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This procedure relates to the Human Resources Policy.  
1. DEFINITIONS 

 
Full Private Use: Staff that are provided with full private use of a Council vehicle can do so 
without restriction including during periods of leave.  
These vehicles are fully maintained by Council excluding cleaning which is the responsibility 
of the employee.  With the exception of the CEO’s vehicle, these vehicles are considered to 
be pool cars and can be used by other staff members for work related purposes as required 
from time to time. Employee contributions for the private use of these vehicles are to be 
specified within individual employment contracts. 
Partial Private Use: Staff that are provided with partial private use of a Council vehicle are 
subject to restrictions with regard to its personal use. Restrictions are to be specified within 
individual employment contracts and may include either or both of the following:  

• The vehicle is not to be used whilst on annual or long service leave,  

• The vehicle is not to be used beyond a specified distance from the Council border.  
These vehicles are fully maintained by Council, excluding cleaning which is the responsibility 
of the employee. These vehicles are considered to be pool cars and can be used by other staff 
members for work related purposes as required from time to time. Employee contributions for 
the private use of these vehicles are to be specified within individual employment contracts. 
Commuter Use: Staff that are provided with commuter use of a Council vehicle are subject to 
restrictions with regard to its personal use. The vehicle can be used for personal travel to and 
from work, including any minor deviations from the normally travelled route. It can also be used 
by General Inspectors and Rapid Response staff when they are rostered to be “on-call” to 
enable them to respond to a call out in a timely manner. There is no other provision for private 
use.  
These vehicles are fully maintained by Council, excluding cleaning which is the responsibility 
of the employee. These vehicles are considered to be pool cars and can be used by other staff 
members for work related purposes as required from time to time. Employee contributions are 
not required for the private use of these vehicles. 
Standard Accessories: These are accessories that are considered part of a standard 
configuration for Council vehicles that do not incur any additional costs. 
Non-standard Accessories: These are accessories that are optional extras that are not 
included in the standard purchase price of the vehicle. The cost of their purchase and 
installation will be borne by either Council or the employee as approved by the CEO. 
Pool Car: Is a vehicle that is available during normal work hours for work related purposes. 
These vehicles are shared resources available for use by all Council staff. 
Responsible Officer: Is the employee or elected member that has been allocated a Council 
motor vehicle.  
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2. PRINCIPLES 
2.1 General  
In addition to being required for service delivery, the private use of a Council owned motor 
vehicle can play an important part in Wattle Range Council’s recruitment and retention 
strategies. Council may, at its discretion, provide employee’s access to a motor vehicle in 
accordance with the conditions defined in this procedure. 
This procedure provides guidelines around vehicle allocation, use and replacement. Its 
application relates to all staff, Elected Members and any other persons authorised to use a 
Council motor vehicle. It pertains to all passenger and light vehicles but excludes plant and 
heavy machinery. 
2.2 Purchase 
Council’s Procurement Policy provides further guidance on the procurement of motor vehicles. 
Where practicable the purchase of vehicles shall be from local businesses preferably within 
the Wattle Range Council area.  
2.3 Vehicle Selection 
Motor vehicles are to be mechanically and structurally capable of satisfying their designated 
function, i.e. the type of vehicle must be fit for purpose. This requirement will be periodically 
reviewed by the Executive Leadership Team (ELT) through consultation with the Team Leader 
Mechanical Services (TLMS).  
The total vehicle purchase price must fit within Council’s allocated budget and the vehicle price 
range as defined below. It must provide the best value for money to Council on a whole of life 
cost basis which includes consideration of the purchase price, running costs, maintenance 
costs, warranty and resale value. 
2.4 Vehicle Replacement 
Council’s TLMS will periodically review the condition of vehicles and determine the optimum 
time for their replacement. Replacement of vehicles will be in accordance with Council’s Plant 
and Equipment Asset Management Plan and associated vehicle renewal schedule. Variances 
may occur where availability of replacement vehicles are delayed, or a vehicle’s condition 
varies significantly from the plan.  
All vehicles shall be disposed of by way of public tender, quotations for supply and trade-in, or 
via a public government auction clearing house. 
2.5 Accessories   
If approved by the CEO, the following non-standard accessories may be installed at the 
Council’s cost: 

• Bull bar 

• Driving lights 

• Floor mats 

• Tow bar 
If approved by the CEO, other non-standard accessories may be installed at the employees’ 
cost.  
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All non-standard accessories must: 

• Be fitted in accordance with the manufacturer’s recommendations; 

• Not compromise the vehicle’s warranty; and  

• Comply with Australian Design Standards. 
2.6 Vehicle Price Ranges 
The purchase of any full or partial private use vehicle must be in accordance with Council’s 
approved budget and in line with the following price range; 

• Chief Executive Officer  $70,000 – $80,000 

• Director   $55,000 – $65,000 

• Manager   $35,000 – $45,000 

• Mayor    $35,000 – $45,000 
2.7 Use of Private Vehicles for Council Business  
While recognising that the use of private vehicles on Council business is occasionally required, 
regular use will not be approved.  
All use of private vehicles on Council business must be approved in advance by the 
Departmental Director and or Manager. The rate of reimbursement will be as set out in the 
appropriate Industrial Award and remunerated through the payroll process. 
It is the responsibility of the owner of the vehicle to arrange appropriate comprehensive motor 
vehicle insurance at their own expense; to pay any policy excess applicable. The Council will 
not accept any liability which may arise from the use of a private vehicle on Council business. 
2.8 Fringe Benefit Tax  
The Council is required to pay Fringe Benefit Tax (FBT) to the Australian Tax Office for the 
private use of any Council vehicle. Individual employee contracts may stipulate that employees 
are to make cash contributions to offset any FBT liability. Any reportable fringe benefits will be 
recorded on the employee’s payment summary as required by the Australian Taxation Office.  
The responsible officer will maintain a vehicle use log book as required by Council for FBT 
reporting purposes.   
Where Council is not disadvantaged, employees may establish novated leases for vehicles via 
salary sacrifice arrangements through an approved provider. In these instances, a cash 
equivalent contribution from the employee is required to negate any FBT impact to Council.  
All such novated leases must be approved by the CEO. 
2.9 Conditions of Use   
The responsible officer must ensure that the vehicle is properly cared for. Day-to-day 
maintenance includes keeping the vehicle’s exterior and interior in good condition.   
Responsible officers will be held responsible for costs incurred for cleaning the vehicle or 
repairing damage or deterioration to the condition of the vehicle that is in excess of reasonable 
wear and tear. Reasonable wear and tear will be determined by the TLMS and will take into 
consideration the type of work undertaken by the responsible officer, the age of the vehicle 
and the kilometres travelled.  
Council vehicle must not be used:  
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• For transportation of persons or goods for hire or reward;   

• For any unlawful purpose;  

• For any purpose of a commercial nature which is not Council related (e.g. a personal 
business venture);   

• To compete in any race, speed test, car rally or competition whatsoever;   

• In a manner which may contravene the insurance policy and result in refusal to honour 
the insurance cover and/or the vehicle manufacturer's warranty.  

All persons who drive a Council motor vehicle are required to follow the Motor Vehicle Usage 
Rules attached at Appendix A. 
2.10 Maintenance of Vehicles   
The responsible officer is to contact the TLMS to schedule vehicle servicing in accordance with 
the manufacturer’s recommendations and report faults as soon as practicable to expedite 
repairs.  
The Council mechanical services team will carry out the scheduled servicing in accordance 
with the manufacturer’s service book recommendations.   
2.11 Drivers Licence Requirements   
No person is permitted to drive a Council vehicle unless they hold a current driver's licence for 
the class of vehicle, except where authorised tuition to upgrade a licence is being undertaken 
by an appropriately qualified Council employee.   
Any responsible officer whose licence is cancelled for any reason shall immediately notify their 
direct manager or the CEO and return the vehicle to the Council Depot. They will automatically 
forfeit their rights to use any Council vehicle and they will not be entitled to any cash equivalent 
value of the vehicle for the duration that the licence is cancelled. Alternative arrangements will 
be at the discretion of the CEO.  
2.12 Authorised Drivers   
In the case of responsible officers with full private use, immediate family members are 
permitted to drive the vehicle. Where the driver is other than the spouse, either the responsible 
officer or his/her spouse must be present in the vehicle.   
In the case of responsible officers with partial private use or commuter use, it is not permissible 
for any other person other than Council employees to drive the vehicle.  
Notwithstanding the above, the CEO may, where special or extraordinary circumstances exist, 
authorise the driving of the vehicle by another person without the responsible officer or their 
spouse being present in the vehicle at the time, provided that the arrangement is temporary in 
nature.   
2.13 Ancillary Items (Fuel Cards, First Aid Kits & Fire Extinguishers) 
Each motor vehicle will be supplied with a fuel card from Council’s preferred fuel provider. In 
addition, each vehicle will be supplied with a first aid kit for emergencies and selected cars 
(utilities) will be equipped with fire extinguishers.  
Upon sale of the vehicle it is the responsible officer’s responsibility to ensure that items such 
as fuel cards and first aid kits are transferred to the new vehicle.  



 

 
 

PROCEDURE 145 Version: 1 

Motor Vehicle 
Date Adopted: 23 January 2020  

Next Review Due: January 2024 

 

  

File Ref: Classification: Department: Position Responsible: Review Frequency: 
GF/12.63.1/1   Internal Corporate Services Director Corporate Services 4 Yearly 

Printed copies of this document are uncontrolled, refer to Council's Intranet to verify this is the current version. 

Page 5 of 9 

In relation to Council’s unassigned pool cars, the TLMS will ensure items are transferred 
correctly.  
2.14 Infringements   
Responsibility for payment of any infringement resides with the person in charge of the vehicle 
at the time of the infringement. The responsible officer is accountable for determining the driver 
at the time of the infringement if they were not in charge of the vehicle at that time.  
Where the vehicle has been allocated from the car pool at the time of the infringement and the 
driver cannot be determined, the obligation for the payment of the associated costs will be at 
the discretion of the CEO.   
2.15 Motor Vehicle Insurance   
Council vehicles are insured under a comprehensive policy covering all vehicles, drivers and 
authorised passengers.   
This insurance policy becomes null and void if the driver:   

• Is not in possession of a current and appropriate driver's licence; or   

• Is convicted of being under the influence of alcohol or any other prohibited substance.   
In such cases the driver could become liable for damages including third party vehicles, injury, 
property damage and payment of the excess imposed on Council by the insurance company.   
2.16 Accident or Breakdown Procedure   
Council will ensure that all vehicles have 24-hour roadside assistance.  
All drivers must immediately advise their Director and/or the CEO of any accident, theft or 
breakdown event and promptly complete an incident and accident report and associated 
insurance forms and documents.   
2.17 Temporary Replacement Vehicles   
Council will endeavour to source a replacement vehicle from internal or external sources where 
a Council vehicle is off the road for repairs for a period greater than two (2) days. 
2.18 Contravention of Motor Vehicle Policy   
The CEO will be the final arbiter in respect to this procedure and will deal with any 
contravention at their discretion. The interpretation of this procedure shall be at the sole 
discretion of the CEO.  
3. REVIEW 

This procedure will be reviewed every four years. Reviews must be undertaken in consultation 
with the Executive Leadership Team. 
4. AVAILABILITY 

This procedure is available for internal use only.   
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5. REFERENCES & FURTHER READING 

References  
Relevant 
Legislation: • Local Government Act 1999 • Road Traffic Act 1961 

• Motor Vehicle Act 1959 

Relevant 
Policies / 
Procedures / 
Guidelines 

• Policy 303 Human Resources 
• Policy 1.2 Public Access to Council and 

Committee Meetings & Associated 
Documents Code of Practice 

• Policy 1.5 Procurement Policy 
• Policy 1.3 Council Member Allowance 

& Benefit Policy 

• Code of Conduct for Elected Members 
• Work Health Safety – 4.2.1 Incident 

Reporting & Investigation Procedure 
• AWU & ASU enterprise Bargaining 

Agreements 2018 

 
6. ADOPTION AND AMENDMENT HISTORY 

The table below sets out the adoption, review and amendment history of the procedure.  
 
Version 
No: Issue Date: Authorised by: Description of Change: Minutes Reference: 

1 23/01/2020 ELT 
Policy revoked by Council. 
ELT implemented 
Procedure. 

Item 9.4  
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Appendix A – Motor Vehicle Usage Rules  
i) All drivers are required to hold a current licence appropriate to the vehicle being used 

and to advise of any change in the status of the licence. A certified copy of the driver’s 
licence is to be provided to the Human Resources & Risk Manager upon employment 
and when licence renewals occur.  

ii) The responsible officer assigned a Council vehicle is responsible for ensuring proper 
and adequate care, usage and maintenance of the vehicle including regular internal 
and external cleaning and ensuring regular checks of running items including: fuel level, 
engine oil level, tyre pressure and wear, windscreen washers and wipers and general 
roadworthiness of vehicle. 

iii) The responsible officer assigned a Council vehicle must ensure that the vehicle is 
maintained in a roadworthy condition. No vehicle is to be driven if there is any doubt as 
to its roadworthiness. This must be brought to the attention of TLMS immediately. 
Vehicles shall not be driven in areas where damage may be incurred due to 
unfavourable ground conditions. Drivers must exercise particular care and judgement 
at all times when driving Council-owned vehicles. 

iv). The responsible officer assigned a Council vehicle must ensure that scheduled 
servicing is maintained in accordance with manufacturer’s recommendations. The 
responsible officer may be required to reimburse Council for any costs incurred by 
Council in cleaning the vehicle, repairing any damage, or deterioration in the condition 
of the vehicle, as a result of the authorised user's actions, in excess of the Council's 
reasonable assessment of normal wear and tear.  

v).  The responsible officer assigned a Council vehicle is to store the Council-owned 
vehicle after hours within the confines of their residential property, and the vehicle must 
be securely locked at all times.  

vi) The Council logo will be affixed to vehicles that do not have full or partial private use 
as part of their employment agreement.  

vii). Usage of vehicles where the employee has unlimited private use contained within their 
employment contract shall be available to:  

• The participating employee  

• Appropriately licensed nominated partner of the participating employee  

• Appropriately licensed immediate family members or associate of the participating 
employee (when the participating employee is present in the vehicle)  

• An appropriately licensed employee of the Council for approved Council purposes  

• An appropriately licensed Elected Member of the Council for approved Council 
purposes  

viii). Usage of vehicles not associated with an employment contract shall be limited to the 
employee only, unless otherwise approved by the CEO. The following persons may 
also be permitted to use the vehicle from time to time subject to the terms and 
conditions of this procedure:  

• An appropriately licensed employee or contractor of the Council for approved 
Council purposes.  
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• An appropriately licensed Elected Member of the Council for approved Council 
purposes.  

• An appropriately licensed employee who is working on behalf of the Council, such 
as childcare staff.  

ix). Usage of the vehicle allocated to the Mayor shall be limited to the Mayor; nominated 
partner, Elected Members and Council employees with the approval of the Mayor.  

x). No insurance excess is payable as a result of a motor vehicle accident while the vehicle 
is being appropriately used by Council employees, Elected Members and nominated 
partners in accordance with this procedure.  

xi). Council is responsible for payment of vehicle registrations.  

xii). Vehicles are to be driven responsibly and lawfully taking into consideration legislation 
such as the Road Traffic Act and Motor Vehicle Act Rules and Regulations.  

xiii). Council accepts no responsibility for fines, parking or traffic offences, all such fines are 
the responsibility of the driver. In the event of no evidence being available as to who 
may have been driving the vehicle at the time of the offence, the responsibility for any 
fines, parking or traffic offences will remain with and may be recovered from the 
nominated driver of the vehicle.  

xiv). Smoking is prohibited in all Council vehicles.  

xv). Vehicles subject to this procedure are not to be hired out, lent out or used in a manner 
other than allowed by this procedure.  

xvi).  Re-fueling of vehicles (other than fuel purchases for private use) shall occur wherever 
possible at relevant petrol stations using fuel cards supplied and where relevant, fuel 
tanks supplied by Council. Accurate vehicle odometer readings must be recorded when 
refueling all vehicles. 

xvii). In the event of an accident the procedure outlined in the Work Health Safety – 4.2.1 
Incident Reporting & Investigation Procedure must be followed.  

xviii). Vehicles may be inspected on an ad hoc basis by management or their nominee for 
acceptable standards of cleanliness or any damage.  

xix). The responsible officer will ensure the completion of any logbook relating to vehicle 
use as requested by Council. Any other driver using a vehicle other than the Authorised 
User must complete the user logbook. As a minimum, logbooks are to be maintained 
for a concurrent period of 12 weeks and should be renewed every 5 years or sooner if 
the pattern of usage has changed substantially.  

xx).  In terms of driver fatigue it is the responsibility of the driver of any Council vehicle to 
ensure they take appropriate steps to combat the effects of fatigue.  

xxi). Driving with alcohol content over the legal limit or under the influence of illegal drugs is 
forbidden, the consequences of which 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. Any Council employee found guilty of such an offence 
will be responsible for the payment of all fines and repair costs resulting from the 
incident and may be subject to disciplinary action.  



 

 
 

PROCEDURE 145 Version: 1 

Motor Vehicle 
Date Adopted: 23 January 2020  

Next Review Due: January 2024 

 

  

File Ref: Classification: Department: Position Responsible: Review Frequency: 
GF/12.63.1/1   Internal Corporate Services Director Corporate Services 4 Yearly 

Printed copies of this document are uncontrolled, refer to Council's Intranet to verify this is the current version. 

Page 9 of 9 

xxii). Personal property left in the Council motor vehicle is not insured under Council 
insurance. Therefore, wherever practicable, valuable items such as laptop computers 
must not be left in vehicles. If it is unavoidable, the items (including items of this nature 
owned by Council) must be stowed out of sight and the vehicle securely locked.  

xxiii). In the event of a theft of a Council motor vehicle, the driver is required to notify the 
Police and their Director immediately. A replacement vehicle may be available either in 
the existing fleet or from Council’s preferred vehicle fleet supplier.  

xxiv). Where a staff member leaves the employment of Council, the vehicle is to be returned 
on the last day of duty in a clean condition, suitable for use by the next driver. In all 
cases the keys, fleet card, log books, first aid kits and any other documentation and 
accessories must be returned to the Departmental Director. The vehicle may be 
reallocated to an acting staff member in the position on approval of the Chief Executive 
Officer.  

xxv)  When returning a vehicle including for trade –in, the vehicle is to: 

• Be presented in a clean, well maintained and roadworthy condition, 
• Have keys and remotes (including duplicates), fuel card(s) and Owner’s/Service 

Manual returned with the vehicle, 
• Have all accessories attached if paid for by the Council, 
• Have all service records with proof of services (i.e. authorised service centre 

stamps), 
• Have no outstanding accident damage or accident/incident reports. Any damage 

must be reported at least six weeks prior to arranging the return of the vehicle. 
• Have all personal effects removed from the vehicle, 
• First Aid kits and Fire Extinguishers supplied are to be returned with the vehicle. 


