WENTWORTH RIDGE
Driver onboarding checklist
A practical starting checklist for onboarding, to be adapted to your contractual model, operator licence, insurance arrangements, employment status and client requirements.

	Driver name
	

	Start date
	

	Engaged as
	

	Depot / route area
	

	Onboarded by
	


Before day one
☐  Right-to-work evidence seen and recorded  (original document or share code check)
☐  Driving licence checked via the DVLA online service  (record the check date and any points)
☐  Driver is 18 or over
☐  References or work history verified
☐  Engagement paperwork signed  (contract for services or employment contract, as applicable)
☐  Insurance position confirmed  (who insures the vehicle and the goods, in writing)
☐  Payment details and invoicing arrangement confirmed
Day one
☐  Vehicle walk-round and handover form completed  (use the vehicle handover template)
☐  Scanner / app login issued and tested
☐  Route briefing given  (known access issues, safe places policy, customer notes)
☐  Incident and escalation process explained  (who to call, in what order)
☐  PCN and penalty policy explained  (who pays what, and how appeals are handled)
☐  Emergency contact recorded
End of week one
☐  Debrief held: failed deliveries, access problems, route notes captured
☐  Outstanding paperwork chased and closed
☐  Any concerns recorded and shared with the driver
Sign-off
	Driver
Name, signature and date
	Onboarded by
Name, signature and date


Operational template provided by Wentworth Ridge Ltd (wentworthridge.co.uk) as a working aid. It is not legal, tax or professional advice; adapt it to your own operation and take advice where the situation requires it.
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