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SWINBURNE UNIVERSITY OF TECHNOLOGY

FACILITIES & SERVICES GROUP – PROCUREMENT SERVICES
POOL VEHICLE BOOKING INFORMATION
Swinburne University of Technology provides a pool vehicle service through the Facilities & Service Group. The use of Swinburne pool vehicles is available to Swinburne University Staff and Swinburne University Students conducting Swinburne Business. 
To book a vehicle, please contact:

Beverly Park (03) 9214 8999 bpark@swin.edu.au
Or

Margaret Sessions (03) 9214 8999 msessions@swin.edu.au
Instructions and Terms of Use
· Only Swinburne staff and students who present a current Swinburne identification card can use this facility. For Students, must be made by the Student Department administrator.
· Pool Vehicles are located in Wakefield Street car park, next to TAFE.

· Keys are to be picked up and returned to the Facilities and Services Group between the hours of 8.00am and 4.30pm. Outside these hours, return keys to Security located at 66 William Street.

· Return vehicles with at least ½ tank of fuel (Shell fuel card is located in the vehicle glove box).

· Keep vehicle clean and tidy, no smoking in vehicle.
· Log Book

Please complete, including account code and odometer reading, when picking up and returning keys to Facilities and Services Office between 8.00am and 4.30pm.

After hours: Please email or telephone Beverly Park (03) 9214 8999 bpark@swin.edu.au or Margaret Sessions (03) 9214 8999 msessions@swin.edu.au with your odometer reading/s.

· Vehicle Usage Costs
Swinburne charges 60 cents per kilometre rate for pool vehicle usage. This will be back charged to the related department once the vehicle has been returned.

· Infringements and Road Traffic Laws

Whilst you have the permission to use Swinburne pool vehicles you acknowledge and agree that Swinburne University will not accept any responsibility for traffic infringements or parking infringements. The driver of the vehicle must hold a current Australian drivers licence, and at all times comply with Road Traffic Laws of the State the vehicle is being driven. All infringements will be forwarded to the driver of the vehicle.
· Accidents and Defects

Any damage to the vehicle or defects must be reported to the Insurance Officer – Marc Mansour 9214 4803, and the Senior Procurement Officer, Peter Collis 9214 8446 once the vehicle is returned. Accident insurance excess will be charged to the related department if liable.
· Business Use

The use of the vehicle must be at all times be related to Swinburne business as an employee or student. If the vehicle is being used overnight the vehicle must not be used for personal purposes other than from work to home, home to work or the place of business to home.
· Driver Training

It is recommended that managers of regular or inexperienced drivers of pool vehicles should consider a defensive driver training program for those staff. Murcotts Driving Excellence runs such program; they are located at Road Safety House 1/2 Warner St Oakleigh, Ph:1300 555 576. Their website address is www.murcotts.edu.au
Authorised by the Director Facilities and Services Group, 21 June 2004
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