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Welcome        
This driver’s handbook is an essential 
guide to Fleet Financials procedures and 
conditions and to help you gain the full 
benefits of driving a Contract Hire / Fleet 
Management vehicle. 

As your vehicle provider, we are here to help 
and assist you. If you require and should 
read any information regarding the service 
and maintenance of your vehicle, call us on 
028 9084 9777.

Just follow the procedures described on the 
following pages and you will be certain to 
gain the best service from your new vehicle 
and the administration systems that we have 
in place to assist you.

Make use of this contents page to find your 
way quickly to the point in question.
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• Please ensure the service record booklet is 
kept safely in the vehicle and returned with 
the vehicle on completion of the contract.

• Please allow at least 10 days prior notice 
when booking routine servicing especially  
if a courtesy vehicle is requested. Please 
note that availability of courtesy vehicles     
is at the discretion of each service centre.

• If your vehicle has locking wheel nuts,  
remember to inform the receptionist   
of where the key / tool is when leaving  
your vehicle in for servicing and repairs.   
Please ensure that the key / tool has been 
put back in the same place in your vehicle, 
on completion of the job, as it may be 
considerable time before this key / tool is 
used again.

• In the case of emergency only (excluding 
damage) outside office hours you can 
authorise a repair to the value of £75.00  
plus VAT to enable the vehicle to be used. 
If in the event that you have to pay cash on 
this occasion, please forward the original 
invoice / receipt direct to Fleet Financial. If 
the invoice is reasonable and correct you 
will be reimbursed by return.

• To control unnecessary expenditure during 
the final 3 months of the contract no 
work should be booked in or undertaken, 
including all servicing or repairs, without 
prior authority being obtained by the driver 
from our Fleet Control Office. Fleet Financial 
will not accept responsibility or pay for any 
costs incurred on the vehicle unless this 
procedure has been adhered to. Essential 
maintenance only will be authorised.

To book your vehicle for routine servicing or 
repairs please refer to our booking facility 
at www.fleetfinancial.co.uk or alternatively 
contact the service department direct. 

On the day of your service please inform 
the reception staff that the vehicle is on 
Contract Hire/Fleet Management with Fleet 
Financial. 

The Service centre will contact Fleet 
Financial directly for authorisation before 
carrying out any work on the vehicle. 

Present your service record booklet to the 
reception staff and ensure it is stamped up  
to date. 

Where possible, please check and sign the  
service centre’s document, listing your 
instructions, to ensure no more than what   
you requested was carried out. 

The invoice for servicing and mechanical 
repairs will be sent direct to Fleet Financial    
for Payment.

Servicing
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Procedure for dealing with 
your authorised service centre
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It is the hirer’s responsibility to present  
the vehicle for servicing and repairs at the  
correct time and mileage as specified by 
the manufacturer or Fleet Financial. Failure 
to have your vehicle serviced at the correct 
intervals can invalidate the warranty or 
extended warranty (if applicable) and any 
loss because of this may be recharged to 
the Hirer. Also damage may be caused to 
engine, brakes, clutch etc. and this cannot 
be considered as normal wear and tear. 

Please ensure that any fault that develops  
while the vehicle is under manufacturers  
warranty is completely rectified before the 
warranty expires, e.g. rattles, oil leaks, water 
leaks etc., otherwise the cost of rectification 
can revert back to Fleet Financial instead of 
by right the vehicle warranty.

The upkeep of the bodywork and interior of  
the vehicle is your responsibility and it is in 
your interest to look after the vehicle as you 
would with your own. Stone chips should 
be touched up to prevent rusting and the 
paintwork will require polish, at a minimum, 
every 6 months.  Touch up kits will be provided 
by Fleet Financial if requested. Bird droppings 
should be removed as soon as reasonably 
possible to prevent permanent damage to the 
paintwork. It is also your legal responsibility 
to ensure that the vehicle is always kept in a 
roadworthy condition and that the tyres and 
lights conform to current legislation. 

Impact damage caused by flying stones etc. 
to windscreens, light lenses, cooling radiators, 
air conditioning condensers, and turbo inter-
coolers etc. is deemed accidental damage and 
is not covered by the manufacturers warranty 
or by the maintenance contract.

Servicing your responsibilities
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Vehicles now having extended service  
mileage intervals, brake pads may need  
replaced between services. If a warning  
light comes on or a grinding noise occurs 
from the brakes, the vehicle should be  
taken to your service centre as soon as 
reasonably possible to have the pads  
checked. Failure to do this promptly can 
cause damage to the brake discs.  
If in  doubt or outside your own territory 
contact our Fleet Control Office who 
can advise of the closest repairer. Discs 
damaged in this way will be recharged        
to the Hirer. 

It is also your responsibility to ensure that 
your vehicle’s cooling system always contains 
sufficient anti-freeze for the prevailing  
conditions. This should be checked  
Sept/Oct each year by your service centre.

It is imperative that your vehicle is never driven 
in an overheated condition as major damage 
can be caused to the engine. If overheating 
symptoms occur e.g. warning  gauge rises 
to red, warning lights come on, the heater 
goes cold, loss of power and strange sounds 
etc., you must stop immediately and call for 
assistance, do not attempt to drive the vehicle 
any further. Remember damage caused by 
driver misuse, negligence or abuse will be  
recharged to the Hirer. 

You are also responsible for maintaining the 
correct engine oil level between servicing, 
(top up oils are not covered by the contract). 
Always ensure your fuel is obtained from a 
reputable source, especially diesel, as damage 
can be caused to engines or injection systems 
if below specification or contaminated fuel is 
used and any consequential damage would  
be recharged.

Servicing your responsibilities
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In Northern Ireland - For immediate 
replacement of worn tyres 9.00am to 5.00pm, 
Monday to Friday, present your vehicle to any 
branch of Charles Hurst Tyres or to one of the  
specialist tyre suppliers listed here > 

In UK mainland - For immediate replacement of 
worn tyres 9.00am to 5.00pm, Monday to Friday, 
present your vehicle to any branch of Kwikfit or 
call Kwikfit mobile on 0800 425 262 
(this is not a breakdown service). 
Kwikfit account no. M1346R.  
To locate your nearest branch of Kwikfit 
please call 0800 222 111.

Inform the reception staff that the vehicle is on 
Contract Hire / Fleet Management with Fleet 
Financial. 

The tyre centre must contact Fleet Financial 
direct for authorisation before carrying out any 
work on the vehicle. 

Where possible, please check and sign the tyre 
centre’s document listing your instructions to 
ensure no more than what you requested was 
carried out. 

The invoice for tyre replacement will be 
forwarded direct to Fleet Financial for payment.

BELFAST Charles Hurst Tyres, Boucher Road  028 9038 1721
BELFAST Charles Hurst Tyres, Sydenham Road 028 9045 3393
BELFAST Roundabout Tyres, 1 Ballygowan Road  028 9079 6552
BALLYMENA N&P Tyres, 17 Larne Road  028 2564 6868
C/FERGUS Magowan Tyres, 97 Belfast Road  028 9336 1666
COLERAINE Charles Hurst Tyres, 41 Union Street  028 7034 2217
ENNISKILLEN Modern Tyres, Queen Elizabeth Road  028 6632 3488
LARNE  Modern Tyres, Old Glenarm Road  028 2827 5326
LISBURN Jim McMinn Tyres, 187 Moira Road  028 9260 2570
L/DERRY Modern Tyres, Strand Road  028 7136 4513
NEWRY Modern Tyres, 36 Bridge Street  028 3026 3891
N/ABBEY Magowan Tyres, 24 Mallusk Road  028 9083 7766
OMAGH Charles Hurst Tyres, 45A Dromore Road  028 8224 9292
PORTADOWN Charles Hurst Tyres, 168 Thomas Street  028 3833 5211

Any Branch of Kwik-Fit within N.I.

Tyres
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Procedure for tyre replacement
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• It is your responsibility to keep a 
regular check on your tyre pressures, 
tread depth and uneven wear, 
especially in view of Government 
Legislation.

• It is Fleet Financials decision, as to the 
make and type of tyre fitted on all vehicles. 
It is also our policy to make best use of full 
size spare tyres.

• Punctures will be covered but only if 
repaired at one of the listed specialist tyre 
suppliers. An authority number is also 
necessary prior to repair.

• When a tyre is needed prematurely (due 
to an unrepairable puncture or accidental 
impact damage, vandalism, being driven 
when flat, being driven for a considerable 
time when obviously badly out of 
alignment), then only a percentage of the 
cost will be covered relative to tread depth 
and mileage.

• A normal wheel change should be   
carried out by the driver where possible.

• If your vehicle has locking wheel nuts 
please familiarise yourself with the 
method of removal using the special 
key / tool supplied.  This key / tool must 
be kept in a secure but easily accessible 
place in your vehicle. Remember to 
inform the tyre specialist of where the 
key / tool is when leaving your vehicle   
in for replacement tyres.

• Ensure the key / tool is in the vehicle on  
completion of tyre fitting and at the end  
of the contract.

Tyres
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Procedure for tyre replacement



What is a DPF?
A diesel particulate filter (or DPF) is a device 
designed to remove diesel particulate matter 
or soot from the exhaust gas of a diesel engine. 
The collected soot is burnt off at high temperature 
to leave only a tiny ash residue.

How do they work ?
Regeneration is either passive or active.

Passive Regeneration
Passive regeneration takes place automatically 
on motorway or fast A-road runs when the exhaust 
temperature is high. Because many cars don’t get 
this sort of use vehicle manufacturers have had to 
design-in ‘active’ regeneration where the engine 
control unit  (ECV) takes control of the process.

Active Regeneration
When the soot loading in the filter reaches 
approximately 45% the vehicle’s ECV will initiate 
a regeneration process. If the journey is too short 
while the regeneration is in progress, it may not 
complete and the warning light will come on to 
show that the filter is partially blocked. 

It should be possible to complete a regeneration 
cycle and clear the warning light by driving for 10-20 
minutes at speeds greater than 40mph with engine 
revs constantly in excess of 2000rpm. This varies by 
manufacturer and can be checked in the vehicle 
handbook or with the servicing centre. 

Symptoms of Active Regeneration
During active regeneration you may notice the 
following symptoms:

•  Cooling fans running
•  Increased idle speed
•  Deactivation of automatic Stop/Start
•  A slight increase in fuel consumption
•  A hot acrid smell from the exhaust
•  Engine note change

If you ignore the DPF warning light and keep driving 
in a relatively slow, stop/start pattern, soot loading 
will continue to build up until around 70% when you 
can expect to see other dashboard warning lights 
come on too. At this point driving at speed alone 
will not be enough and you will need to take the car 
to a dealer for ‘forced’ regeneration.

Forced Regeneration
Forced regeneration is required where ‘Active’ 
regeneration criteria have not been met or where 
soot levels have increased within the DPF to a point 
where normal regeneration cannot be performed: 
typically around 70% soot loading. At this point the 
vehicle will enter a ‘restricted performance’ mode to 
prevent further damage. If left the soot loading will 
keep rising.

At this level of soot loading a diagnostic tool must 
be used to force regeneration. Above around 
85% soot loading regeneration can no longer be 
performed on the vehicle and the DPF will need 
removing to be cleaned or replaced.
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A drivers guide 
to DPF (Diesel Particulate Filter) 

What can prevent normal regeneration 
taking place ?

•  Frequent short journeys where the engine does   
   not reach normal operating temperature. 

•  Wrong oil type - DPF equipped cars require low     
   ash, low sulphur engine oils. 

•  A problem with the inlet, fuel or Exhaust Gas 
   Recirculation (EGR) system causing incomplete 
   combustion will increase soot loading.

•  A warning light on or diagnostic trouble code 
   logged in the engine management system may 
   prevent active or catalyst regeneration. 

•  Low fuel level will prevent active regeneration
   taking place. As a general rule a 1/4 tank is required.

Check the Handbook
If you have a car with a DPF it’s important to read 
the relevant section of the vehicle handbook so 
that you understand exactly what actions to take if 
the warning light illuminates and how, if at all, your 
driving style may need to be adjusted to ensure 
maximum DPF efficiency and life. 

Please note DPF regeneration is a vehicle system 
requirement not a fault. On some occasions you 
may need to bring the vehicle to a dealership if your 
normal driving style and journeys does not allow for 
the completion of the regeneration. 

We recommend that a vehicle fitted with a DPF is 
driven regularly in a manner that will assist with 
‘Active Regeneration’ even when no DPF light is on. 
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Why AdBlue® ?
From September 2015 in order to meet stringent 
new exhaust emissions and impending UK 
Government action to improve air quality in cities 
some manufacturers have opted to use an Adblue 
based system. 

This guide explains what Adblue is and answers a 
few frequently asked questions.

What is AdBlue® ?
AdBlue® is a water & urea additive which is carried in 
a tank in the vehicle and is injected into the exhaust. 
Combined with a catalyst. AdBlue® converts high 
levels of NOx into harmless nitrogen and water 
vapour in a process known as Selective Catalytic 
Reduction - SCR. 

Where does AdBlue® go ?
AdBlue® is poured into a tank in your vehicle which 
is exclusively for AdBlue®. Check your vehicle 
handbook to ensure you put AdBlue® in the right 
place. 

How often does AdBlue® need replacing ?
Once it is filled up you shouldn’t need to worry 
about it again for several thousand miles but usage 
will depend on the size of the AdBlue® tank in your 
vehicle, the nature of your journeys and how the 
vehicle is driven. This is normally anywhere between 
5000 and 15000 miles. 

How will I know if the AdBlue® is getting low ?
An indicator in your vehicles dashboard will normally 
provide you with a series of countdown warnings 
- once you see this warning you should refill the 
AdBlue®. Failure to do so could lead to a ‘Red’ 
warning light and in most cases should Adblue 
run out the vehicle will fail to start. 

Remember this is not a fault in your vehicle 
but a required feature. 

Can I refill AdBlue® myself ?
It’s easy enough to refill the AdBlue® tank yourself 
through purchasing a small bottle from a local 
sevice or servicing centre. The position of the 
AdBlue® tank and instructions on how to refill 
will be in your vehicle handbook. 

If you are unsure please check with your
local servicing centre. 

A drivers guide 
to AdBlue®

Practical Guideline:

•   AdBlue® is a non hazardous product

•    Please do not mix AdBlue® with any other  
 product and do not ‘top up’ using water

•   Always put AdBlue® into the AdBlue® tank 
 never into the diesel tank

•    Refill with AdBlue® as soon as practicable after 
 the dashboard warning message appears

•   Only buy the product with the name AdBlue®

•    Ensure diesel, anti-freeze and screen wash liquids 
 are never put into the AdBlue® tank

•    Only use dedicated Ad Blue® equipment when 
 storing or refilling AdBlue®

•   Ensure you firmly close your Ad Blue® tank 
 and container (AdBlue® freezes at an ambient 
 temperature of 12°F or -11°C), but can be used 
 once thawed

•   Keep your AdBlue® out of direct sunlight

•    If you spill AdBlue®, rinse thoroughly with water

•   AdBlue® top up between services are the 
 responsibility of the driver.



Below you will find your new fleet breakdown card. It is removable for your convenience.

N.B. recovery cost resulting from vandalism, 
accident or driver error will be recharged to the hirer. 

For example: traffic accident, vehicle out of fuel, incorrect fuel, lost keys, 
keys locked in vehicle, attempted or break-in damage or slashed tyres.

Fleet Breakdown
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N.B. recovery cost resulting from vandalism, 
accident or driver error will be recharged to the hirer. 

For example: traffic accident, vehicle out of fuel, incorrect fuel, lost keys, 
keys locked in vehicle, attempted or break-in damage or slashed tyres.

Fleet Breakdown
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In the event of a breakdown in the UK (365 days, 24 hr) call:

Fleet Financial Breakdown  0800 048 0112
and quote your registration number

You will be transferred or referred to the correct recovery service for your vehicle, i.e.

EITHER: 
To your valid manufacturers cover  OR
AA fleet rescue membership number 45408  (if manufacturers cover has expired)

In the event of a breakdown in the Republic of Ireland and Europe call:

AA Fleet Europe  00 334 7217 1203
Quote: 1.  Fleet Financial membership number 3398096
                2.  Your registration number

In France call: 00 800 42432 444



It is the driver’s responsibility to carry out 
weekly oil and coolant level checks. Levels 
should never be allowed to go below 
minimum. (for vehicles with variable service 
intervals and high performance vehicles 
the correct long life or fully synthetic oils 
must be used). When topping up oil it is 
most important to follow the manufacturers 
procedure from the vehicle handbook.
WARNING: DO NOT OVERFILL OIL!

It is the driver’s responsibility to carry out 
weekly visual checks on tyre tread depth and 
air pressures. With the addition of tyre pressure 
monitor systems to vehicles it is still vital to 
check tyre pressures weekly, this will also 
prevent valve caps from seizing and will also 
help maintain good fuel economy.

If the vehicle is equipped with a DPF (diesel 
particulate filter) it is recommended that the 
vehicle is driven regularly in a manner that will 
assist with the Active Regeneration process, 
even when no DPF light is on. Please refer to the 
vehicle handbook for more information.

It is the driver’s responsibility not to drive   
the vehicle in an overheated condition as per 
dashboard indicators and related symptoms.

It is the driver’s responsibility not to drive   
the vehicle with red warning lights  
illuminated on the dash.

It is the driver’s responsibility when  
symptoms occur that brake pads are needed, 
that these are replaced before permanent 
damage is caused to the discs.

It is the driver’s responsibility if symptoms of 
a slipping clutch occur, to have this checked 
by the service agent as soon as possible. 
Continuing to drive can result in a breakdown 
and consequential damage to the flywheel etc. 
A clutch is a wear and tear item.  
Our benchmark for wear is 100,000 miles. 
If a clutch fails before this mileage and no 
mechanical defect is found, then a recharge will 
be made on a percentage of this mileage.

Priority
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Relief Vehicle
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In the majority of contracts, when a vehicle 
is off the road for more than 48 hours in 
the United Kingdom, due to mechanical 
breakdown, then a relief vehicle will be 
supplied after reasonable notice from you. 
This will be fuelled by you and will be on your 
company Insurance. You may have to transfer 
the Insurance before a vehicle is supplied.

Fleet Financial will try to arrange for a relief 
vehicle to be of similar age, size and  
condition, but this is not always possible 
and we will endeavour to supply the closest 
reasonable alternative only.

We cannot guarantee that the relief vehicle 
will be of similar make/model as your own 
or be of similar fuel i.e. petrol/diesel, or be 
automatic.

If the vehicle is of specialist type i.e. fitted out 
van, four wheel drive, people carrier, estate 
car, convertible, has a tow bar, roof rack or 
hands free phone kit, again this cannot be 
guaranteed.

There will be occasions that you may 
have to produce your drivers licence and 
insurance before a relief vehicle can be 
supplied through a hire company or garage. 
There may also be occasions when you 
must supply credit card details or a cash 
deposit for fuel surety only.

No relief vehicles will be supplied while a 
vehicle is off the road due to accident or 
vandalism or driver error.

The supply of relief vehicle in mainland 
Europe or in the Republic of Ireland will be 
under the terms and conditions of A.A. Fleet 
Europe only.

Relief vehicles must be returned within 24 
hours of the completion of the repair. After 
this car hire will be charged at the prevailing 
rate per day until returned.
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Travelling outside the UK
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The contract agreement covers vehicles 
registered and used in the UK. If you wish to 
take your vehicle outside the United Kingdom 
i.e. Western Europe or the Republic of Ireland, 
for a limited period, you are at liberty to do
so providing your insurance arrangements 
are in order.

You will need a letter of authorisation which 
can be obtained by contacting our Fleet 
Control Office (028 9084 9777).

All full maintenance contracts have A.A. Fleet 
Europe cover in the Republic of Ireland.

If emergency repairs are found necessary 
outside the UK, these should be paid for by 
the driver and the original receipt / invoice 
forwarded to Fleet Financial. On receiving 
the original documents we may refund 
reasonable costs at UK prevailing labour  
and parts rates. 

No routine servicing, maintenance or tyre 
replacement should be carried out while 
the vehicle is outside the UK. Fleet Financial 
will not be responsible for any costs arising 
from this. 
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Vehicles registered in 

Fleet Financial will renew the vehicle road tax 
when it becomes due. If MoT or Goods Vehicle 
Certificate becomes necessary we will arrange 
an appointment with the test centre and 
notify the driver’s company/driver regarding 
the appointment arrangements and details  
of pre-Mot inspection.

The MoT certificate must be sent to Fleet 
Financial as soon as possible as it may be 
needed in some cases to tax the vehicle.      
The driver may wish to keep a copy for        
their own records. 

Vehicles registered in

Fleet Financial will renew the vehicle road 
tax when it becomes due. If an Mot becomes 
necessary we will contact the driver’s 
company/driver and advise to have an 
MoT test carried out by Kwikfit or by their 
nominated service point on the due date.

The MoT certificate must be sent to Fleet 
Financial as soon as possible as it may be 
needed in some cases to tax the vehicle.       
The driver may wish to keep a copy for        
their own records. 
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Northern Ireland only 

Road Tax, MOT, GVC
UK Mainland only

The tax status of a vehicle may be checked at any time by visiting.

www.vehicleenquiry.service.gov.uk



Appraisals & Accessories
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A letter may be sent for your attention 
requesting that a periodic cosmetic 
appraisal is carried out on your vehicle.

On receipt of the letter, contact Fleet 
Financial direct to arrange an appointment 
to have the annual appraisal carried out.

This process only takes 10 to 15 minutes.

A periodic cosmetic appraisal may be 
carried out on your vehicle approximately 
once a year to ensure the general condition 
is being kept to an acceptable standard.

The choice to have this appraisal carried 
out is at your own company’s discretion.

Accessories may be fitted after you have 
taken delivery of the vehicle.

Provided these accessories fall within legal 
requirements and do not cause permanent 
damage to bodywork or interior trim.

The contract agreement does not include 
maintenance and repairs to non-factory 
fitted accessories. These are the
Hirers responsibility.

Should the removal of accessories at the end 
of the Contract cause any depreciation to the 
vehicle then the hirer will be responsible for 
any reinstatement cost.

Any accessory owned by the driver that he or 
she may wish to retain must be removed at 
their own expense prior to the vehicle being 
returned on the termination date. This also 
applies to registration plates with cherished 
numbers.
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Fines & Glass damage
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   Parking and Fixed Penalty Fines

On receipt of a parking or speeding  
ticket, this must be paid direct as per  
the instructions on the fine.

As the registered keepers of your  
vehicle, Fleet Financial will automatically  
be advised if a fixed penalty fine remains 
unpaid and will issue details of the Hirer  
to the relevant parties.

In this event an admin fee will be  
invoiced to you to cover our cost.

If a fine is not paid in a reasonable period  
of time we are required by law to pay the  
fine on your behalf. Where an additional  
fee will be charged.

   Windscreen / Glass Damage

Your contract does not cover replacing 
broken windscreens and glass; which 
includes panoramic glass roofs and glass 
sunroofs; this would normally be covered 
by your comprehensive insurance policy. 
If not, it is the Hirer’s responsibility.

In the event of a broken windscreen or 
glass please contact National Windscreens
(0800 622 122) / RAC Auto Windscreens
(0800 919 700) direct.

The cost may be claimed directly from 
your insurance company by RAC Auto 
Windscreens or National Windscreens.

A copy of your company’s insurance 
certificate must be produced.
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End of Contract
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The vehicle should be surrendered on the
contract finish date at Fleet Financials office.

An inspection of the vehicle will be carried
out in your presence.

The condition of the vehicle and the mileage
will be recorded on a condition report sheet.

If you are satisfied with the description
of the vehicle, please sign the report.

Your signature will protect you and your
company or department from any claim 
or dispute arising from damage to the 
vehicle, which may have occurred after                              
you relinquished possession.

• At the end of the agreed contractual period we 
would simply ask you to remove all personal 
belongings from the vehicle, ensure it is clean 
and tidy, inside and out, free from damage, 
and that all tools, spares and other items of  
equipment included in the original specification 
are present and correct. For example: original 
manufacturers wheel trims, radio cassette / CD 
player, Sat Nav SD Card / Disc and locking wheel 
nut key / tool etc.

• The service record booklet should be left in 
the glove compartment along with any other 
documents concerning the operational history 
of the car. This is the vehicle’s passport and birth 
certificate and can authenticate the vehicle 
mileage for future ownership.

• If the vehicle is not returned on the 
termination date because of accident repairs 
still in progress or returned to Fleet Financial 
with unrepaired accident damage, we 
reserve the right to charge for loss of use, at 
the current commercial rate, until the repairs 
are completed.
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Health, Safety 
& Duty of Care
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Fleet Financial are committed to Health 
and Safety in general, and to road safety 
in particular. All our vehicles are supplied 
in a safe, roadworthy condition, and an 
appropriate maintenance and repair
system is provided.

Our aims are to ensure continued 
roadworthiness and to improve road safety, 
which requires the close co-operation of 
vehicle drivers, who should note: 

Drivers have a legal responsibility for the 
roadworthiness of any vehicle they use. 

It is the driver’s own safety, amongst others, 
that is at risk from the use of unroadworthy 
vehicles. 

It is therefore essential that vehicle managers 
and drivers ensure that service and 
maintenance schedules are strictly complied 
with. In addition drivers should carry out their 
own inspections when using a given vehicle 
for the first time, and at least weekly thereafter. 
Such inspections are outlined opposite:

Tyres: Check for correct air pressure, compliant 
tread and for any damage. If the wheels have 
been removed and refitted, to ensure safety it 
is essential that the wheel nuts be rechecked 
for tightness after 40/50 miles.

Windscreen: Check for cracks, stone chips and 
cleanliness.

Windscreen Wipers: Check they are working, 
blades are serviceable and that there is water 
in the wash bottle.

Mirrors: Check that all are clean, undamaged 
and suitably positioned.

Lights: Check that all are clean and working, 
including full beam and dipped headlights, 
sidelights, brake lights, reversing lights and 
fog lights.

Indicators: Check all are clean and working, 
remember hazard lights.

Brakes: Check foot brakes for firmness and for 
function as soon as practicable after moving 
off - preferably in a safe area. Be continually 
aware of brake performance and listen for any 
noise from brake pads. Check the handbrake.

Steering: Check for excessive play (movement 
of steering wheel before it impacts on wheels). 
Be continually aware of steering performance.

Oils and Lubricants: Check levels of engine 
oil, anti-freeze, brake fluid, clutch fluid and 
gearbox. oil as applicable.

Defects should be reported / rectified 
immediately

Drive defensively at all times, wear seatbelts, 
don’t use mobile phones, read maps, etc., 
whilst moving, plan your journeys ahead 
allowing sufficient time to reach destinations 
and allow for suitable breaks - tiredness kills!



Accidents
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In the case of an accident where the vehicle is not driveable, the first course of action is 
to contact your insurance company/broker or alternatively the person in your company 
responsible for your insurance.

In the case of an accident outside normal working hours you should contact your 
insurance company 24hr Helpline or alternatively the AA Fleet Rescue Card provided 
can be used to have the vehicle recovered to a suitable repairer or place of safety.

Please note that costs accrued where a driver has requested recovery for accidental 
damage are subject to recharge.

For vehicles covered by our Accident Aftercare service please call 0844 234 4430.

If you do not avail of this product then please see the information below.

A

B

C



Draw a plan view of the scene of the accident.

First find any available witnesses and take 
down their details. Witnesses do not have     
to make statements straight away.

If possible, take a photograph, draw a plan 
view of the scene of the accident and make 
notes on the circumstances surrounding the 
cause of the accident.

If anyone is hurt call the police. 
  
Also call them if you think the other driver 
has committed an offence or if you have 
damaged someone else’s property and are 
unable to contact them.

Accident Checklist
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Should you call the Police ?



Details of witness

Name

Address

Telephone

Details of witness

Name

Address

Telephone

Details of third party

Name(s)

Address(es)

Telephone(s)

Make & Model

Car registration

Insurance Company

Date & Time of Accident

Place

Weather Conditions         Visibility

Distance involved

Accident Checklist
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Notes
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Promoting responsible road transport

NI Office
Fleet Financial Ltd.
7 Mallusk Drive, 
Belfast, BT36 4GX

T: 028 9084 9777

GB Office
Fleet Financial Ltd.
776 Chester Road, 
Manchester, M32 0QH

T: 0161 291 9030

E: sales@fleetfinancial.co.uk

fleetfinancial.co.uk 

This is modern vehicle management.


