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MOTOR VEHICLE PERSONAL USE 

Policy

Organisation employees may from time to time use their own private vehicle for work purposes.  Employees who do so are required to maintain a comprehensive Motor Vehicle Insurance Policy and hold a current driver’s license.

Where an employee utilizes his/her private vehicle they may be reimbursed for the kilometers traveled where approved by MACROBUTTON NoMacro [Click here and type the title of the officer].  The reimbursement for use of a private vehicle will normally be based upon the distance traveled from places of business (not from or to the employee’s home).
Where the employee travels to or from their private residence to a place of business before or after attending the Organisation office, the reimbursement will be the lesser of the distance from/to home or the Organisation and the place visited.

Upon receipt of a properly completed ‘Motor Vehicle Travel Allowance’ form the employee will be reimbursed, at the rate stipulated in the Award for that employee.  Under current Taxation Legislation this reimbursement must be processed through the payroll system and recorded on each employees ‘Payment Summary’.  This document is used to complete the employee’s tax return.

In most cases employees may be entitled to claim a taxation deduction for vehicle costs incurred in deriving their income.  To ascertain the amount that can be claimed, employees should consult their taxation adviser.

Employees should note that compulsory third party insurance is not effected by the use of their vehicle for an employer’s business.  Employees whose vehicle is used for the Organisation business may continue to register their vehicle at the Private Rate (reference Insurance Commission of Western Australia pamphlet entitled ‘Motor Vehicle Compulsory Third Party Personal Injury Premiums’).



Procedure

An employee who has received approval to regularly use an Organisation vehicle for private purposes must :

· Acknowledge and agree in writing to all policies & procedures governing the regular private use of an Organisation vehicle on the appropriate application form.

· Ensure that no other person, other than the Employee’s nominee (being a member of the employee’s household) drives the vehicle for private purposes.  The MACROBUTTON NoMacro [Click here and type the title of the officer] must approve the nominee.  Both the employee and the nominee must hold a valid Western Australian Driver’s licence and be eligible to drive the vehicle.  A current copy must be provided to MACROBUTTON NoMacro [Click here and type the title of the officer] on every renewal.  Other members of the household are NOT permitted to drive the vehicle.  Employees are to ensure that the passenger and load limits in the vehicle are not exceeded at any time.

· Ensure the vehicle is not used for any other business or profit making activity.

· Maintain the vehicle in a clean and tidy condition, refuelling it as necessary and regularly checking tyre pressure, oil levels, brake fluid, coolant and battery levels and noting compliance on vehicle log sheet.  Restoration costs resulting from failure to comply will be charged to the employee responsible.

· Ensure that the vehicle is regularly serviced and maintained according to the manufacturers recommended specifications in co-operation with the MACROBUTTON NoMacro [Click here and type the title of the officer].

· Be responsible for the prompt payment of any traffic or parking fines incurred.

· Make arrangements for off-street parking at home, wherever practicable, with reasonable security precautions taken at all times.  During official use, the employee will park the vehicle at a location convenient to the needs of the Organisation and its consumers.

· Comply with all legal and insurance requirements if involved in an accident, including the obtaining of the particulars of the parties involved and notifying the Police and the Transport and Maintenance Services within 24 hours.  Further, report immediately any damage or theft, no matter how minor, to MACROBUTTON NoMacro [Click here and type the title of the officer], with a view to repairs being effected at the earliest opportunity.

· Be responsible for the payment of any insurance excess, if damage occurs whilst the vehicle is being used for private purposes and the employee or nominee is at fault.  Travelling to and from work is classified as private use unless it can be shown otherwise.

· Basic excess - $MACROBUTTON NoMacro [Click here and type the basic insurance excess amount] plus Insurer’s Standard Age excess if applicable.

· Seek the approval of the MACROBUTTON NoMacro [Click here and type the title of the officer] to use the vehicle during any leave period by completing an 'Application to vary conditions governing private use of motor vehicle'.  The MACROBUTTON NoMacro [Click here and type the title of the officer] in consultation with the senior officer responsible will consider the operational needs of the Organisation when deciding whether or not an employee may use the vehicle while on leave.

· Ensure that the vehicle is not used over 100 km from the Organisation for private purposes, at any time, unless an 'Application to vary conditions governing private use of motor vehicle' has been authorised by the MACROBUTTON NoMacro [Click here and type the title of the officer] prior to the trip being made.  Only destinations less than 500 km from Perth (1,000 km round trip) will be considered.

· Ensure the vehicle is never used on rough terrain.

· Ensure details of all usage are kept in an appropriate vehicle log sheet to assist with FBT calculations and the identification of drivers responsible for traffic and parking infringements.  Drivers are to record the odometer reading before and after each journey and record the purpose for the journey and whether it was for private or business purposes.  Completed log sheet(s) are to be forwarded promptly to MACROBUTTON NoMacro [Click here and type the title of the officer] at the end of every month.

· The authorised employee’s manager/supervisor is to record on the employee’s timesheet any change in contribution.

· Retain all Fuel Receipts and at the end of every month forward them to MACROBUTTON NoMacro [Click here and type the title of the officer] for account reconciliation.  Provide accurate odometer reading at each fuel fill.

· Smoking is not permitted in vehicles.

· No food or drink (except water) to be consumed in vehicles.

· Mobile phones are not to be used in vehicles unless they are fitted with a hands free kit.

Suspension/Termination

· The right to regularly use the vehicle for private purposes may be suspended in respect of any employee or nominee, at the discretion of the MACROBUTTON NoMacro [Click here and type the title of the officer], if the employee or nominee:

· Is convicted of a serious driving offence;

· Is judged to have incurred excessive insurance claims;

· Has not maintained the vehicle in a suitable manner; or

· Has breached any of the agreed conditions.

· The MACROBUTTON NoMacro [Click here and type the title of the officer], as well as the employee concerned, has the right to terminate the use of a vehicle for any reason, by giving six months notice in writing to the other party.  The arrangement will be automatically terminated by the MACROBUTTON NoMacro [Click here and type the title of the officer] if the vehicle is no longer required to fulfil the business of the Organisation, if the employee leaves, or changes duties to a position not requiring use of the vehicle.

FBT

The Organisation uses the MACROBUTTON NoMacro [Click here and type the formula used eg Statutory]under FBT legislation.  MACROBUTTON NoMacro [Click here and type how the formula works]  Should a vehicle be reallocated in accordance with the Policy, authorised users will be allocated FBT in accordance with the kilometres travelled by that user as a proportion of the overall kilometres travelled by that vehicle in the FBT year.
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