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1. POLICY  

 
This policy covers the supply, maintenance and use of Society owned motor vehicles.  This 
includes vehicles provided as part of an employee’s remuneration package.  The information 
contained herein may form part of an employee’s contract of employment and supplement 
the conditions of use outlined in an employment contract.  This policy also refers to the use 
of motor vehicles by members and volunteers. 
All relevant personnel will read the policy and procedures and sign the  acknowledgement at 
the end of this document. 
 

2. SCOPE  
The Policy includes St Vincent de Paul Society NSW (Society) pool vehicles and vehicles 
provided as part of a remuneration package.  It also applies to the use of any motor vehicle 
for business purposes by all Society employees, members and volunteers.  All parties 
(employees, members, volunteers) will comply with relevant parts of this policy and other 
relevant policies and procedures referred to herein. 
 
2.1 Employees 
The Policy defines an employee’s eligibility for a motor vehicle as required by their role or as 
part of their salary package.  Employees using their own vehicles for work purposes should 
make arrangements regarding the use of the vehicle with their supervisor. 
 
2.2 Members 
Members should make arrangements regarding the use of Society vehicles at their Central 
Council level.  The State President will decide arrangements for the Vice Presidents of State 
Council.  The use of Society vehicles and their own vehicles for work purposes by members 
will comply with appropriate parts of this policy and other relevant policies and procedures 
referred to herein. 
 
2.3 Volunteers 
Any volunteers who drive a Society vehicle or their own vehicle for work purposes should 
make arrangements regarding the use of the vehicle with their supervisor 

 
3. REFERENCES 

Australian Government, Australian Taxation Office, 2015 (sic), GST and motor vehicle trade-
ins for charities, Fact Sheet for Charities, May 2015. 
Australian Government, Green Vehicle Guide, 
http://www.greenvehicleguide.gov.au/GVGPublicUI/home.aspx 
Australasian New Car Assessment Program (ANCAP), www.ancap.com.au 
Australian Taxation Office, www.ato.gov.au 
Lawlink, 2012, www.nsw.gov.au/lawlink 
New South Wales Government, Allowable Accessories and Options, www.nsw.gov.au 
New South Wales Government, Categorisation of Motor Vehicles – Definitions 
New South Wales Government, Cleaner Government Fleet, Guidelines for Fleet Managers 
New South Wales Government, Contract 653, Supply of Motor Vehicles to NSW Government 
Agencies 

http://www.greenvehicleguide.gov.au/GVGPublicUI/home.aspx
http://www.ancap.com.au/
http://www.ato.gov.au/
http://www.nsw.gov.au/lawlink
http://www.nsw.gov.au/
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New South Wales Government, Motor Vehicle Policy for New South Wales Government 
Agencies 
St Vincent de Paul Society NSW, Code of Conduct, 2012 
St Vincent de Paul Society NSW, Critical Incident Policy & Procedures 2011 
St Vincent de Paul Society NSW, Volunteer Reimbursement Policy (DRAFT 2009) 
St Vincent de Paul Society NSW, Work Health and Safety Policy 2012 
St Vincent de Paul Society Victoria, Motor Vehicle Policy 2011 
Transport Roads & Marine Services, 
2012,  http://www.rta.nsw.gov.au/roadsafety/driverdistractions/ 
 
 
 

• PROCEDURES 
 
 

4.1 Policy Administrator 
Responsibility and authority to implement this Policy and Procedure is with the Chief Financial 
Officer.  This responsibility includes communication of the procedure and related procedures to all 
employees, members and volunteers. 
 
4.2 Grandparenting of Existing Arrangements 
‘Grandparenting’ refers to an arrangement where an employee has an arrangement for the salary 
packaging of a motor vehicle or a Motor Vehicle Allowance.  Prior to the commencement of this 
arrangement, the Society reserves the right to continue that arrangement. 
 
Any grandparenting arrangements will be individually managed and communicated by letter to the 
affected employee in a letter from the Manager of Human Resources or their delegate.  This letter 
will identify the pre-existing arrangements that will be subject to grandparenting. 
 
4.3 Fleet Management 
Overall management of the motor vehicle fleet is the responsibility of the Chief Financial Officer 
(for State Council, Matthew Talbot Homeless Services and Disability Services).  The Fleet 
Manager and or Central Council Executive Officer (or as appropriate) will manage the fleet from 
day-to-day, which includes provision of fuel cards, servicing arrangements and accident 
management. 
 
It is the responsibility of the vehicle custodian to ensure the vehicle is maintained in good order 
and services are carried out when required as per the owner’s handbook. 
 
4.4 Acquisition and Disposal of Motor Vehicles 
The Society will consider disposing of vehicles as determined by the Chief Financial Officer, 
Executive Officer, Central Councils, or delegates, based on specific circumstances to achieve the 
best outcome for the Society. 
 
It is recommended that all cars, station wagons and light commercial vehicles are disposed of at 
40,000 kilometres or 2 years, whichever occurs first, and that heavy commercial vehicles and 
buses are disposed of at 120,000 kilometres or 5 years, whichever occurs first. 
 
It is recommended that all vehicles be disposed of via auction houses that are on the NSW 
government auction list.  However, subject to approval being granted for the disposal of the vehicle 

http://www.rta.nsw.gov.au/roadsafety/driverdistractions/
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and the acquisition of a replacement, the Fleet Manger or Executive Officer must be notified to 
obtain a trade-in/auction valuation for the vehicle in question.  The vehicle must be presented in a 
clean condition and the Chief Financial / Executive Officer must be notified should the vehicle be 
damaged or need repairing. 
 
No Society vehicle may be disposed of without the approval of the Fleet Manager or Central 
Council Executive Officer.  The Fleet Manager/Executive Officer, as part of the change-over 
procedure, will record the odometer reading of the vehicle and include this with records maintained 
for the vehicle. 
 
If an existing vehicle is available within the Society fleet, this vehicle will be allocated to an 
employee, member or volunteer for use in preference to the purchase of a new vehicle.  Co-
ordination of vehicles to employees, members and volunteers is the responsibility of the 
Fleet/Admin Manager, with the objective of maximising the utilisation of vehicles within the existing 
fleet wherever possible before purchasing new vehicles. 
 
Vehicles must be approved by the Fleet Manager or Central Council, and purchased by the Fleet 
Manager, Executive Officer or delegate.  Acquisition of any vehicle that is outside of the provisions 
of this procedure requires approval from the Chief Executive Officer prior to purchase. 
 
It is the responsibility of all Society vehicle users to maintain vehicles to a standard that ensures 
the maximum trade-in/auction price is obtained 
 
4.5 Registration 
Registration of all vehicles is the responsibility of the Fleet Manager or Executive Officer or 
delegate.  Where possible, all vehicles have a common registration date.  
 
4.6 Insurance 
All vehicles must be covered by the Society’s comprehensive insurance policy.  Insurance costs 
will be met by the cost centre and will be arranged by the Fleet Manager or Executive Officer or 
delegate. 
 

Insurance excess 
• In the event of a claim, any insurance excess will be allocated to the cost centre to  

which the vehicle was assigned.  However, in circumstances where the vehicle is  
being used inappropriately and/or not in accordance with this procedure, the Society  
may recover the excess from the staff member concerned.  In these circumstances 

                     the Society may also take disciplinary action against the staff member. 
 

               Approved drivers 
   The comprehensive insurance policy covering the Society vehicles covers: 

• For employee contract vehicles, employees of the Society and their immediate family. 

• Aged based excesses apply within the Society’s motor vehicle insurance cover and 
the Society will require the employee to pay any excess incurred in the event of an 
accident where the driver was a family member attracting the higher excess.  

• In emergency circumstances, for example, the driver being unwell or in danger of 
fatigue, the vehicle may be driven by another responsible person (outside of 
immediate family) with a current drivers licence. 
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• For pool vehicles, Society employees authorised by the manager of the cost centre 
can drive the vehicle. 

• There are occasions where Society vehicles are driven by volunteers, consultants, 
etc. and the definition of insured in the Motor Vehicle Policy extends to include them. 

• Drivers must have a current NSW Driver’s License.  (An exemption is where services 
cross state borders.  In these cases, drivers must comply with relevant licensing 
requirements.) 

 
4.7 Health & Safety 
The Society has an ongoing duty of care to provide and maintain a safe workplace and safe 
systems of work.  A vehicle provided for business use is considered equipment and is provided to 
enable the employee to complete tasks as required. 
 
All drivers must adhere to the relevant legislation in relation to the use of mobile phones whilst 
driving.   Employees are advised that making telephone calls while driving, even with the latest 
hands-free technology, diminishes the drivers’ ability to respond to emergency situations.  The 
NSW Government’s Transport Roads & Marine Services (2012) states that if you must talk on a 
hands-free phone while driving: 

• Make sure it is a hands-free phone that is set up and working before you start driving; 
• Keep the conversation short; 
• Do not engage in complex or emotional conversations; 
• Tell the person on the other end that you are driving and may have to end the call; 
• Never text message (SMS) while driving; and 
• End the call if it is distracting you from driving. 

 
If you do not have proper control of your vehicle because you are talking on a hands-free mobile 
phone you are guilty of an offence. 
 
4.8 Accessories 
The following applies: 

• Standard accessories for vehicles can include floor mats, mud spats, metallic paint, 
reversing sensors and window-tinting. 

• All vehicles will be provided with a first aid kit, and street directory if not fitted with a 
GPS. 

Accessories beyond the above must be approved by the Chief Financial Officer or Central Council 
Executive Officers prior to purchase. 
 
4.9 Vehicle Selection 
The Society will determine a list of vehicles from which employees will have a choice.  The 
available vehicles will be selected with reference to the following criteria: 

• Vehicles must be available through the NSW Government Contract list, unless a 
more beneficial price is available elsewhere; 

• Work Health & Safety considerations for the vehicle’s usage.  As a guide, vehicles 
should be fitted with a First Aid kit, ESP, ABS and front and side airbags; 

• Consideration of the vehicle’s environmental rating; 

• Consideration that the vehicle (other than commercial and/or bus) has a minimum 5 

http://www.legislation.vic.gov.au/Domino/Web_Notes/LDMS/PubLawToday.nsf/95c43dd4eac71a68ca256dde00056e7b/4db89c014e43d7d0ca25761e0082ba12!OpenDocument
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star ANCAP rating; 

• For light commercial vehicles and buses, consideration of a minimum 4 star ANCAP 
rating;  

• Consideration of the Green Vehicle Guide  
(http://www.greenvehicleguide.gov.au/GVGPublicUI/home.aspx); 

• Consideration of the vehicle’s fuel economy; 

• Consideration of functional use and requirements; and 

• All light commercial vehicles and SUV’s are to be diesel powered. 
 
The Fleet Manager (for State Council) and the Executive Officer (for Central Councils) will 
maintain an awareness of changes in emerging vehicle models and may make recommendations 
to the Chief Financial Officer.  
 
Vehicles will be considered on a case-by-case basis, and must be approved by the Chief 
Executive Officer (for State Council) and the Executive Officer (for Central Councils) prior to 
purchase. 
 
( Motor Vehicle Policy for NSW Government Agencies, 
at http://statefleet.nsw.gov.au/sites/default/files/Motor%20Vehicle%20Policy%20for%20NSW%20Government%20agencies%20-
%20V12%20-%200107.pdf.) 

 

4.10 Vehicle Categories 
 
 
EMPLOYEE CONTRACT VEHICLES 
 
An Employee Contract Vehicle is a vehicle that is provided to an employee as part of the 
employee’s remuneration package and whose entitlement to a vehicle is specified in the worker’s 
contract.  The vehicle is available for business and private use. 
 

• Vehicle Types 
The available vehicles will be selected with reference to the following criteria: 
 

• Vehicles must be available through the NSW Government Contract list, unless a 
more beneficial price is available elsewhere; 

• Work Health & Safety considerations for the vehicle’s usage.  As a guide, vehicles 
should be fitted with a First Aid kit, ESP, ABS and front and side airbags; 

• Consideration of the vehicle’s environmental rating; 

• Consideration that the vehicle (other than commercial and/or bus) has a minimum 5 
star ANCAP rating; 

• For light commercial vehicles and buses, consideration of a minimum 4 star ANCAP 
rating;  

• Consideration of the Green Vehicle Guide  
(http://www.greenvehicleguide.gov.au/GVGPublicUI/home.aspx); 

http://statefleet.nsw.gov.au/sites/default/files/Motor%20Vehicle%20Policy%20for%20NSW%20Government%20agencies%20-%20V12%20-%200107.pdf
http://statefleet.nsw.gov.au/sites/default/files/Motor%20Vehicle%20Policy%20for%20NSW%20Government%20agencies%20-%20V12%20-%200107.pdf
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• Consideration of the vehicle’s fuel economy; 

• Consideration of functional use and requirements; and 

• All light commercial vehicles and SUV’s are to be diesel powered. 

• As provided in the NSW Government Contract List; 

• Determined by the nature of the tasks associated with the position; 

• Provided on terms and conditions as set out in writing in the employee’s  
                     employment contract as approved by the relevant Executive Officer or Council;  
                     and subject to individual negotiation with the relevant Executive Officer or Council. 
              The vehicle can be used: 

• By the employee currently filling the specific job position; 

• By other employees should the vehicle not be in use by the staff member with the 
Employee Contract Vehicle entitlement; and 

For both Society and private business by the employee filling the job position and his/her 
immediate family who meet the criteria for Approved Drivers. 
 

• Vehicle Allowance 
Employees, where eligible, may receive a Motor Vehicle Allowance in lieu of a motor vehicle. 
The value of the Motor Vehicle Allowance shall be reviewed annually as part of the budgeting 
process. 
 
An employee may move from use of a vehicle to receiving a Motor Vehicle Allowance only at the 
time of the vehicle change-over, unless otherwise approved by the Chief / Central Council / 
Executive Officer.  Employees who elect to take the use of a vehicle are expected to retain that 
vehicle until the vehicle change-over criteria is met. 
 
All employees who receive the Motor Vehicle Allowance in lieu of a vehicle must use their own 
motor vehicle for any business-related travel and are not eligible for reimbursement of any travel 
costs.  The Motor Vehicle Allowance is provided to compensate employees for use of their own 
vehicles in these circumstances. 
 
The Motor Vehicle Allowance will be reported separately on the employee’s payment summary as 
a Motor Vehicle Allowance. 
 

• Cost Allocations 
All costs essential to and associated with the purchase and mechanical maintenance of the 
vehicle will be allocated to the cost centre to which the employee’s salary cost is allocated. 
 

• Travel outside of NSW 
The cost of fuel for any private travel outside of New South Wales must be met by the employee 
unless prior approval is given by the relevant Executive Officer. 
 

• Employee Separation 
Where an employee leaves the Society, the vehicle is to be returned upon separation in a clean 
condition, suitable for use by the next driver.  In all cases the keys, fuel cards, E-tags, logbooks 
and any other appropriate documentation are to be returned to the Fleet Manager or Executive 
Officer.   
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POOL VEHICLES 
 
A Pool Vehicle is a vehicle that is required to be used due to the nature of the work of a particular 
service area or facility.  These vehicles may be used for business travel only as defined below, 
and may not be used privately by employees, members or volunteers. 
 

• Vehicle types 
The type of vehicles will be determined by the nature of the tasks involved as recommended by the 
manager of the cost centre.  These vehicles are: 

• To be used exclusively on Society business; 

• To be available for all approved staff as required; and 

• Not available for private use (exceptional circumstances only, refer herein). 
 

• Private use of pool vehicles 
Society pool vehicles must be used for business use only.   
 

• Cost allocation 
All vehicles in this category will be supplied and fully maintained by the Society and costed to the 
cost centre using the vehicle.   
 
 
PRIVATE VEHICLES 
 
A privately owned vehicle is a vehicle that is not registered under the name of the St Vincent de 
Paul Society NSW and all purchasing and operating expenses are paid for by the employee, 
member or volunteer. 

At the discretion of the relevant Executive Officer, a fuel card may be provided. 
 

• Use of private vehicle 
 
 
The relevant manager must approve all use of a private vehicle on Society business in advance, 
and reimbursement of costs will be made at the rate set out in the relevant Society policies, 
unless otherwise specified in an Award. 
 
 

• Insurance 
The Society’s insurance does not cover workers in their own motor vehicles and the Society will 
not meet any costs, including any policy excess that may occur to a worker’s private vehicle or 
any liability that may arise from use of their  private vehicle. 
 
Workers who use their private vehicles on Society business are encouraged to comprehensively 
insure their vehicle.  Any private vehicle used on Society business must, at the owner’s expense, 
be maintained in a roadworthy condition. 
 
 
4.11 Road Tolls 
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It is the responsibility of the worker to pay all tolls, toll notices and toll infringement notices.  The 
Society will reimburse upon provision of tax receipt all reasonabletolls incurred by a driver while 
traveling for Society purposes.  The worker is responsible for all tolls incurred during private 
usage including ordinary travel to and from the workplace.  
 
 
4.12 Fringe Benefits Tax 
 

 General 
Unless otherwise stated in the employee’s employment contract, any Fringe Benefits Tax (FBT) 
liability arising from use of a Society vehicle will be the responsibility of the employee and the 
liability will be included in the employee’s salary packaging. 
 

 Pool vehicles 
Although pool vehicles should not attract FBT, all pool vehicles must have a logbook and these 
must be completed on each occasion of use. It is the responsibility of the cost centre manager to 
ensure that this occurs.  Logbooks are available from the Fleet Manager or Executive Officer. 
Details to be recorded in a logbook are: 

• Vehicle registration number; 

• Date of trip; 

• Purpose of trip; 

• Odometer reading at start of trip; 

• Odometer reading at end of trip; 

• Kilometres travelled; and 

• Name of driver. 
 

 Business travel (not subject to FBT) 
Business travel is defined by the ATO.  As a guide, the following are deemed to be business travel: 

• Travel between Society sites for business purposes; 

• Travel between a Society site and another location (apart from the employee’s 
home) for business purposes; and 

• Travel between an employee’s home and a business destination, provided this is 
shorter than going via the employee’s primary place of employment. 

 
 Exempt private use 

Where the Society provides an employee with a car solely for the purposes of undertaking a 
business journey from the employee’s home the next morning, the trip home on the preceding 
night will be accepted as business travel, being incidental to the next morning’s journey and is 
therefore FBT exempt.  However, this approach is restricted to circumstances of the kind detailed 
and would not apply, for example, where a person has regular use of the car for private purposes 
(refer ATO Miscellaneous Tax Ruling MT2027 Para 36). 
 

 Employment Contract Vehicles 
Employees who elect to include a Society vehicle as part of their remuneration package have the 
option of calculating any FBT liability using either the Operating Cost Method, or the Statutory 
Method. 

http://law.ato.gov.au/atolaw/view.htm?docid=MTR/MT2027/NAT/ATO/00001
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Employees wishing to calculate the Operating Cost Method are required to maintain a logbook 
for a continuous 12 week period that typifies their use of the vehicle.  After the 12 weeks, the log 
book is to be totalled and returned to the State Payroll Manager.  It will then be used to 
determine the FBT implications for the employee’s salary packaging arrangements. 
 
If an employee does not maintain a log book, then the Statutory Method will be applied. 
 
 

 Closing odometer reading 
For pool vehicles, it is the responsibility of the cost centre to record the closing odometer 
reading of the vehicle prior to change-over. 
 
For employee contract vehicles, it is the responsibility of the vehicle custodian to record the 
closing odometer reading of the vehicle prior to change-over. 
 
The odometer reading must be provided to the State Payroll Manager and the Fleet Manager or 
Executive Officer and will be required for a motor vehicle declaration for Fringe Benefits Tax 
purposes.  State Payroll Manager expects to receive odometer readings at the end of the Fringe 
Benefit Tax year to ensure that employee has completed the correct amount kilometres that 
they declared at the start of the FB Year (1st April), as per FB requirements.  As at 01/04/2014 
this will no longer be required, as all drivers will be on 20%, as per the federal budget of May 
2011. 
 
 
 
4.13 Maintaining the Vehicle 
 
Fleet Management 
Fleet management for all Society motor vehicles is managed by the Fleet Manager or Executive 
Officer.  The Fleet Manager or Executive Officer has primary responsibility for overseeing the 
general management of the fleet to ensure optimal value and service is achieved. 
 
Responsibility for maintenance of the vehicle 
For employee contract vehicles, it is the responsibility of the employee to maintain their vehicle 
in a reasonable manner.  For Pool Vehicles, it is the responsibility of the cost centre manager to 
which the vehicle is assigned to appropriately maintain the vehicle.  As a minimum, all vehicles 
are to be maintained according to the manufacturer’s warranty conditions. 
 
It is expected that all vehicles be kept in a clean and safe condition at all times. For Pool 
Vehicles, responsibility for the condition of each vehicle is assigned to the manager of the cost 
centre to which the vehicle is assigned.  For Employee Contract Vehicles, the employee to 
whom the vehicle has been assigned is responsible for the maintenance of the vehicle.  
Maintenance must be carried out in accordance with the manufacturer's specifications, and the 
details confirmed in the vehicle's maintenance book by the authorised service centre.  
 
Servicing 
The outlets at which servicing may occur is specified by the manufacturer/ retailer in the owner's 
guide, and must be verified by the Fleet Manager or Executive Officer. 
 
Cleaning of vehicles 

http://kewspfe/sites/intranet/Docs/OrgDocs/Organisation%20Wide%20Policies%20and%20Procedures/Motor%20Vehicle%20Declaration%20-%20Closing%20Odometer%20Reading.docx
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Pool Vehicles and purchased company vehicles may be cleaned at commercial car washes and 
charged to the fuel card as arranged with the Fleet Manager or Executive Officer. 
 
 
Fuel and oil 
Fuel and oil for all vehicles are to be obtained using the fuel card provided by the Fleet Manager 
or Executive Officer, and accessed from the designated outlets.   Good practice for the 
management of fleets in relation to FBT, servicing and replacement requires accurate odometer 
readings.  This is best done every time fuel is purchased using a fuel card.  This helps people 
gauge how they are tracking in relation to the nominated FBT banding and it also helps the Fleet 
Manager / Executive Officer see how many kilometres the vehicle has done to know when it 
needs servicing and when it needs to be replaced. 
 
 
Cash reimbursement procedure 
In most situations there should be no requirement for an employee to purchase goods and 
services for the Society vehicle other than through the normal Society arrangements.  Where 
purchases are made by an employee using his or her own funds then a receipt must be obtained 
showing the  

• Price paid and  

• Items purchased.  
Employees use of private vehicles for Society purposes needs documentation as per the 
expense claim reimbursement process.  
 
 
Smoking 
Smoking is not permitted in any Society vehicle.  This applies across the board, includes all 
Society vehicles, all drivers and passengers, during business hours and after hours. 
 
 
4.14 Roadside Service 
 
Coverage 
All Society vehicles (Pool and Employee Contract) are covered either by the NRMA or the 
roadside service provided by the manufacturer of the vehicle.  Drivers should familiarise 
themselves with the arrangements documented in the vehicle’s handbook. 
 
In the event of a breakdown employees should contact the number provided for assistance.  
Employees who are responsible for Pool Vehicles should ensure that the relevant service card is 
present in the car at all times and is available for presentation to the service technician as 
requested. 
 
State and Territory Motoring Organisations 
When travelling interstate and a breakdown occurs then refer to the reciprocal arrangements that 
apply between the NRMA and other roadside service providers. 
 
License 
 
An employee supplied with or using a Society vehicle is required to have and maintain at all 
times a current Australian driver’s licence.  Where the driver is a resident of NSW, the drivers 
licence must be a NSW driver’s licence. A copy of the employee’s driver’s licence must be 
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provided prior to an employee being provided with a Society vehicle.  The Society may perform 
spot checks on licences.  An employee must produce their driver’s licence to the Society if 
requested at any time. 
 
An employee must inform the Society immediately should they lose their licence as a 
consequence of the accumulation of demerit points or for any other reason.  In such 
circumstances the Society may require the employee to return their vehicle to the Society without 
compensation.  Failure to notify of loss of license may result in disciplinary action. 
 
4.15 Accident Procedure 
In the event of an accident the following procedures must be followed:  

• Obtain all necessary details from the other driver, including: 
• Name  
• Address  
• Telephone numbers  
• Licence number  
• If not own vehicle, name and address of owner and name of insurer 

Also record: 
• Names of witnesses, if any  
• Location details (street, suburb, town). 

• All accidents must be reported to the Fleet Manager or Executive Officer.  

• Under no circumstances should the driver of the Society vehicle admit responsibility 
for the accident or sign any acknowledgment in this regard.  

• Under no circumstances are repairs to be authorised by employees.  Repairs are to 
be authorised by the Fleet Manager/Executive Officer or insurer.  

• The Police must be called about an accident if: 
• a person is killed or injured;  
• the other driver does not stop and/or give you their details; and/or 
• a vehicle involved has to be towed away (Lawlink, 2012).  

• If an injury has been sustained by a Society employee it must be reported to the 
Fleet Manager or Executive Officer and the injured person’s manager and Human 
Resources within 24 hours of the accident. (Refer to the St Vincent de Paul Society 
NSW Work Health & Safety Policy 2012 and relevant WHS Procedures 2012.) 

A replacement vehicle may be available at commercial hiring prices charged to the cost centre by 
contacting the Fleet Manager or Executive Officer. 
 
4.16 Unauthorised use of vehicles 
All drivers must hold a current driver's licence valid for the State of New South Wales.  Drivers 
from interstate must be aware of and comply with interstate licence transfer laws.  Non-
compliance may affect insurance and subject the staff member to liability for all fines and 
penalties.  (An exemption is where services cross state borders.  In these cases, drivers must 
comply with relevant licensing requirements.) 
 
Vehicles should only be driven by those nominated in 4.11. 
 
Non-compliance with these policies will result in associated costs (e.g. accident or claim costs 
etc.) being charged to the employee.  
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4.17 Parking and traffic offences 
Parking fines and other traffic infringements are the responsibility of the driver and will not be paid 
by the Society.  Non-payment of these fines may result in disciplinary action. 
 
4.18 Driving under the influence of alcohol or other drugs 
All drivers must comply with the relevant legislation that relates to driving which is impaired by 
alcohol and other drugs.  The consequences of non-compliance may include personal penalties 
such as fines and/or jail as well as financial penalties associated with the voiding of insurance 
cover and damage to property expenses.    

 
4.19 Theft of property from motor vehicle 
As far as possible always avoid leaving valuable or confidential property in a motor vehicle. 
.  Wherever practicable, valuable items such as laptop computers must not be left in vehicles.  If it 
is unavoidable, the items must be out of sight, preferably in the boot of the vehicle, and the vehicle 
must be securely locked.  The St Vincent de Paul Society NSW motor vehicle fleet insurance 
policy does cover personal effects for up to $2,000 which are lost or damaged in an accident 
involving our vehicle or stolen from the our vehicle whilst it is securely locked. Personal effects are 
described as items of clothing or personal belongings normally worn or carried by a person but not 
including firearms, mobile phones, cheques, money, credit cards, jewellery, watches and furs. 
 
 

o Theft of motor vehicle 
In the event of a theft of a Society motor vehicle, employees are required to immediately notify 
the police, the Fleet Manager, the Executive Officer and refer to the insurance clause. 
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4.  SIGNED AGREEMENT 
 
I have read, clearly understand, and agree to adhere to the St Vincent de Paul Society NSW 
Motor Vehicle Policy and the conditions for use of a St Vincent de Paul Society NSW motor 
vehicle. 
 
 
Employee/Member/Volunteer 
Name 
 

 Signature   

Driver’s License Number 
 
 

 Date  

Driver’s License Expiry
  
 

 Facilities Manager / 
Executive Officer 
Signature 
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