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MOTOR VEHICLE RECORDS CHECK PROCEDURES  

CAO Policy 54 Addendum 

CAO POLICY 

As stipulated in CAO Policy 54 (Vehicle & Equipment Damage Incident Policy), each division of the 

LFUCG shall have a designated staff member responsible for inputting, tracking, and reporting driver 

license information for individuals for which a driver’s license is required for and in the performance of 

their job duties via the HCM (Human Capital Management) system. 

 

Additionally, each division shall be responsible for running MVR (Motor Vehicle Record) checks 

through the Commonwealth of Kentucky Department of Transportation on individuals that meet this 

criterion on a quarterly basis. 

 

PROCEDURES FOR MOTOR VEHICLE RECORDS CHECK 

 

The person responsible for running MVR checks in each division must have a valid driver’s license for 

each employee required to drive as part of their job duties.  The person shall also have access to a 

pro-card so that they can make payments for requested records. 

 

All Kentucky driver’s license holders have a driving history record.  The record contains identifying 

information, any licenses that have been issued to the driver, any traffic conviction information, and 

any administrative entries regarding a driver’s privileges. 

 

The Division of Driver Licensing maintains non-CDL (Commercial Driver’s License) record for five (5) 

years and a full driving history for CDL (Commercial Driver’s License) holders.  The Division of Driver 

Licensing offers three-year driving records to the public and third party requesters. 

 

Three-year Driving History Records (DHR – Driving History Record) may be obtained by anyone.  

However, it contains no personal information such as addresses, social security number, and 

description. 

 

Full Driving History Record (DHR – Driving History Record) contains identifying information, any 

licenses that have been issued to the driver, any traffic conviction information, any administrative 
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entries regarding a driver’s privileges; all CDL (Commercial Driver’s License) related requirements as 

well as other information.   

 

To obtain a full DHR on an employee you must have a notarized release from the driver. 

 

To obtain a three-year driving history records go online at (https://dhr.ky.gov/).  The cost is $5.50 and 

may be subject to change. This option will e-mail the requested driving record within seconds of the 

request. 

 

Online payments can be made with a pro-card. 

 

Visit Kentucky Three-year Driving History Record Portal (https://secure.kentucky.gov/dhronline) 

 

FOLLOW-UP 

 

Upon receipt of the MVR, the person responsible for running the MVR’s will review the record and 

report any motor vehicle violations from the following list to the employee’s supervisor for further 

action as necessary: 

 

Major Violations 

 Driving under the influence of drugs or alcohol 

 Failure to stop/report an accident – hit and run 

 Reckless driving/speeding contest 

 Making a false accident report 

 Homicide, manslaughter or assault arising out of the use of a vehicle 

 Driving while license is suspended/revoked 

 Careless driving 

 Attempting to elude a police officer 

 

Minor Violations 

Any moving violation other than a major except (these violations are less serious and therefore do 

not impact acceptability unless an MVR is borderline). 

 Motor vehicle equipment, load size requirement 

 Improper failure/to display license plates (if they exist) 

 Failure to sign or display registration 

 Failure to have driver’s license in possession (if valid license exists) 

https://dhr.ky.gov/
https://secure.kentucky.gov/dhronline

