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Motor Vehicle Policy

1 Introduction

1.1 J & D Contracting (“the Company”) has motor vehicles available for authorised business use by 
employees in order to meet the demands of the relevant employee’s position and the business 
needs of the Company. 

2 Scope 

2.1 This policy outlines the terms and conditions applicable for the use and maintenance of a Company 
Motor Vehicle (“CMV”) issued to eligible employees (“Employees”). This policy applies to these 
Employees.

3 Eligibility

3.1 Certain roles at the Company are eligible for a CMV.  In some cases, a CMV may be provided as 
part of an employee’s remuneration package, in which case it will be specified in the employee’s 
contract of employment. It is up to the absolute discretion of the Company whether the Employee 
will be provided with a CMV. 

4 Conditions of Use

4.1 The authorised Employee is the only person permitted to use the CMV and may not permit another 
person (an employee or otherwise) to operate the CMV without prior approval from the Company. 

4.2 The use of a CMV is conditional on the Employee holding a current driver’s license for the State or 
Territory in which the vehicle will be driven.  Where the Employee’s driver licence is restricted in 
any way, the Employee is required to disclose to the Company in writing full particulars regarding 
the nature of the limitations and restrictions. 

4.3 The Employee must present a photocopy of their driver licence prior to being provided with a CMV. 
This will be kept as a record in the Employee’s file. 

4.4 Employees must notify HR Manager or Fleet and Asset Administrator immediately of any change in 
the status of their driver licence.  Such a change may result in ineligibility to drive in which case the 
CMV must be immediately returned to the Company.  Failure to notify the Company of any change 
in status may invalidate the Company’s insurance cover and therefore make the Employee 
personally liable for outstanding claims.  It may also render the Employee liable for disciplinary 
action up to and including termination of the Employee’s employment.

4.5 The CMV must be used in a safe and proper manner, and strictly in accordance with applicable 
road rules and laws of Australia. Under no circumstances is an Employee or other person 
(authorised in accordance with this policy) to drive a CMV under the influence of alcohol or illicit 
drugs, regardless of whether the CMV is being used for business or private use.  
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4.6 In circumstances where an Employee is prescribed medication by a registered medical practitioner, 
which may impact upon the Employee’s ability to drive, the Employee must inform the Company 
without delay and refrain from driving a CMV while taking the medication. Any breach of this clause 
may render the driver responsible for the cost of repairs for any vehicle damage.  In instances 
where vehicle damage is covered by insurance the driver will be responsible for the payment of 
any excess applicable. The driver may also be liable for personal injury or damages property 
sustained by a third party. 

4.7 Smoking is strictly prohibited in a CMV at any time.

4.8 Employees must not leave any Company confidential information or property in a CMV at any time 
even if the CMV is on Company premises. 

4.9 Mobile phones are only to be used in CMV’s fitted with a hands free device.

4.10 The Company reserves the right to ask the Employee to provide a statutory declaration as to the 
number of demerit points they have.  An Employee who loses their driver licence where the job 
requires the use of a vehicle and is an integral part of their role may be subject to disciplinary 
action, up to and including termination of the Employee’s employment if no other arrangements are 
available.

4.11 The Company may require an Employee to return a CMV at any time, including during periods of 
paid or unpaid leave.  A CMV does not form part of an Employee’s employment entitlements 
unless otherwise agreed in writing.

5 Accidents/Incidents

5.1 If a CMV is stolen or damaged in an accident or incident, Employees are required to report the 
accident/incident to the Police in accordance with State or Territory regulations. Employees must 
comply with the directions of emergency services and/or police and render assistance as 
necessary. 

5.2 Should an accident occur whilst driving a CMV, Employees should NOT admit liability, or make any 
promise or offer of settlement. Employees should try to obtain a witness, in order to assist with any 
insurance claim. The Company insurer Fleetsure, should be given as the contact in respect of all 
matters relating to insurance, claims or correspondence.

5.3 All accidents/incidents, however minor, must be reported immediately to HR Manager.

5.4 Unless otherwise provided, the Employee will be responsible for the standard excess or any age or 
driving record excess of the insurance policy. 

5.5 Accidents may be regarded as a workplace accident and therefore fall within the scope of 
workplace health and safety legislation. As such an incident report should be completed in any 
case where an accident has occurred, even if no party is injured. An injury report must be sent 
immediately to HR Manager.

5.6 Employees will be liable for any damage to a CMV caused by the negligent act or omission of the 
Employee or his/her spouse, children, agents, servants, passengers, invitees or persons 
authorised by him/her. This includes intentional damage, knowingly driving a CMV in an unsafe 
manner or condition or without having carried out routine servicing and checking of oil, tyre 
pressure and water levels.

6 Traffic Violations and Parking Infringements

6.1 The Company requires all Employees to obey driving regulations of the State or Territory in which 
they are driving.  Any traffic violation or offence of any sort committed by an Employee will remain 
the sole responsibility of that Employee. The Company does not condone any breach of 
regulations and will not pay for breaches of driving laws, including speeding, parking or traffic 
infringements.

6.2 It is the Employee’s responsibility to make payment of any fine arising from traffic violations, 
parking infringements, or any other breach of driving laws and/or regulations whilst the Employee 
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or a member of the Employee’s family uses a CMV, unless otherwise provided.  

6.3 It is the responsibility of the Employee to keep a record of any other employee or other person who 
uses the CMV for whatever purpose, in case of traffic offences.  

7 General Maintenance and Use of CMV 

7.1 Employees provided with a CMV must ensure that the CMV is maintained in a clean and tidy 
condition, both inside and out, at all times. Employees are responsible for the basic maintenance of 
a CMV. Basic maintenance should include, as a minimum, monitoring and refilling fluids and 
lubricants, such as:

i. fuel (appropriate to the CMV e.g. premium unleaded or diesel);

ii. engine oil;

iii. coolant;

iv. washer fluids; and 

v. tyre pressure should also be monitored and tyres filled to the required levels where 
necessary. 

CMV service schedules are to be strictly observed and communicated to the Company for 
authorisation prior to booking. 

7.2 Subject to clauses 7.6 and 12, the Company shall pay all reasonable expenses relating to the 
maintenance and running of the vehicle including registration, tolls, maintenance, repairs, tyres, 
petrol and oil.

7.3 Employees must report any operational problems or any maintenance requirements to Fleet and 
Asset Administrator as soon as possible after the problem is noticed and must not drive the CMV if 
unsafe or if driving is likely to cause damage to the CMV. 

7.4 Employees must not install any accessories (including but not limited to child car seats) in the CMV 
without prior approval from the Company. The Company will not be liable for any loss or damage 
suffered by an Employee as a consequence of faulty or defective installation of accessories in the 
CMV if it has occurred without the prior approval of the Company.

7.5 The CMV must be kept locked at all times and parked in a safe place. When not in use outside of 
working hours, the CMV is be parked within the boundary of the Employee’s personal premises 
(preferably garaged).

7.6 The Employee will be held liable for any loss incurred by the Company as a result of the 
Employee’s failure to properly service and maintain the CMV.

7.7 Employees are prohibited from driving the CMV if it is not road-worthy.

8 Inspections/Audits 

8.1 The Company may, at its absolute discretion, conduct inspections of the CMV, and/or audits of 
Employee use of the CMV, to ensure compliance with this policy. 

8.2 Should such inspections and/or audits reveal any breaches of this policy, the Employee may be 
prohibited from further use of any CMV. The Employee may also be subject to disciplinary action, 
up to and including termination of employment. 

9 Fuel/Fuel Cards 

9.1 The Company may, at its discretion, provide a credit card or fuel card to purchase fuel.

9.2 Fuel (including petrol, LPG, diesel and oil) is to be purchased only via the Company supplied fuel 
cards. These cards are for fuel purchases only.



 Policy - Motor Vehicle

9.3 Only regular unleaded/diesel fuel or LPG is to be purchased.  No premium fuel purchases will be 
accepted unless this fuel is required to maintain the manufacturer’s warranty.  On purchasing fuel, 
Employees must state the CMV’s present odometer reading and record this in the odometer ledger 
provided by the Company. 

9.4 Where an emergency situation arises and a cash purchase is made, a receipt must be obtained 
and submitted (with speedometer reading, date and place of purchase) at the time of 
reimbursement.  

10 Termination

10.1 The agreement for use of a CMV between an Employee and the Company may be terminated at 
any time at the absolute discretion of the Company.  

10.2 The agreement for use of a CMV will terminate upon termination of the Employee’s employment 
with the Company, from whatever cause the termination arises.

10.3 The Finance & Administration Manager may at any time call upon the Employee to return the CMV 
to the possession of the Company for the purposes of replacement of the CMV and in such event 
the Employee must return the CMV, and will accept the substituted CMV in place thereof, and the 
provision of this policy shall apply to the substituted CMV.

10.4 Permission to use a CMV can be withdrawn at any time if this policy is not complied with or for any 
other reason at the discretion of the Company. 

10.5 An Employee who breaches  this policy by driving a CMV whilst  under the influence of alcohol or 
illicit drugs or while prescribed medication by a registered medical practitioner, which has known 
side-effects and whose employment is not terminated, must not resume driving a CMV until 
specifically authorised to do so in writing by HR Manager.  

11 Insurance and Personal Effects 

11.1 The Company Insurance Policy does not cover any personal effects, which may be lost from or 
damaged in a CMV.  Only the CMV and its authorised accessories are covered. Employees should 
not leave any valuables in the CMV. Any losses should be reported to the HR Manager for 
discussion with the Company’s insurers.

12 Tolls and Toll Cards 

12.1 Toll tags will be provided if necessary. The Employee will be liable for any tolls incurred under 
personal use. The total personal usage will be advised on a monthly basis and deducted from the 
Employee’s next expense claim. 

13 Driver Fatigue Management 

13.1 In order to prevent driver fatigue, the Company requires all drivers of CMVs to stop and have a 
break from driving every two hours (or more frequently if they feel tired). 

13.2 Driver fatigue can severely impair judgement and can affect anyone.  It is particularly dangerous 
because one of the symptoms is the decreased ability to judge our own level of tiredness.  Other 
symptoms include:

i. loss of concentration;

ii. drowsiness;

iii. yawning;

iv. slow reactions;

v. sore or tired eyes;

vi. boredom;
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vii. feeling irritable and restless;

viii. making fewer and larger steering corrections;

ix. missing road signs;

x. having difficulty in staying in the lane; and 

xi. micro sleeps.

13.3 Employees who feel tired whilst driving should take a powernap (sleep for 15 to 30 minutes). 
Employees must allow time to recover from the powernap before commencing to drive. Employees 
should not, under any circumstance, operate the CMV if they are fatigued or experiencing one or 
more of the above symptoms. 

14 Breach of this Policy

14.1 Depending on the circumstances, non-compliance by an Employee with this policy may constitute 
a breach of the Employee’s contract of employment or some other contravention of the law. 
Employees who fail to comply with this policy may face disciplinary action and, in serious cases or 
repeated non-adherence with the policy whether intentional or otherwise, termination of the 
Employee’s employment or engagement.

15 Variations

15.1 This policy does not form part of any Employee's contract of employment.  The Company may 
vary, replace or terminate this policy from time to time.


