Motor Vehicles - Policy and Scope
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Purpose

The University provides and maintains a vehicle fleet with a range of vehicle types appropriate to the needs of the University operations. Such vehicles form the University vehicle pool and are available for use by authorised personnel for travel associated with the conduct of University business / activities.


The University fleet also consists of internally managed operating lease vehicles, and externally managed operating lease vehicles.  

Our aim is to maximise accessibility to these vehicles and to minimise fleet and inter campus transport costs.


Scope

This Policy includes University pool vehicles, and University vehicles funded by the employee as part of a remuneration package. 

Applicable to
University-wide
Approved by 

Executive Group


Content:

1. Internally Managed Operating Lease Vehicles 
2. Externally Managed Operating Lease Vehicles

3. Unrestricted Vehicle Choice (Novated Lease)
4. Pool Vehicles 
5. FBT Reconciliation

6. E-Tag Usage

7. Car Parking

1    Internally Managed Operating Lease Vehicles
i.      Approval
Approval to access internally managed operating leased vehicles is strictly limited to staff:

· Where regular and frequent travel between campuses or on university business as a normal course of the staff member’s role, is required, and 

· The staff member has the approval of the Vice Chancellor, relevant Deputy Vice Chancellor or Vice President, and

· The staff member is either on-going or with at least two years of a contract remaining.

ii.      Administration Fee
An administrative fee of $350 per annum will be charged to the employee for the University managed operating lease vehicle. This fee is to cover the University for penalties and costs associated with operating lease vehicles.

iii.    Choice of Vehicle
 The University will determine , at its discretion, a list of the most cost effective vehicles from the Victorian Government Contract  list, and the staff member will have a choice from the pre determined list  ( Attachment 1 ) , taking into account safety and environmental concerns, subject to the following criteria:

· Vehicle must be available through the Victorian Government Contract list 

· Vehicle choice limited to base model in each of the following four manufacturers’ brands: Holden, Ford, Toyota, Mitsubishi, with additional safety features if required.

· Sedan or wagon

· No V8 , 4WD, AWD, turbo/super charged engines
· Standard extras limited to mats, mud spats, and tow bar (luggage barrier for wagon)

iv.     Business Use Discount
Staff, except for staff whose conditions are covered by a Performance Based Contract, who have an internally managed operating lease vehicle will be entitled a Business Use discount of:
Either
· A 25% business use discount.
Or
· If the staff member is prepared to make their vehicle available to a University vehicle pool then a 30% business use discount will apply, subject to meeting the following criteria:

· Vehicle is subject to a log book being kept for the full year

· Vehicle to be placed in the pool between 10am and 4pm

· Keys left at designated office with key register on each campus

· Log book and key register subject to internal audit

· Vehicle to be in pool, as per the above, except for periods of sick leave, annual leave or for own University business use.
2     Externally Managed Operating Lease Vehicles
All staff who are on-going employees or have at least two years of an employment contract remaining, will be able to access a range of externally managed operating lease vehicles through the external Salary Packaging organisations, as set out in the Human Resources webpage.
When staff package one of these vehicles they will be subject to the following criteria,

· Pay an annual administrative fee for the payroll administration of managing the vehicle deductions

· Formally indemnify the University from any and all charges, including early return, excess wear and tear, and excess kilometres charges.

· Vehicle to be provided at full cost recovery (inclusive of FBT liability)

· Vehicle choice as per contract arrangements with the salary packaging provider. (Refer:  Human Resources webpage)
· No Business Use Discount will apply Staff in this category will use their own private e-tag

3 
Unrestricted Vehicle Choice

Externally Managed Novated Lease 

Where staff seek a non standard vehicle or do not satisfy the criteria for an operating lease vehicle, they may elect to package a novated lease externally through the external Salary Packaging organisation. There are no restrictions on vehicle type in these circumstances. (Refer HR Website)
4   
Pool Vehicles (includes FSG, Departmental and School Vehicles)
Vehicles can be purchased outright or leased and will be managed internally. 

Vehicles will be standardised to a list of the most cost efficient and environmentally conscious vehicles from the Victorian Government Contract list.
5     FBT Reconciliation (Internally managed operating leases)
At the commencement of a lease, all employees to sign off that if there is a variance between actual kilometres travelled and the original estimate calculated for FBT purposes, and where this variance causes the FBT liability to increase over the original estimate, the employee will be liable for any incremental FBT liability.

6 
E-Tag Usage  
All staff with a University E-tag will be required to nominate the percentage of business and private use of the E-tag at the 31st March each year, as fringe benefits tax will be payable by the University on the private use component, and the amount will be listed on the employee’s annual payment summary as reportable fringe benefits.
7    Car Parking


All staff parking on campus will be required to pay for a car park space at the appropriate rate, as varied from time to time, for the relevant campus. This payment may be made as a pre-tax deduction from their fortnightly salary. 
	ATTACHMENT 1

	SWINBURNE UNIVERSITY INTERNALLY MANAGED OPERATING LEASE LIST

	MAKE
	MODEL - TYPE

	Ford
	4 cyl Focus LX Sedan or Hatch

	 
	6 cyl Falcon Sedan Base Model

	 
	6 cyl Falcon Wagon Base Model

	Holden
	4 cyl Astra CD Sedan or Hatch 

	 
	6 cyl Commodore Sedan Base Model

	 
	6 cyl Commodore Wagon Base Model

	Mitsubishi
	4 cyl Lancer LS Sedan or Wagon

	 
	6 cyl 380 Sedan Base Model

	Toyota
	4 cyl Prius Hybrid Base Model

	 
	4 cyl Corolla Conquest Sedan or Wagon 

	
	4 cyl Camry Sedan Base Model

	 
	6 cyl Aurion Sedan Base Model


  Notes:
· Full safety options are available in 6 cylinders and standard in 4 cylinders.

· 6 cylinder vehicles have an LPG option.

· Drivers are strongly encouraged to consider 4 cylinder and LPG options as Swinburne is committed to sustainability and developing a “green fleet”. 
· If the next model available in the range is more economical to lease than the base model 6 cylinder vehicle added with safety options, then this vehicle will be approved. 

This list may be amended from time to time as directed by the VP (Student and Corporate Services) 
(last amended May 2007)
	[image: image5.png]



	Home    



	
	[image: image6.png]



Previous    


	[image: image7.png]



Next    


	[image: image8.png]



Up    


	[image: image9.png]



Search    


	[image: image10.png]



Print    


	[image: image11.png]



Help    


	


The current, official version of this policy and associated procedures is maintained on this Policies and Procedures Database. Printing this policy or transferring it into another electronic format will result in the document being an uncontrolled copy which might not be current. 
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Policy and Scope

Purpose 

The University provides and maintains a vehicle fleet with a range of vehicle types appropriate to the needs of the University operations. Such vehicles form the University vehicle pool and are available for use by authorised personnel for travel associated with the conduct of University business / activities. 

Our aim is to maximise accessibility to these vehicles and to minimise fleet and inter campus transport costs. 

Scope 

This Policy includes University pool vehicles, University vehicles funded by the employee (assignee) as part of a remuneration package, (refer Assigned Vehicles) and VC, DVC and DDVC vehicles subject to availability. 

Applicable to 

University-wide 

  

Procedure

Applies to: University-wide 

Approved by: Executive Group

Content: 
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Pool Vehicle Booking and Usage 
Notes: 

1. Authorised Personnel includes all University employees with a current drivers licence valid for Victoria, whether teaching or non-teaching, sessional, permanent, temporary, contract, or casual, approved student bodies.
2. Bookings recorded in diary or vehicle booking sheets. Overnight usage requires a completed "Permission to use University vehicle overnight" form available on the Facilities and Services website.
3. In prioritising vehicle allocation, consider: 

· order of bookings 

· destination 

· duration 

· alternative possibilities 

· Staff member to cancel if not required, or notify responsible officer if running late. Vehicle may be rebooked if not used or notified within half hour of booking 

Collect vehicle from and return it to reserved parking area. 

If late return, leave keys with security staff and call or e-mail responsible officer closing odometer reading.
  

Vehicles are charged at a usage rate of $0.60 per kilometre. 
First time users must provide a copy of their drivers licence to the responsible officer.

Vehicles must always be returned with at least half a tank of fuel.

Vehicles can be booked at the following locations:

Hawthorn FSG at 24 George St, on ext 8999 or ext 8086.

Hawthorn TAFE Reception in the TD building ext 5594.
Prahran FSG ext 6748 or ext 6750

Croydon SIC (Reception)
Wantirna SIC (Reception)
Lilydale SIC (Reception) 

Note: Any inquiries relating to Croydon, Wantirna or Lilydale pool vehicles please contact 9210 1261. 
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Vehicle Acquisition and Disposal 

Principles 

Replacement pool vehicles will generally be equivalent to the current vehicle, and colour and style will be standardised where appropriate.  Specifications for assigned vehicles are subject to University guidelines. 

Notwithstanding the above, assigned and pool vehicles will generally have air conditioning, power steering and automatic transmission. 

Notes:  
1. Specifications are subject to University Guidelines 

2. Roadside service will be provided under dealers warranty or RACV         
3. Record all sales and purchases in the asset register 
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Motor Vehicle Accidents 

In the event of an accident, never admit liability 

Call an ambulance if anyone is seriously injured 

Notify the Police where you are required to do so by law (e.g. personal injury) 

If another vehicle is involved, exchange the following details 

· Name and address of the driver and the owner 

· Registration number of the other vehicle 

· Description of other vehicle and any damage 

· Name of the Insurance company for the other vehicle 

· Precise words of "admission of guilt" by other party if applicable 

· Names and addresses of all witnesses 

Notify the Fleet manager (Ext 8446) and Insurance Officer (Ext 5995) as soon as possible after the accident and complete the insurance claim form provided. 
The driver is responsible for obtaining a quote for repair of any damage resulting from an accident. Please consult responsible officer or fleet manager for approved panel beater. 

(In an emergency situation where the University cannot be contacted, the driver may authorise emergency repairs or towing to a maximum value of $500.) 
Damage and any repairs are to be recorded and reported to the Fleet manager (Ext 8446) and Insurance Officer (Ext 8238) immediately on completion of the trip. 
The responsible officer will arrange transport back to the University if required.  
There is a $500 excess for drivers over 25 years of age and a $1000 excess for drivers under 25 years of age if proven to be at fault.
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Vehicle Maintenance 

The Responsible Officer/Assigned Driver is responsible for organising the routine maintenance, scheduled servicing and warranty of all University vehicles.

No Smoking in vehicles!  
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Fuel 
Each vehicle has a specific Card for fuel and oil Purchase only. 

The card is retained in a separate wallet on the vehicle key ring, or within the vehicle in the central console or glove department. 

When refuelling, the driver must supply the odometer reading for University reporting on FBT for the Australian Taxation Office and energy usage as part of our obligation as a sustainable University.
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Breakdowns 
· Contact the relevant service provider (RACV or Manufacturer)    per card in console or glove compartment, for fault attendance. 
· Contact the campus responsible officer and advise of any delay 

· Do not drive the vehicle in an unroadworthy condition 

· Report any breakdown to the Fleet Manager or Responsible Officer on your return to the University 

(In an emergency situation where the University cannot be contacted, the driver may authorise emergency repairs to a maximum value of $500.) 
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Traffic Infringements 

Parking and other traffic fines associated with the use of the vehicles are the responsibility of the driver using the vehicle at the time of the infringement unless such fine is associated with the unroadworthy condition of the vehicle and the driver was unaware of this condition. 
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Miscellaneous 
Appropriate disciplinary action and the recovery of any costs will be pursued for any of the following transgressions: 

· contravening the law (e.g.. exceeding .05 alcohol level) 
· picking up hitch hikers 

· allowing unauthorised personnel to drive University vehicles 

Using a vehicle for the conveyance of passengers for fare, hire or reward. 

Responsibilities
Managerial Responsibility: 

Associate Director – Operations and Services
Other Responsibilities:
Fleet Manager

Responsible Officer

Related Materials

Financial Delegations Deed 

Purchasing Process 

Forms
Travel claim form 

Vehicle booking sheets 

Vehicle log book 
Status
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