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Even businesses 

without fleet vehicles 

need a process to 

qualify employees as 

responsible drivers.

Organizations that wish to avoid leasing or owning large numbers of 
vehicles often decide to either require or incentivize their employees  
to use their own cars and light duty trucks on the job. At face value,  
this offers numerous benefits to the company:

n  Less capital investment in owned assets and less money spent  
on financing fees since they are not leasing a fleet of vehicles 

n  No need to organize and administer a vehicle maintenance program 

n  Less complicated insurance program to oversee 

n  Opportunity to limit organizational costs to a simple pay-per-mile 
driver reimbursement program

However, any business whose employees use their personal vehicles on 
the job still has an important insurance exposure to address.

What’s the risk to your business?

Crashes involving non-owned vehicles that occur on work-related 
trips can impact a business financially, and that’s especially true if an 
employee’s personal auto coverage isn’t sufficient to meet the cost of 
the incident. In such cases, the employer may be responsible for the 
actions of the employee in what is referred to as vicarious liability.

The Insurance Information Institute advises, “To protect your business 
from these liability risks, you can add a non-owned auto liability 
endorsement to your business auto coverage form (BACF). This BACF 
coverage is excess over the limits provided by the employee’s personal 
auto coverage. If the employee’s limits are low — such as only to satisfy 
state financial responsibility limits — then it is critically important for the 
business to have this non-owned auto protection.”1

In addition, even companies that don’t require a fleet of vehicles need  
a process in place to qualify their employees as responsible drivers.  
This applies to staff members driving their own vehicles on behalf of  
the company, as well as to those using short-term rentals for business 
travel. All drivers need to carry adequate personal insurance, and those 
using their own vehicles must keep them roadworthy.

1  Business Vehicle Insurance, Insurance Information Institute, http://www.iii.org/ 
publications/insuring-your-business-small-business-owners-guide-to-insurance/ 
specific-coverages/business-vehicle-insurance (downloaded 2/18/16)

How to protect your business  
when the fleet is not your own.
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Make sure insurance 

is in place for any 

non-owned vehicle, 

and that coverage 

limits are sufficient 

for the employee’s 

driving exposure.

Key considerations to investigate.

Here are several questions that can help to evaluate whether you want a 
driver to use his or her personal vehicle on your company’s behalf:

n  How will the employee-owned vehicles be used to support the 
business (e.g., occasional errands, scheduled deliveries and 
transporting passengers as a shuttle service)?

n  Does the employee have insurance on the vehicle? 

n  Are the inspection and registration current?

n  What kind of driving record does the employee have? 

n  Does the employee know defensive driving tactics and/or should 
instruction be given?

n  What is the vehicle’s condition? 

n  Is the vehicle suitable for the job that has been assigned? 

n  Do we have a responsibility to author, communicate and enforce safe 
driving policies affecting this employee? (This is always a yes.)

As we interview business owners interested in purchasing insurance, we 
at Nationwide® sometimes find companies where there are no processes 
in place to: 

n  Verify that non-owned vehicles are being properly maintained

n  Verify that insurance is in place for non-owned vehicles, and that 
employee-drivers’ coverage limits are sufficient for the actual  
driving exposure

n  Investigate the driving history of employees to determine the number 
of past violations or police-reported crashes

n  Validate that the driver’s licenses of employees are in-force and have 
not been suspended or revoked

n  Provide any guidance on the safe operation of vehicles while fulfilling 
job duties (e.g., policies, handbooks and training programs)

Failure to place effective controls around the use of vehicles can lead 
to dire consequences ranging from serious bodily injuries and fatalities 
to litigation aimed at the management team for issues like negligent 
supervision or negligent entrustment.
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Questions? Contact 
Nationwide Loss Control 
Services: 1-866-808-2101 
or LCS@nationwide.com.
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Starting your own driver safety program.

Designing and implementing a basic driver safety program can be done 
quickly and efficiently in the following way: 

n  Create a safety policy statement that outlines the need to obey 
traffic laws and adhere to company directives for the well-being of 
everyone involved 

  Spell out non-negotiable policies that affect safe driving  

  Communicate expectations clearly and provide the opportunity 
to ask clarifying questions; employees who don’t understand your 
expectations will have a difficult time meeting them

n  Outline a process to identify each job position and every current 
employee who will be asked to use their personally owned car or  
a rental car on the company’s behalf 

  Obtain the consent of each driver to purchase and review their 
motor vehicle record (MVR); this is a history of past tickets and 
police-reported crashes available through the state that issues  
the driver’s license

  Obtain MVRs on all drivers at least annually and compare their 
history against a company benchmark threshold to determine 
acceptable versus unacceptable drivers

  Establish a record-keeping system to validate and update the 
insurance status of each driver; they need at least the state 
minimum required insurance coverage on their vehicle; consider if 
the state minimum is adequate to protect your company’s interests 
in the event of a multi-vehicle crash

  Schedule an inspection of each driver’s car or light truck semi-
annually to ensure it remains roadworthy with essential systems 
maintained and in good working order

Topics to consider when developing your safety policy.

You should insist that all company vehicle operators follow basic safe 
driving practices, and communicate your expectations through clear 
policy statements on each of the following topics:

n  Distracted driving should include the prohibition of cellphone use and 
food consumption, along with other actions that take an operator’s 
focus away from the road.

n  Business and personal use of vehicles should be outlined clearly 
along with the use of other business assets.

You should obtain 

the consent of all 

company drivers to 

purchase and review 

their MVRs.
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n  Authorized driver and passenger guidelines should designate who is 
permitted in the vehicle.

n  Personal insurance should be required and on record for any business 
use of personally owned vehicles. 

n  Seat belt use should be mandatory for all drivers and passengers. 

n  Alcohol and drug use should be strongly prohibited.

n  Security measures should be taken to protect vehicles when parked 
and/or not occupied by a driver.

n  Adherence to all traffic laws should be promised by every driver 
regardless of the vehicle being used.

  Fines or penalties from moving violations are the sole responsibility 
of the operator.

  Accrual of violations may lead to suspension of driving duties, or even 
termination of employment if the job is dependent on driving duties.

  All drivers will have their history of violations reviewed as part of 
their initial and ongoing qualification process.

Additional resources for employers.

You can obtain additional suggestions, templates and ideas from a 
range of sources:

n  Network of Employers for Traffic Safety (NETS) —  
trafficsafety.org/safety

n  Insurance Institute for Highway Safety (IIHS) — iihs.org

n  Occupational Safety and Health Administration (OSHA) —  
osha.gov/Publications/motor_vehicle_guide.html

n  Centers for Disease Control (CDC) —  
cdc.gov/Motorvehiclesafety/index.html 

Some forms 
you may  
find useful.   

Nationwide 
encourages 
you to 
incorporate 
the use 
of one or 
more of the 
following 
forms 
into your 
company’s 
driver safety 
program: 

  Safe Driving Commitment Form 
(Non-Owned Vehicle Operators)

  Non-Owned Vehicle Driver 
Safety Orientation Checklist

  Non-Owned Vehicle Author- 
ization and Operation Form

  Vehicle Inspection Report Form

To obtain copies of these 
documents, contact your 
Nationwide agent or your 
Loss Control Services 
representative.

nationwide.com

Safe Driving Commitment 
for Individuals Who Operate Personally Owned Vehicles  

on Behalf of the Company

KEEP ORIGINAL IN FILE. GIVE THE EMPLOYEE A COPY. THIS FORM SHOULD BE RENEWED ANNUALLY.

Name: __________________________________________________________        Date: _________________

I recognize that safe driving is an essential part of my job and will abide by the following safe driving 

standards as they apply to the use of my vehicle for work performed on behalf of the company.

While driving my car or truck for company-related purposes, I will:

n  Maintain an in-force, valid driver’s license

n  Alert management immediately if my license becomes expired, restricted, suspended or revoked 

n  Notify the company of any citations I might receive

n  Allow the company to access my MVR records by signing a release when requested

n  Drive in a safe and courteous manner, conforming to traffic laws, signals and markings, and take appropriate 

precautions for adverse weather and traffic conditions

n  Wear a seatbelt and ensure that authorized passengers wear seatbelts 

n  Cooperate with management in following prescribed maintenance schedules and procedures 

n  Be financially responsible for any parking tickets or traffic violations and citations I might receive

n  Report all accidents within 24 hours to my manager and designated company fleet administrator 

n  Refuse to loan the vehicle to others or allow non-company authorized drivers to operate it 

n  Reject requests by unauthorized passengers for transport, including hitchhikers

n  Always park the vehicle in a secure and legally allowable location 

n  Abstain from alcohol or controlled substances prior to and during vehicle operation

n  Follow appropriate practices, as communicated by management, when transporting any hazardous materials

My signature indicates that I have had an opportunity to read this agreement and ask clarifying questions of 

my supervisor. I will abide by company safety policies related to driving.

Failure to comply with the above described “Safe Driving Commitment” may result in employee discipline up 

to and including transfer to a non-driving position or termination. 

Employee Signature: _______________________________________________________________ Date: __________________________________

Program Administrator Signature: ___________________________________________________ Date: __________________________________

Nationwide, Nationwide is on your side, and the Nationwide N and Eagle are service marks of Nationwide Mutual Insurance Company. © 2016 Nationwide
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Driver Safety Orientation 
Checklist 
for Individuals Who Operate Personally Owned Vehicles  
on Behalf of the Company

Note: All employees who will be operating a personally owned vehicle while performing work on behalf of the 

company shall complete a documented vehicle safety orientation checklist. The checklist provides a guideline 

to the fleet safety program. The employee will initial each of the items on the checklist at the time they are 

reviewed with the supervisor/manager.

Employee’s Name:  �����������������������������������������������������������������������������������������������������������������

Company Name and Location:  ��������������������������������������������������������������������������������������������������

Job Title:  ��������������������������������������������������������������������������������������    Date Hired: ����������������

DRIVER RESPONSIBILITIES:

  Received and signed a safe driving commitment form detailing driver rules and responsibilities

  Reviewed and discussed driver rules and responsibilities with supervisor/manager

  Conducted joint vehicle inspection with supervisor/manager

MOTOR VEHICLE RECORD (MVR) EVALUATION:

  Consented to have employer order MVR (either by signing safe driving commitment form or separate form)

  Reviewed and discussed MVR guidelines with supervisor/manager

  Reviewed and discussed potential actions resulting from negative MVR with supervisor/manager

ACCIDENT REPORTING PROCEDURES:

  Received a written copy of vehicle accident reporting procedures from supervisor/manager

  Reviewed and discussed vehicle accident reporting procedures with supervisor/manager

I have reviewed and discussed the fleet safety program requirements and procedures outlined in this checklist 

with this new employee.

Supervisor/Manager Signature:  �������������������������������������������������������������������    Date: ����������������

I have reviewed and discussed with my supervisor/manager the driving safety requirements and procedures 

outlined in this checklist and fully understand the requirements, rules and responsibilities. 

Employee Signature: ��������������������������������������������������������������������������������    Date: ����������������

Nationwide, Nationwide is on your side, and the Nationwide N and Eagle are service marks of Nationwide Mutual Insurance Company. © 2016 Nationwide

CMO-0497AO (03/16)

nationwide.com

Non-Owned Vehicle  Authorization and Operation
Employees will use their personal vehicles in the normal conduct of their job duties, and for the scope 

of business in general, as directed by their supervisor. The primary insurance on personal vehicles used 

for business is typically the insurance secured by the vehicle owner. It is the responsibility of the location 

manager(s) to ensure that the employee-owners of these vehicles have adequate auto insurance coverage. 

The vehicle owner ought to confirm that his or her insurance will cover losses arising from the anticipated use 

of the vehicle — whether it is for the occasional business errand to the bank or post office, or something more 

frequent like delivering pizzas.
No employee is permitted to drive their personal vehicle for business until the following requirements have 

been met:

n  Evaluation of driver’s MVR upon hire and again each year; cumulative violations may not exceed our 

company threshold
n  Completion of a driver safety orientation checklist by employee
n  Receipt of proof of ownership and registration from driver prior to their vehicle being approved for  

business use
n  Evidence provided by driver of proof of insurance with limits matched to driving duties, or as noted in 

company fleet program. 
No employee will be permitted to continue to drive under the following circumstances:

n  If their insurance policy lapses, is suspended or revoked for any reason

n  If their license is suspended or revoked for any reason
n  If in the sole and exclusive opinion of management, their car is deemed to be dangerous or not roadworthy

It is the responsibility of the branch manager to inspect all vehicles and driver documentation at least 

semiannually. Items to review include: registration, inspection, insurance, license plates and driver’s license.

Non-owned vehicles will be operated in accordance with the procedures and requirements applicable to our 

company’s vehicle fleet safety program. Branch managers must verify that all such drivers have reviewed and 

understand the fleet safety program.ACKNOWLEDGMENT
I have read and understand the procedures and requirements. I agree to adhere to these practices at all  

times, and I fully understand that failure to follow the prescribed practices and procedures can result in 

disciplinary measures.  

Employee Signature:  �������������������������������������������������������������������������   Date/Year: ����������������

 
Branch Manager Signature:  �����������������������������������������������������������������   Date/Year: ����������������
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Vehicle Inspection Report 
The vehicle inspection report is completed on a quarterly basis.

Date: __________________________   Mileage: ____________________________   

License number:  ____________________________________
_______________________________________

___________________   State: ________

Branch location:  ______________________________________
______________________________   Driver: ____________________________

Year: ____________________________   Make: ____________________________   Model: ____________________________

SATISFACTORY PROBLEM
DATE 

CORRECTED 
(Must be completed for 
ALL “Problem” issues)

Seat belts (accessibility/condition)

Headlights

Turn signals

Brake lights

Reverse lights

Instrument panel (dashboard)

Glass (front and rear windshields)

Mirrors

Windshield wipers

Knobs and handles

Front/Rear window defrosters

General condition of tires (tread, visible defects)

Recent oil change (receipt or window sticker)

Company required items:

n  Accident report kit

n  Flashlight

n  Warning reflectors/Vest

n  Spare tire and jack

Other:

Miscellaneous:

Supervisor/Manager Signature:  _____________________________________
____________________________    Date: _________________ 

Employee Signature:  _____________________________________
_______________________________________

__    Date: _________________
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