
 
 

Company Vehicle Policy 
Policy overview: 

 
Broadway Dental Lab’s company vehicle policy gives employees guidelines for 
obtaining, qualifying for, and using a company vehicle. A “company vehicle” is any 
vehicle Broadway Dental Lab assigns to employees. This policy applies to all employees 
who use a company vehicle, and applies during and outside of working hours. 
 

Qualifying for a company vehicle. 
 
To be eligible for a company vehicle, employees must complete a form and submit a 
copy of their driver’s license. Employees are only allowed to drive a company car if they 
have a valid driver’s license and a clean driving record for at least three years. 
 
A clean driving record means the employee has not been held at fault for a car accident, 
or arrested on charges of violating vehicle and traffic laws. Broadway Dental Lab can 
assign and revoke access company vehicles at its discretion. 
 

Personal Use 
 

Broadway Dental Lab does not allow personal use of company vehicles. Personal use 
includes using the vehicle for personal errands, commuting between the workplace and 
home without authorized approval, or using the vehicle outside of business hours. 
Non-employees such as spouses, children, other relatives, or friends are not authorized 
to drive company vehicles at any time and are forbidden to ride in the company vehicle 
except in emergencies. 
 
 

Driver’s obligations 
 
We expect employees who drive company vehicles to follow rules. They should: 

● Drive safe and sober. 
● Respect traffic laws and fellow drivers. 
● If applicable, wear glasses or contacts when driving. 
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● Document any driving-related expenses, like fuels and tolls. 
● Check their car regularly to ensure gas, tire pressure and all car fluids are at 

appropriate levels. 
● Report any damages or problems with their assigned cars to Management and 

HR as soon as possible. 
● Avoid double-parking, blocking entrances and engaging in other traffic violations 

that may result in fines. 
● Do not drive while intoxicated, fatigued, or on medication that affects your driving 

ability. 
● Do not smoke in any company vehicle. 
● Do not lease, sell, or lend a company vehicle. 
● Do not use a phone or text while driving. 
● Do not allow unauthorized drivers to use a company vehicle unless required by 

an emergency. 
 

If employees have their driver’s licenses suspended or revoked, they must inform 
Management or HR immediately. 
Employees who are fatigued and/or sick should avoid driving if they feel their driving 
ability is impaired. If sickness occurs during a business trip that requires the use of a 
company car, employees should take regular breaks while driving. 
 

Accidents 
 
If employees are involved in an accident with a company car, they should contact 
Management or HR immediately, so they can get in touch with the insurance provider.  
 
Employees shouldn’t accept responsibility or guarantee payment to another party in an 
accident without company authorization. 
 
Employees should follow legal guidelines for exchanging information with other drivers 
and call local police if accidents are serious. 
 

Our company’s obligations 
 
We want to ensure that all our employees are safe at work and preserve our company’s 
legality.For these reasons, we’ll: 
 

● Make sure cars are safe to drive before assigning them to employees. 
● Schedule periodical maintenance to ensure cars remain in good condition. 
● Provide a copy of this policy to all employees who are assigned company cars. 
● Insure vehicles with a reliable insurance provider. 

 
Drivers are responsible for bringing in their company cars for any maintenance our 
company schedules. We keep records of our fleet with manufacturing date and mileage.  
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We are not responsible for: 
 

● Paying fines employees accumulate while driving company cars that they are 
responsible for (e.g. for driving too fast.) 

● Bailing out employees arrested while driving company cars. 
● Injury and/or death of unauthorized persons in the company vehicle. 

 
Disciplinary Consequences 
 

Violation of this policy may result in disciplinary actions up to and including termination 
and legal action. 

 
AGREEMENT: I have read, understand, and agree to Broadway Dental Lab’s Equipment 
Assignment Policy.  
 
 
Employee Signature: ____________________________________ Date: ___________ 
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