that adheres to company policies and
promotes safe and efficient vehicle operation.

1. Purpose

To establish standardized requirements and procedures for recruiting, training, certifying, and evaluating drivers to ensure
operational safety, compliance, and efficiency.

2. Scope

This SOP applies to all personnel involved in the recruitment, training, and oversight of the company's drivers.

3. Responsibilities

HR Department: Oversee driver recruitment, records maintenance, and background verification.
Training Department: Design and deliver training modules, and administer assessments.
Supervisors/Managers: Evaluate driver performance and ensure ongoing compliance.

Drivers: Adhere to training, maintain certifications, and comply with operational and safety regulations.

4. Procedures

4.1 Recruitment

1. Develop and post clear job descriptions with minimum requirements.
2. Screen applications for eligibility, including:
o Valid driver's license appropriate for vehicle type
o Clean driving record (minimum past 3 years)
o Background check (employment, criminal, and substance abuse)
o Medical fitness verification
3. Conduct structured interviews and driving assessments.
4. Select candidates who meet all pre-employment criteria.

4.2 Training

1. Enrol new drivers in a comprehensive induction program, covering:
o Road safety regulations
o Company policies and procedures
o Defensive driving and emergency procedures
o Vehicle-specific operations
o Health and safety protocols
2. Administer written and practical driving assessments.
3. Provide continuous education and refresher courses as required.

4.3 Certification & Licensing
1. Verify authenticity and validity of driver's license and required certifications.
2. Track expiration and renewal dates for all driver credentials.
3. Document and file copies of all licenses and certifications.
4.4 Ongoing Performance Evaluation
1. Conduct periodic driving performance reviews (at least annually).

2. Monitor accident and incident reports for patterns.
3. Administer retraining or corrective actions as needed.



4.5 Record Keeping

1. Maintain accurate records of driver's:
o Recruitment documents
o Training completion
o Licenses and certifications
o Performance reviews
2. Ensure data privacy and regular audits of driver files.

5. Documentation & Forms

Document/Form Description

Driver Application Form Records applicant's personal information and experience
Training Attendance Log Tracks participation in training and refresher sessions
Driver Certification Checklist Ensures all certification requirements are met
Performance Evaluation Form Documents driver assessments and reviews

6. Review & Revision

This SOP shall be reviewed annually or whenever regulations change to ensure continual compliance and effectiveness.

7. Appendix

¢ Relevant local, state, and federal driver regulations
e Driver roles and responsibilities
¢ Contact information for training and compliance departments
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